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Lesson One

Formal Verbal Communication in Business I

正式商业交流 （1）– 研讨会

Part I
Objectives
	· Procedures of Seminars Leading and Commonly Used Sentence Structures
研讨会各个程序及常用句型

· Questioning Techniques
提问技巧

· A Leader and A Good Listener, At the Same Time
做好的听众，做好的领导者

· Giving Criticism

提出批评观点的技巧


Part II
The How-Tos
Leading Seminars/ Questioning Techniques

· General procedures of a seminar/lecture

1) Self-introduction

2) Introduction of Topic

3) Describing sequences and timing

4) Highlighting information

5) Involving the audience

6) Giving instructions

7) Checking understanding

8) Asking questions

9) Clarifying questions

10) Evading questions

11) Inviting comments

12) Interrupting

13) Transitions

14) Reformulations

15) Closing

· Language Reference

Self-introduction  自我介绍

Good morning, I'm ---- and I've been invited to give this talk/ presentation / lecture because---

I have done research in / I have a special interest in / my experience is in

Introduction of Topic  话题介绍

In my presentation/talk/lecture today I shall be dealing with---

The subject of my ---- today is ----

What I'd like to do today is introduce/suggest/ analyse/ describe / explain

My topic/subject today is ---

I shall be dealing with 2/3/4…. main areas/topics/subjects today

Describing Sequences and Timing  程序介绍与时间安排

First I want to /spend a few minutes outlining ---/remind you of the background to/summarise the ----/explain---/ present---

Next I shall---/after that I will take the opportunity of describing---/ 

Then we'll look at---

Finally I want to---

Highlighting Information  重点介绍

(Rhetorical questions)

So, what does that mean?/How can we interpret this?/What's the explanation for this?/What are the implications of these findings?

(Change of focus)

What that tells us is/What I'm suggesting is/What is clear is that

(Introducing auxiliary verb)

So clearly we do need to--/Obviously they did understand that---/ Of course you do wan to know why---

Involving the Audience   听者的参与

Let's have a show of hands, how many of you agree with ----

I'm sure we all know what it's like to---

Let me ask you spend a couple of seconds thinking about---

Well, what would you do, I wonder---

Just look around the room and take a note of /how many men are wearing a tie---/how many people are wearing jeans---/the average age of the participants

Giving Instructions  给予指示

For this exercise, we are going to work in pairs: groups of 3/4/5

Make a note of these words/figures

Read the paragraph on page ---

Please note that I shall be timing the exercise and you have exactly 7 minutes

Now complete the questionnaire and put your name in the top left-hand corner

Checking Understanding   随时观察听者反映

Is everyone with me so far?

Are there any questions at this stage?

Would anyone like me to run through that again?

If you have any problems with the detail, don't worry because all the information is in your handout

Asking Questions   询问问题

Direct questions/open-ended:

What/why/how/where/when

Closed questions :

Do you/did you

Delicate questions:

I was wondering if/ could I ask you/ would you mind telling me/if it's not indiscreet I'd like to know/might I ask/may I ask

Clarifying Questions   澄清问题

So you want to know about---/is it the figures that worry you/ when you say---do you mean---/If I've understood the question you want to know about---

Evading Questions   回避问题

That's not really my field---/ that's a bit outside the scope of today's topic/ I haven't got the precise information with me today/ that's not really for me to say/I'd need notice of that question to answer you in full/this is not really the place to discuss that matter/ perhaps that's a question for another meeting

Inviting Comments   鼓励并听取意见

Has anyone got any questions at this point?

Would anyone like to comment on that?

Does anyone disagree with my last point?

Can anyone confirm my experience?

If nobody has any questions then I'll move on

 Interrupting  中断

I'd like to discuss it further, but I think it's time to move on

Could I just stop you there---

If I might just add----

I'm sure we'd all agree, but perhaps we should get back to the main point

Transitions   过渡

If we could now turn to---/my next point is---/ what I want to do next is ---/ let's move on to---/that completes my analysis of---/so, now we are going to----

 Reformulations   总结

If I might just go over that again---/so, in summary---/ just to remind you of the key facts/the main points/ the advantages of---/my main arguments were---

Closing   结束

Thank you for listening to me today

I hope you have found my presentation useful

Thank you for your attention

· Questioning Techniques   提问技巧
Reasons for asking questions:

To obtain information

To find out the opinions of other people

To ask other people to contribute ideas

To find out the reasons behind events

To seek confirmation

The status of the questioner

The questioner may have an official need to ask questions - work-role, legal power, etc., or the questioner may have an entirely personal curiosity to satisfy. If the role is official, the questioner needs to choose the questioning style with care in order to produce the required results. Questioning can be quite a threatening activity in some circumstances. For example, if the questioner wants information , then the person who has that information may feel that s/he is being asked to give up something that represents an advantage. If the questioner is merely curious in a social setting , then the important point is the level of delicacy of the question. In most cultures, very personal details such as how much money we earn is too private to form the subject of questions by others.

Choices of question style

Closed v. open

Closed questions permit only 'yes'/'no' answers. They may therefore be more threatening than open questions because they leave no room for expansion or explanation. The questioner needs to decide if it would be more tactful to ask:

Have you finished that report yet?

Or

How are you getting on with that report?

The first question implies that the report is now due; the second merely asks for a progress statement. The open question allows the respondent to elaborate and does not have overtones of authority.

Wh- type questions

Questions starting with question words: what, when, why, who, how, are open questions but they are also very direct. Too many questions like this have the flavour of an interrogation and may make the person being questioned feel uncomfortable. It may be necessary to preface the questions with phrases that show the questioner is aware of the intrusiveness of the question:

May I ask you…

Could you tell me…

Would you mind telling me… 

I wonder if I could ask you….

I would be interested in knowing…

If it's not indiscreet, may I ask ….

I know it's not really my business, but….

Facilitative styles of asking questions

If the intention of the questioner is really to prompt the interlocutor in disclosing information freely, then question techniques may not be appropriate at all. Instead it might be better to echo and to reformulate in order to give the interlocutor the opportunity to expand.

Illustrative dialogue

A. Well, I live in a flat in a rather poor part of town. 

B. Poor part of town…?

A. Yes, it's quite dirty and the streets are badly lit. That's why I don't like going out alone at night. 

B. So you're frightened to go out alone?

A. Well, yes because we hear of attacks and muggings. That's why I want to leave.

In this dialogue, speaker B doesn't try to take the initiative, but merely echoes and reformulates to prompt speaker A to say what worries her.


Part III
Let’s Talk Business

LEADING THROUGH CHANGE: Listening as a leader

Often, when we think of communication, we think of speaking, presenting, writing--delivering a message in some way. But an effective communicator is also adept at receiving messages. You won't budge people toward a goal if they don't feel that they've had input, that they've been heard and understood, and that the vision they're working toward is also their own vision. Listening to your followers is the only way you can make this happen. 

To be a good leader, HEAR OUT what others have to say: 

Hold judgment and hold eye focus Listen carefully and with an open mind--if you're defensive you may miss critical information. Don't formulate your answer while a person is still speaking. Watch for subtle body language that may offer extra clues to the speaker's true meaning. Also, hold eye focus. If you don't' look at the person who is speaking to you, you can't establish trust. As a leader, you want followers to trust you and believe in you. 

End all other tasks. Show respect for people by putting aside your paper, lunch, etc., and don't take phone calls. You'll be better regarded, and you'll save time. By "doing it right the first time," there won't be misunderstandings or any need to repeat information. Be ready to job down notes as the person speaks. 

Allow the speaker to finish. Don't interrupt. Don't change the subject. Don't finish sentences for the speaker. Remain quiet until you're sure the speaker has completed his or her thoughts. 

Read between the lines. As you listen to the speaker, listen for what might be left unsaid. It's not always easy for a person to approach someone in a more senior position and tell it like it is. If you want to get an honest opinion of some of your ideas and actions, you'll need to probe. You'll also need to value that feedback and the person who gave it to you. Never shoot the messenger. 

Outline your understanding. Once the person is finished speaking, reiterate what you believe to be the main ideas, issues, etc. State them simply and, if possible, try to "rank" them from most important to least. At each step, ask the speaker if you've correctly heard the message. Take the time to be certain, or you've both simply wasted time. 

Underline major points. Once you and the speaker agree on the main ideas that have been uncovered, focus your attention on one or two of the most important: What needs to be done right now to make the speaker--and you--acknowledge that something positive has been accomplished? What else can be done in the future? Set a date to revisit these main ideas and to discuss progress. 

Test the waters. Take what you've learned and test it with others. What are others feeling and thinking? Is this an isolated issue? Don't take it any less seriously but if it's a "movement" of sorts, you'll need to address it differently. Testing the waters allows you to explore the real needs, fears and hopes of your followers and incorporate them into your shared vision. Remember, if you're trying to move people in a new direction, you must know here they're coming from. 

People don't always need leaders to agree with them and act on their suggestions. But people always do need to feel their leader cares enough to listen. When people are uncertain what tomorrow may bring, a leader with a reputation as a "good listener" may be the most prized employee in any organization. Work hard to make yourself that person.

Part IIII
Exercises and Discussion
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· Exercise to sensitize your questioning techniques.

1 Write on the board a list of 5 or 6 prominent people that everyone knows. Some of these people should be the subject of current controversy.

2 Write a question of each type (see reasons for asking questions at the beginning of this unit) and address each of your questions to one of the people you have listed.

3 Now grade their questions for levels of delicacy on a scale 1 - 5, with 5 being the most delicate.

4 Check their questions for the appropriateness of their style - are they open or closed; direct or indirect? Adjust the phrasing of the questions to suit the level of delicacy.

5 Lets discuss the results.

· Give examples of situations where open/closed types of questions are generally asked. 

· Choose one of the following topics and make it into a seminar. Try to incorporate all the 15 elements mentioned in part II.

· How to boil an egg

· How to organize a picnic for your company

· Key factors consumers should be aware of when purchasing a DVD player

· Rewrite the conversation between John and Mary in Part five. Discuss on the possible outcomes of the conversation with your partner.

Part V
Supplementary Materials

Giving Criticism

When it's necessary to criticise the work of colleagues it is important to do so in a manner that is supportive and that permits the other person find ways of improving his or her performance. To do this we need to:

 Concentrate on the error, not on the person 

· Avoid generalizations 

· Provide specific examples of the problems that need attention 

· Make helpful suggestions for improvement 

· Avoid a one-sided attack 

· Avoid insinuations and hints 

· Conduct the criticism in private so as not to humiliate the other person

Read the dialogue below and make a note of the ways in which John fails to observe the advice given above in his criticisms of Mary's work:

 

John: Come in and take a seat, Mary. This won't take a minute.

Mary: What's this all about, John?

John: Well I'm sorry Mary, but I've come to the conclusion that your work's just not up to scratch. I need to see a big improvement if you want to stay here.

Mary: I see. I admit I have found these first few weeks a hard, but I need time to settle in and there's a lot to learn.

(Knock at the door)

John: Come in.

Jane: Oh, sorry John, I'll come back later, I didn't realize you were talking.

John: That's all right, come in. I was just telling Mary that I don't think she's really up to the job here.

Jane: No, I don't want to intrude on a private conversation; I'll come back later.

Mary: So what are you saying John, are you firing me?

John: No; but I have to say that if this little talk doesn't make you realize where you're going wrong, it may come to that.

Poor Mary! John has just attacked the standard of her without giving her any idea of where she is going wrong; on top of that he's repeated the criticism in front of another member of staff. 

By using some of the suggestions below, see if you can rewrite the dialogue so that John offers Mary constructive and positive criticism that will help her to improve her performance:

· Invite Mary to a private interview 

· Ask if she is ready to discuss the standard of her work 

· Acknowledge the fact that she is new to the company and that there is a lot to learn 

· Say that her reports are lacking in detail and accuracy 

· Ask her if she is aware of that 

· Say that she is often late in the morning 

· Ask her if there are personal problems that make it difficult for her to arrive on time 

· Say that some of the clients she deals with have complained that she misses appointments 

· Ask her if she can explain why this is 

· Ask her if there is anything you can do to help her improve in these areas. 

· Set a date for another talk in a few weeks to review her progress.

If John conducts the interview along these lines, Mary will:

· Know exactly which aspects of her work are unsatisfactory 

· Will have the opportunity to explain why she has problems 

· Will not be publicly humiliated 

· Will feel that she is getting support in her efforts to improve.

 

Reference

· Brenda Townsend Hall,1998

· www.ecglink.com

Lesson Two

Formal Verbal Communication in Business II

正式商业交流 – 商业演示 （2）

Part I
Objectives
	· Four Main Parts of a Presentation 商业演示的四个部分
· Delivery Skills 表达技巧
· Save you out of embarrassment, at a Presentation 摆脱商业演示中的尴尬场面
· Language References 语言参考


Part II
The How-Tos
· Four parts of a presentation


Formal presentations are usually divided into four main parts.

· The introduction

· The overview

· The body 

· The ending
The introduction
At the very least, the introduction should introduce the subject of your presentation.

“Today I’m going to tell you about the recent improvements that have been made to the XL series of engines.”

Depending on the situation, it will also do one or more of the following:

· Give the audience a reason to listen

“These improvements give greater fuel efficiency and also lower production costs.”

· Provide background information.

“As you probably know, our market share has been falling in recent years.”

· Narrow the topic.

“In particular, I will show you how these improvements make our engines better than our competitors.”

The overview

The overview provides a preview of your presentation for the audience.  It is easily done by explaining the structure of your presentation.

“First, I’m going to describe the new features of the engine.”

“Second, I’ll show you some performance data of the engine’s fuel efficiency.”

“After that, I’ll explain how the new features will allow us to reduce production costs.”

“Finally, I’ll show a comparison with our competitors’ models.”

The overview is very important.  It helps the audience to organize the way they listen.  It is similar to the contents page of a book.

As long as the presentation is well-organized, the overview is the easiest part of the presentation to prepare.

The body

This is the main content of the presentation.  How it is organized will depend on the type of presentation.  It should be organized logically to match the overall purpose of the presentation.

The ending

The ending usually does two things.

It reviews the information and ideas that were presented in the body of the presentation.  This is called the summary.


“As you can see, these improvements increase fuel efficiency and allow us to lower our production costs.”

It restates the main purpose of the presentation which was stated in the introduction.  This is called the conclusion or concluding statement.


“I am sure these improvements will allow us to win back our market share.”

· Delivery skills

1. Look organized

The audience will have confidence in someone who seems to know what he or she is doing.  Arrange your papers on the desk.  Check the OHP（over-head projector）.  Put your bag in a suitable place.  Put your notes in a suitable place.  Change the seating arrangement if you don’t like it.  Check that everyone can see you and your visual aids.

2. Use natural gestures

Don’t try to be a great actor.  Rely mainly on the content of your presentation, not on acting skills.  Use the same gestures you would use if you were explaining the same thing to a colleague in a one-to-one conversation.

To ensure that you use gestures naturally, avoid clasping your hands behind your back, clasping them in front of you, or placing them on your hips.

If you are holding notes, try to hold them in one hand, leaving your other hand free to make gestures.

3. Eye contact

Look at individual members of your audience, just as if you were having a conversation with them.  Don’t bury your head in your notes.   Try not to look at the ceiling when you can’t remember what to say.

4.  Signaling

In writing, you use paragraphs to show the parts of your presentation.  In presentations, you have to do it in other ways.  You can use verbal techniques and non-verbal techniques.  Verbal techniques involve using a mixture of linking phrases, intonation, and pauses.  Non-verbal techniques can include changing positions, turning pages of your notes, and changing the OHP slide.

5. Pronunciation

Make sure you know how to pronounce the words in your presentation.  Be particularly careful of words that are used in both your language and English.  These words can be false friends.

6. Avoid distractions

A hole in your shirt will get attention, but it will divert attention from what you are saying.  So will the following:

· Passing round things for your audience to look at while you are speaking.

· Having a slide displayed on the OHP while you are talking about something else.

Part III
Let’s Talk Business

Pulling It Out of Thin Air - What to say when you forget what to say

It's like when a plane hits an air pocket-your intestines throb in your brain-pan. You're flowing smoothly through your presentation (without notes or with bulleted notes that suddenly no longer make sense) and wham! You go blank. There's nothing upstairs. Nothing on-line. Your mind is as blank as a blackboard in August. 

You lick your lips, clear your throat, and say "uh" enough times to jumpstart an outboard. Your eyes begin to dart about in desperation, and as the internal pressure mounts, the real signals of distress pour out: giggling, blushing, and embarrassing true confessions of just how lost you really are, revealing only your lack of preparation and diminished professionalism.


WHAT TO DO
First, use an ounce of prevention. Rehearse out loud frequently enough to internalize your message. Strangely, if you try to memorize your remarks, you're almost sure to go blank. Understand why you're speaking the words you choose, and say them in rehearsal until you have a gut feeling for the essence of your message. 

Use your visuals as a road map, if possible. Using graphic images or bullet points, rely on your visuals to keep you on track. Visuals should not serve as a script, but rather as a series of trigger points that generate discourse. 

Keep your notes nearby. Make sure they're written in large, colorful writing. They'll be easy to read when you're under pressure. 

Focus your eyes on one person in the audience when you go blank. They'll think you're being forceful and dramatic. Then, after about four seconds, move your eyes to another person. Do it again. Keep doing this through the silence until your brain comes back to life. 

Repeat what you just said. Using repetition is a good speaking technique anyway. Keep repeating yourself until your mind clicks into gear. Or say something that parallels your subject, and chances are, within seconds, you'll be back on track. 

Ask the audience a question if it's a small group. "Marilyn, what are your thoughts so far?" Make it an open-ended question so Marilyn can't say simply "yes" or "no." That way, you get more time to think as Marilyn speaks. If you're speaking to a large group, ask a rhetorical question. Again, you'll probably wake yourself up quickly. 

Ask for help. "Where was I?" is not a shameful thing to say. Most audiences will be sympathetic. Everyone knows the pressure of speaking. Just don't do it repeatedly or make a big deal out of it. 
Part IIII
Exercises and Discussion
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· Look at the sample presentation below and:

· Try to identify those four parts mentioned in Part Two

· In case the presenter here went blank right after the third paragraph, any suggestions from you to save the poor guy from embarrassment?

	The DC Autodialler

A voice controlled data recorder and automatic telephone dialer.

	Main features

Speech analyzer

Large memory

Large display

Lithium batteries




	Good afternoon.  Today I’d like to tell you about our latest product, the DC Autodialler.  The DC Autodialler lets you record telephone numbers by speaking.  It can also dial telephone numbers automatically.  We expect it to be a very popular product.

First, I’ll tell you the main features of the ‘autodialler.  Then I’ll describe its physical characteristics.  Finally, I’ll explain how to see it.

The Autodialler has four important features.  It has a very sophisticated speech analyzer which allows it to record names and telephone numbers.  It can recognize up to 5000 common North American names.  It has a large memory which lets you record up to 2500 names and telephone numbers.  It has a 4-centimeter by 2-centimeter liquid crystal display which provides a sharp image.  Ti uses lithium batteries which last for two year.

The Autodialler is very compact.  It measures 10 centimeters by 5 centimeters by 0.5 centimeters.  It’s made of very light but hard plastic, and weights only 150 grams.  It comes in three colors: black, silver and wine red.

Now, I’ll show you how easy the Autodialler is to use.  There are only three buttons: a “new” button, a “find” button, and a “dial” button.  To enter a new name and phone number, press the “new” button.  Then say the person’s name.  When the name is displayed say the telephone number.  To find a name, press the “find” button and say the person’s name.  When the name is displayed you may dial the number, change the name or telephone number, or delete the information.  To dial the number, point the Autodialler at your telephone and press the “dial” button.

As you can see, the Autodialler has many useful features, it’s very compacted, and it’s easy to use.  I’m sure you’ll agree that there will be a large market for it.

Thank you.




· Check out one infomercial you really hate to see. Try to transform it into a 3-minute long business presentation by using some language references in part five.

Part V
Supplementary Materials

Language reference

Below is a list of phrases and sentence patterns that may help you prepare your presentation.  Remember, however, that every presentation is unique, and you must decide for yourself which language is appropriate for your presentation.

The introduction  介绍

Basic introduction  基本介绍


Today I’m going to tell you about a new kind of material.  

    今天我将要介绍一种新材料


I’d like to talk about our recent sales performance. 

我想介绍一下我们最近的销售业绩。


Today, I’d like to show you a way to cut costs.  

今天，我想给大家展示一种减少成本的新方法。


Today, I’m going to explain our strategy for next year. 

今天，我想就明年的战略部署进行一下解释。

Narrowing the topic 缩小范围


In particular, I will explain how the material can be used in many of our products.

我重点想解释一下这种材料在我们其它产品中的用途。

Referring to background information  涉及背景资料


As you probably know, our market share has been falling in recent years.

众所周知，我们的市场份额近年来开始下降。


Some of you may know about our research program.

大家可能知道我们研究的项目。


You may be aware of the features of the RS-4 model.


您将会了解到RS-4模型的特点。

Presenting the overview  总览程序



First, I’m going to…   首先，我将要...


Second, I’ll show you …  其次, 我将要展示给您...


Then, I’d like to … 再次, 我想...


After that, I’ll explain …  然后, 我会解释...


Finally, I’ll … 最后, 我将... 
Signaling and linking  承上启下

Sequencing   层次



Now, I’ll explain …  现在, 我来解释...一下


Let’s now consider …  我们来考虑一下...


This brings us to …  由此得来...
 

Finally, …  最后...
Directing attention  吸引注意力



Please look at this chart.  请看图表



Let’s take a look at this table.  我们来看表格.



Take a look at the diagram. 大家看一下图表



If you look at this graph, you will see …  大家从这张曲线图可以看出...


As you can see from this chart, … 正像大家从这张图表中看到的一样...
Cause and effect  原因与结果



Since increased performance is not our only concern, I’d now like to talk about


由于业绩增长并不是我们唯一关注的, 我想在此谈论一下...



As a result of this new feature, we must now consider


由于这个新的特点, 我们现在必须考虑...



As a result, we have to find new ways to increase our market share.


由此, 我们不得不寻找增长我们市场占有额的新方法.



Consequently, we have been developing a more efficient engine.


结果, 我们已经开发了一台更高性能的发动机。



Therefore, I’d now like to show you our latest test results.


所以，我现在想就我们最新检测结果给大家进行展示。

Purpose 目的



In order to take advantage of this new technology, we have to look at the market. 为了利用这个新技术的优势， 我们一定要了解市场。



For the new model to work effectively, we need a new kind of valve.


为了新模型高效运行，我们需要一种新的电子管。

Contrast 对比



Although the machine operates well at low temperatures, at high temperatures there are some problems. 

虽然在低温下机器运行正常，但在高温下它存在着许多问题。



Unlike the ST-4X, the ST5X is very compact.  

与ST-4X不同的是，ST-5X非常简洁。



Instead of batteries, the news model uses solar power.
新的型号不再用电池，而用太阳能。



Nevertheless,…  然而...


However,…  但是...


On the other hand,…  另外...
Reinforcement  进一步的补充说明



In addition to Asia, we are also marketing the product in South America. 


除亚洲外， 我们还在南美开发了市场。



In addition, we plan to introduce more robots to our production lines.


除此之外， 我们计划在生产线上引入更多的机器人。



Furthermore, the program can translate from Japanese to English.


另外， 此程序可以从日语翻成英语。

Introducing a summary 介绍总结



As you can see, these improvements increase fuel efficiency and allow us to lower our production costs. 

据大家了解，这些改进会增加燃料的性能。同时减少产品的成本。

Introducing a concluding statement  陈述



I am sure these improvements will allow us to win back our market share.


我确信这些改进将有助于我们赢回市场份额。



It’s clear that the new model meets all of our customers’ requirements.


很明显，新的型号满足我们客户的需求。

Graphs and charts  图表

Describing the purpose of a chart 讲述图表的用途




It shows our sales from 1985 to 1990. 

 这张图表示从1985年到1990年的销售额。




It shows the stages in the manufacturing process.




这张图显示生产流程。

If you look at this diagram, you will see how the equipment works.




观察这张图示，您会了解设备的工作方法。


Describing parts of a graph 描述图表的各个部分




The horizontal axis represents temperature.  

竖轴表示温度。




The horizontal axis shows sales in millions of dollars.
横轴表示以百万为单位的销售额。




The black columns show sales of memory chips.




黑柱部分显示的是内存条的销售额。

The solid line shows the pressure.
实线表示压力。




The broken line shows the interest rate.


    断线表示利率。




The dotted line represents the rate of unemployment.



虚线表示失业率。




The gray segment represents our market share.



灰色部分显示我们的市场占有 额。




The hatched section shows the proportion of women.



阴影部分表示女性的比例。


Describing the units of a graph or diagram  描述图表的单位




The units are in meters.



单位是米。




The figures are in thousands of dollars.



数字是千元为单位的。




The numbers are in tens of thousands of dollars.




数字是以万为单位的。


Describing the significance of information 突出特点内容




It’s clear that demand is increasing.



很明显需求在提升。




The graph clearly shows that the new machine’s performance is better.



图表中很清楚地可以看出新机型的表现更加。




The figures show that the cost of materials has risen by 25%.



数字表示材料成本已上升了25%。




The results seem to show that oxygen quickens the reaction time.



结果表明氧气加速了反应。




The information suggests that consumers are not satisfied.



信息表示消费者并不满意。

Lesson Three

Cross-Cultural Communication in US Business

美国商业跨文化交流

Part I
Objectives

	· Six Fundamental Patterns of Cultural Differences 
中西文化差异的6种基本模式
· A general view of corporate culture 
公司文化概要

· Decoding body-language of North America 

破解北美通用肢体语言


Part II
The How-Tos
Identify the Differences ：Six Fundamental Patterns of Cultural Differences
了解不同：中西文化差异的六种基本模式

1.Different Communication Styles  不同的交流风格
The way people communicate varies widely between, and even within, cultures. One aspect of communication style is language usage. Across cultures, some words and phrases are used in different ways. For example, even in countries that share the English language, the meaning of "yes" varies from "maybe, I'll consider it" to "definitely so," with many shades in between.

Another major aspect of communication style is the degree of importance given to non-verbal communication. Non-verbal communication includes not only facial expressions and gestures; it also involves seating arrangements, personal distance, and sense of time. In addition, different norms regarding the appropriate degree of assertiveness in communicating can add to cultural misunderstandings. For instance, some white Americans typically consider raised voices to be a sign that a fight has begun, while some Asian, African, Jewish and Italian Americans often feel that an increase in volume is a sign of an exciting conversation among friends. Thus, some white Americans may react with greater alarm to a loud discussion than would members of some American ethnic or non-white racial groups.
2.Different Attitudes Toward Conflict   对待冲突的不同看法
Some cultures view conflict as a positive thing, while others view it as something to be avoided. In the U.S., conflict is not usually desirable; but people often are encouraged to deal directly with conflicts that do arise. In fact, face-to-face meetings customarily are recommended as the way to work through whatever problems exist. In contrast, in many Eastern countries, open conflict is experienced as embarrassing or demeaning; as a rule, differences are best worked out quietly. A written exchange might be the favored means to address the conflict.
3.Different Approaches to Completing Tasks   对待完成任务的不同方法
From culture to culture, there are different ways that people move toward completing tasks. Some reasons include different access to resources, different judgments of the rewards associated with task completion, different notions of time, and varied ideas about how relationship-building and task-oriented work should go together.

When it comes to working together effectively on a task, cultures differ with respect to the importance placed on establishing relationships early on in the collaboration. A case in point, Asian and Hispanic cultures tend to attach more value to developing relationships at the beginning of a shared project and more emphasis on task completion toward the end as compared with Americans. Americans tend to focus immediately on the task at hand, and let relationships develop as they work on the task. This does not mean that people from any one of these cultural backgrounds are more or less committed to accomplishing the task, or value relationships more or less; it means they may pursue them differently.
4.Different Decision-Making Styles   不同的决定风格
The roles individuals play in decision-making vary widely from culture to culture. For example, in the U.S., decisions are frequently delegated -- that is, an official assigns responsibility for a particular matter to a subordinate. In many Southern European and Latin American countries, there is a strong value placed on holding decision-making responsibilities oneself. When decisions are made by groups of people, majority rule is a common approach in the U.S.; in Asia consensus is the preferred mode. Be aware that individuals' expectations about their own roles in shaping a decision may be influenced by their cultural frame of reference.
5.Different Attitudes Toward Disclosure   对待披露/曝光的不同态度
In some cultures, it is not appropriate to be frank about emotions, about the reasons behind a conflict or a misunderstanding, or about personal information. Keep this in mind when you are in a dialogue or when you are working with others. When you are dealing with a conflict, be mindful that people may differ in what they feel comfortable revealing. Questions that may seem natural to you -- What was the conflict about? What was your role in the conflict? What was the sequence of events? -- may seem intrusive to others. The variation among cultures in attitudes toward disclosure is also something to consider before you conclude that you have an accurate reading of the views, experiences, and goals of the people with whom you are working.
6.Different Approaches to Knowing   对待事物认知的不同方式
Notable differences occur among cultural groups when it comes to epistemologies -- that is, the ways people come to know things. Western cultures tend to consider information acquired through cognitive means, such as counting and measuring, more valid than other ways of coming to know things. Compare that to African cultures' preference for affective ways of knowing, including symbolic imagery and rhythm. Asian cultures' epistemologies tend to emphasize the validity of knowledge gained through striving toward transcendence. Recent popular works demonstrate that our own society is paying more attention to previously overlooked ways of knowing.
You can see how different approaches to knowing could affect ways of analyzing a community problem or finding ways to resolve it. Some members of your group may want to do library research to understand a shared problem better and identify possible solutions. Others may prefer to visit places and people who have experienced challenges like the ones you are facing, and touch, taste and listen to what has worked elsewhere. 
Part III
Let’s Talk Business
What lies in “Corporate Culture”?
Many articles and books have been written in recent years about culture in organizations, usually referred to as "Corporate Culture." The dictionary defines culture as "the act of developing intellectual and moral faculties, especially through education." This writing will use a slightly different definition of culture: "the moral, social, and behavioral norms of an organization based on the beliefs, attitudes, and priorities of its members." The terms "advanced culture" or "primitive culture" could apply to the first definition, but not the latter. 

Every organization has its own unique culture or value set. Most organizations don't consciously try to create a certain culture. The culture of the organization is typically created unconsciously, based on the values of the top management or the founders of an organization.

Hewlett-Packard is a company that has, for a long time, been conscious of its culture (The HP Way) and has worked hard to maintain it over the years. Hewlett-Packard's corporate culture is based on 1) respect for others, 2) a sense of community, and 3) plain hard work (Fortune Magazine, May 15, 1995). It has been developed and maintained through extensive training of managers and employees. HP's growth and success over the years has been due in large part to its culture.

Another successful company that expends a lot of energy in maintaining its workplace culture is Southwest Airlines. Southwest is the only major airline in the U.S. that has been profitable in each of the last five years. It also has a good reputation as an employer. In an article written in the ACA (American Compensation Association) Journal, Winter 1995 issue, Herb Kelleher, Southwest's CEO, indicated how Southwest maintained its culture:

"Well, first of all, it starts with hiring. We are zealous about hiring. We are looking for a particular type of person, regardless of which job category it is. We are looking for attitudes that are positive and for people who can lend themselves to causes. We want folks who have a good sense of humor and people who are interested in performing as a team and take joy in team results instead of individual accomplishments.

"If you start with the type of person you want to hire, presumably you can build a work force that is prepared for the culture you desire...

"Another important thing is to spend a lot of time with your people and to communicate with them in a variety of ways. And a large part of it is demeanor. Sometimes we tend to lose sight of the fact that demeanor - the way you appear and the way you act - is a form of communication. We want our people to feel fulfilled and to be happy, and we want our management to radiate the demeanor that we are proud of our people, we are interested in them as individuals and we are interested in them outside the work force, including the good and bad things that happen to them as individuals."

In both of these examples, the top management of the companies were vigilant about maintaining their cultures. The behavior rules and boundaries are relatively clear and communicated often. However, this is not typical. I believe most organizations operate with a diversity of cultures. This is especially true considering the increasing worldwide mobility of people and cultures and values. 

There have been some recent models created to attempt to study and classify cultural diversity. One model, the Hofstede Cultural Orientation Model, classifies cultures based on where they fall on five continuums. 

1. Individual vs. Collective Orientation
The level at which behavior is appropriately regulated

2. Power-Distance Orientation
The extent to which less powerful parties accept the existing distribution of power and the degree to which adherence to formal channels is maintained.

3. Uncertainty-Avoidance Orientation
The degree to which employees are threatened by ambiguity, and the relative importance to employees of rules, long-term employment and steady progression through well defined career ladders.

4. Dominant-Values Orientation
The nature of the dominant values - e.g., assertiveness, monetary focus, well-defined gender roles, formal structure - vs. concern for others, focus on quality of relationships and job satisfaction, and flexibility

5. Short-Term vs. Long-Term Orientation
The time frame used: short-term (involving more inclination toward consumption, saving face by keeping up) vs. long-term (involving preserving status-based relationships, thrift, deferred gratifications).

There's some debate over whether companies should design their personnel policies and reward systems around cultural values. Currently companies tend not to, because of the concern about stereotyping certain cultures. 

A popular trend is for companies to "reengineer" themselves, which involves an attempt to change their culture, usually to a team orientation. As reported in the ACA News (September 1995), studies indicate that the following are necessary for a company to change to a "team culture:"

· Common and consistent goals 

· Organizational commitment 

· Role clarity among team members 

· Team leadership 

· Mutual accountability with the team 

· Complementary knowledge and skills 

· Reinforcement of required behavioral competencies 

· Power (real and perceived) 

· Shared rewards 

The importance of corporate culture is growing as the result of several recent developments. Companies are encouraging employees to be more responsible and act and think like owners. In exchange for more flexible work schedules, employees are expected to always be "on-call." With the demise of more traditional communities (e.g. neighborhoods, etc.), companies are filling employees' need to belong to a community. At the same time companies are encouraging teamwork and the formation of teams. 

Therefore, organizational leaders shouldn't ignore corporate culture. Rather, it should be addressed in the organization's mission, vision, and goal statements, and emphasized in company sponsored training and company communication. The statements should include the following:

· To be financially successful, etc. (employees want to belong to a successful organization) 

· To be accepting of cultural (ethnic) diversity 

· To encourage employees to "have a life" outside the company (provide sufficient paid time-off benefits and encourage employees to take the time) 
Part IIII Exercises and Discussions
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· Tell your fellow students about the corporate culture of the company that you work in. What do you think of it? What are some of the most unique characteristics of it? What have been done by your company to maintain such culture?
· According to the article in Part Two and your business experience, give examples on cultural differences between Chinese business people and Western business people. Why do we consider some of our approaches common? 

· DECODING BODY LANGUAGE- The four basic modes of body language in business 
破解肢体语言 – 西方商业肢体语言得四种基本模式

Knowing how to read body language is a useful communication skill. So is knowing how to use it. There are two basic groups of body language postures: OPEN/CLOSED and FORWARD/BACK
OPEN/CLOSED is the most obvious. People with arms folded and legs crossed and bodies turned away are signaling that they are rejecting messages. People showing open hands, fully facing you and both feet planted on the ground are accepting them.

FORWARD/BACK indicates whether people are actively or passively reacting to communication. When they are leaning forward and pointing towards you they are actively accepting or rejecting the message. When they are leaning back, looking up at the ceiling, doodling on a pad, cleaning their glasses they are either passively absorbing or ignoring it.
The posture groups combine to create four basic modes: responsive, reflective, combative and fugitive. 
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In responsive mode, OPEN/FORWARD the person is actively accepting. This is the time to close the sale, ask for agreement, demand a concession 

In reflective mode, OPEN/BACK,   people are interested and receptive but not actively accepting. Trying to close the sale or asking for agreement now may drive them away into fugitive mode. This is the time to present further facts and incentives. It may also be a good time to keep quiet and let them think. 

In fugitive mode, CLOSED/BACK, people are trying to escape physically through the door or mentally into boredom. This is the time to spark interest in any way you can, even irrelevant to the message.

Finally, in combative mode, CLOSED/FORWARD, there is active resistance. This is the time to defuse anger, avoid contradiction and outright argument and to steer them into reflective mode.

How these modes are expressed in posture and gestures varies from culture to culture. See part V for some of the more common North American and European conventions of body language.
Part V
Supplementary Materials
· Some business sayings and proverbs

Time is money. 

Clothes make the man (person). 

Make haste, not waste.

Nice guys finish last. 

It's a dog eat dog world. 

Know your enemy. 

Give them what they want. 

It's not what you know, it's who you know. 

It's all in the presentation. 

Sex sells. 

Sink or Swim. 

Experience is the best teacher. 

Opportunity only knocks once. 

Money talks, bullshit walks. 

Put your money where your mouth is. 

The customer is always right. 

Honest is the best policy. 

There's a sucker born every minute.

Look out for number one. 

· Some more body-languages and the guide to decoding

	RESPONSIVE
有反应的
	
	REFLECTIVE
深思熟虑的
	
	FUGITIVE
变幻莫测的
	
	COMBATIVE
具竞争力的

	ENGAGED 

忙碌的

leaning forward

open body

open arms

open hands
	
	LISTENING 
注意力集中的

head tilted 

lots of eye contact 

nodding 

high blink rate
	
	BORED 
无聊的

staring into space 

slumped posture 

doodling

foot tapping
	
	LET ME SPEAK 
让我发言

finger tapping

foot tapping

staring

 

	EAGER 
渴望的

(sprint position)

open legs

feet under chair

on toes

leaning forward
	
	EVALUATING 
评估

sucks glasses/pencil

strokes chin 

looks up and right

legs crossed in 4 pos.

(ankle on knee)
	
	LET ME GO 
让我离开

feet towards door

looking around

buttoning jacket

 

 
	
	AGGRESSIVE 
好斗的

leaning forwards

finger pointing

fists clenched 

 

 

	READY TO AGREE 
表示同意

closes papers

pen down 

hands flat on table

 

 

 
	
	ATTENTIVE 
专心留意的

(standing)

arms behind back

smile

open feet

 

 
	
	REJECTION
表拒绝 

sitting/moving back 

arms folded 

legs crossed 11 pos

(thigh on knee)

head down

frown
	
	DEFIANT 
挑衅的

(standing)

hands on hips

frown

 

 

 

	
	
	
	
	DEFENSIVE 
自卫的

(standing)

feet pointing in

hands clenched

 

 

 

 
	
	LYING 
说谎的

touches face 

hand over mouth

pulls ear

eyes down 

glances at you 

shifts in seat 

looks down and to left


 

References:

· http://www.auxillium.com/culture.shtml
·  www.johnmole.com

Lesson Four
Business Etiquette
商业社交礼仪

Part I
Objectives

	· Guidelines for Prosperous Entertaining and Presentation of Gifts in Business
商务社交、接送礼物礼仪

· Acceptable Public Conduct in North America
北美通行的公众社交礼仪与举止
· Practices on “small talks”

掌握轻松会话的技巧
· Welcome Topics of Conversation
初次见面适宜的话题


Part II
The How-Tos
Guidelines for Prosperous Entertaining and Presentation of Gifts in Business
商务社交、接送礼物礼仪

  Business breakfasts are common, and can start as early as 7:00 a.m. 

  On weekends, many people partake in "brunch", a combination of lunch and breakfast beginning anywhere from 11 a.m. to 2 p.m. Moreover, business meetings are sometimes held over "brunch."

  Business meetings are frequently held over lunch, which begins at 12:00 noon and sometimes lasts until 2:00 p.m. Lunch is usually a lighter meal, since work continues directly afterward. Additionally, an alcoholic beverage such as wine or beer is sometimes ordered.

  If you are invited out for a business meal, the host will usually pay. 

  If you are invited out, but your host does not offer to pay, you should be prepared to pay for your own meal.

  When eating out, the cost is sometimes shared with friends or colleagues, a practice often referred to as "getting separate checks", "going Dutch", or "splitting the bill."

  If you invite a U.S. counterpart out socially, you must make it clear whether you wish to pay.

  The fork is held in the right hand and is used for eating. The knife is used to cut or spread something onto a food item. To use the knife, the fork is switched to the left hand or is laid down; to continue eating, the fork is switched back to the right hand. But, if you prefer to use the “continental” style of dining, in which the knife and fork are never switched, that is acceptable, too. 

  Unlike some other cultures, it's perfectly acceptable to refuse an offer of food or drink; moreover, in most cases, the host probably won't urge you to eat. 

  Many foods are eaten with the hands, so you may want to follow the example of your companions. 

  There are a variety of ways to beckon a server. For example, you can make eye contact and raise your eyebrows, briefly wave to get his or her attention, or mouth the word for what you want such as "water" or "coffee." To call for the check, you can make a writing gesture or mouth the word "check, please."

  It is not considered rude to eat while walking down the street.

  Business gifts are often presented after the deal is closed. In most situations, gifts are usually unwrapped immediately and shown to all assembled. If you receive a Christmas gift, however, you may be asked to wait until Christmas Day to open it.

  In many cases, the best gifts are those that come from your country.

  You may not receive a gift in return right away.

  During the Christmas season, gifts are exchanged. For your business associates, you can give gifts such as useful items for the office, liquor or wine.

  When you visit a home, it is not necessary to take a gift, although it is always appreciated. Flowers, a potted plant, or a bottle of wine can be good gift choices.

  Taking someone out for a meal or other entertainment is another popular gift.

  Gifts for women such as perfume or clothing are usually inappropriate because they are considered far too personal. 

  Gifts for children are often a thoughtful and appreciated gesture, but take into account the values of the parents. For example, some parents might object to your giving a toy gun or a violent video game to their child. Acceptable public conduct
适宜的公众社交礼仪与举止
  Smoking is not as commonplace and is subject to restrictions in most public places. Before smoking, the best policy is to ask if anyone minds, or wait to see if others smoke. Restaurants often have a section where smoking is permitted; many hotels designate rooms as smoking and non-smoking.

  A handshake is the customary greeting for both men and women, although you should wait to see if the woman offers her hand.

  Apart from greeting close family members or friends, Americans tend to refrain from greetings that involve hugging and other close physical contact. For the most part, they are unreceptive to being touched during conversation and other social situations.

  The standard space between you and your conversation partner should be about two feet. Most U.S. executives will be uncomfortable standing at a closer distance. 

  Direct eye contact conveys that you are sincere, although it should not be too intense. Certain ethnic groups will look away to show respect.

  Friends or acquaintances of the same sex generally do not hold hands.

  To point, you may use the index finger, although it's impolite to point at another person.

  To beckon someone, wave either all the fingers or just the index finger in a scooping motion, with the palm facing up. 

  To show approval, there are two common gestures: the "O.K." sign, formed by making a circle of the thumb and index finger, and the "thumbs up" sign, formed by making a fist and pointing the thumb upward.

  The backslap should be interpreted as a sign of friendship, camaraderie.

  When sitting, U.S. citizens often look very relaxed. They may sometimes sit with the ankle of one leg on their knee or prop their feet up on chairs or desks. In formal business situations, however, you're advised to maintain good posture and a less casual pose. 

  When giving an item to another person, it's sometimes acceptable to toss it or hand it over with only one hand.

Part III
Let’s Talk Business
Welcome Topics of Conversations
General Guidelines
  Be aware that most Americans speak only English.

  Americans often ask, "What do you do?" (that is, "Tell me about your job and employer") to start a conversation. This kind of question is not considered banal or presumptuous.

  Compliments are exchanged frequently and are popular "conversation starters." If you wish to make conversation with someone, you can compliment an item such as his or her clothing or a work or sports related achievement.

  Generally, Americans like to laugh and enjoy being with people who have a sense of humor. Jokes are usually welcome, but be careful. For example, in many situations, ethnic and religious humors are best avoided. Self-deprecating humor, however, usually goes over well.

  Sports are very popular in the U.S., especially baseball, football (not to be confused with soccer), and basketball. Soccer (known as football in most other countries) has caught on in only a few parts of the country.

  Golf is another popular sport, especially among businesspeople. Moreover, the golf course is often a venue for business discussions and deals.

Topics to Avoid
  Until you know a person well, avoid discussing religion, politics or other controversial subjects (i.e., abortion, racism, sexism).


  Refrain from asking women if they are married. If a woman volunteers this information, however, you may ask a few polite questions about her husband and/or children.

  ethnic or religious jokes

Welcome Topics of Conversation
  a person's job/work-related matters

  sports

  travel

  food

  music

  movies

  books


Part IIII
Exercises and Discussion

· [image: image5.png]



· Using guidelines from Part three, prepare 5 questions that you think will be most pleasant to ask on the following occasions:

· New students’ picnic

· Annual ball of the industry 

· Your best friend’s wedding

· A cocktail party held for the signing of a million-dollar contract

· Give examples where Chinese business etiquettes conflict with those of the Western business world. Discuss with other students that under such circumstances, should Chinese businesspeople always make compromises to following the western protocols? Give examples and you solutions to such conflicts.
· “Small talks” could, on many occasions, be a great lubricant or ice-breaker in formal business occasions. The art of carrying such talks naturally lies on the following principles:

· Imagination

· Ellipsis (Imply more)

· Spontaneity

· Appropriate frame of mind (Get into context)

· Accuracy is not that important

· Part five was talking about a different form of business etiquette. Observe the following business operations and show your fellow students where the “rule of business etiquette” apply or should have been applied. Do you have any suggestions to the later ones?

· Your Local McDonald’s restaurant

· New Oriental school’s registration center

· Carrefour, the chain supermarket

Part V
Supplementary Materials
BUSINESS ETIQUETTE - THE RULE FOR BUSINESS SURVIVAL
Etiquette is not a term most business people, or anyone for that matter, are comfortable with. As children our two rules of etiquette were, "be quite" and "quit it" both of which sound almost like someone was saying "etiquette." So, don't let the term scare you. It is an important word in today's business world.

Before you think that this is an article about snob appeal, let's define what "Etiquette" is. Etiquette, business or social etiquette, is the art of taking the unfamiliar and making it familiar to many. That's what the "rules" (they are really guidelines rather than rules) of etiquette are. Nothing more, nothing less.

Another way of saying it is, "Etiquette is the art of not being a snob." A snob in business? Well, yes, unfortunately, every business or industry has it "snobs" who think that their work or business is above what everyone else does.

So, let's look at the first rule of etiquette:

Business Etiquette Rule #1 is: At first glance or at first hearing whatever is being presented it must be understandable and logical to the customer*.

There is no Rule #2. All other rules you hear or read about are guidelines. If whatever guideline someone uses does not fit Rule #1, most likely the guideline will not work. There are, literally, thousands of guidelines that will work at some time or another . . . there is only one rule.

Now, how does this relate to business? Well, there are many aspects to this. For example: Business owners, managers and staff are usually so involved with their business, that they fail to see that what is common to them may be very unusual, and even confusing, to their customers. Confusion does not generate sales. Moreover, confusion discourages sales because if customers are confused because it will be harder for them to make the decision to buy.

When one reads the books and papers on why businesses fail, the reason most often given is due to the lack of money or sales. What they don't say is that this lack of money can often be traced back to the disregard for following the Rule #1 of Business Etiquette.

Money, if it can't be found on trees, can only come from three sources:

1. owners/investors, 

2. banks and other lenders, 

3. customers. 

Once a business is open, it is not easy to go back to the investors or lenders for additional funds. It, therefore, means that for a business to survive, it must have additional funds from their third source of money - customers.

Looking at what a business has to offer through the eyes of the unknowledgeable customer is the most difficult part of merchandising any idea, service or product inside the business as well as outside to customers.

For example, job descriptions are a form of Business Etiquette. A logically arranged catalogue and price list is another. Signs within the firm, such as the signs grocery stores have in each aisle, are business etiquette. Highway exit signs and street signs are forms of business etiquette. Easy to find price stickers are a form of business etiquette.

Whenever a business of offering something be it an idea, service or product that is new or relatively unknown, to a potential customer, the "Rule of Business Etiquette" comes into play. And it is not just for a business to apply these guidelines. Anybody, when they are asking someone else to accept something new should also be using Rule #1 of Business Etiquette.
References
· Alan J. Zell, Ambassador of Selling

· www.executiveplanet.com
Lesson Five

Contract English
合同英语

Part I
Objectives

	· Main characteristics of a contract
合同的特性
· Contract review: Checking for key elements of a contract
合同的重要组成部分

· Commonly used legal terms 
常用法律用语
· Some tips on easy understanding of contract lingo
掌握合同专用语的一些相关技巧


Part II 
The How-Tos
What You Should Know About a Contract

· Why Do I Need A Contract?  为什么需要合同？
You don’t have to be a lawyer to reap the benefits of writing your own contracts. A little common sense goes a long way and a good contract does more that just cover your rear should you end up in court. Written correctly, a contract can demonstrate business professionalism, weed out insincere clients, organize your duties, speed up your pay, help you get insurance, avoid disputes, make mutual obligations clear and keep you out of court. 
· What is a Contract?  什么是合同？
A contract is a legally binding agreement. Contracts are either formal (written) or simple (verbal). It may be a bilateral contract, performed by both parties, or unilateral, a promise in exchange for an act or performance of a task or deed. Contracts may be voided, that is, the parties may agree to nullify the contract or it may be voided by a court of law. These are some of the characteristics of a contract. 
· Elements of a Good Contract   合同的要素
Every good contract has four essential component parts. They are: offer and acceptance, mutuality and consideration, competent parties, and a legal object. 

An offer is communicated verbally or in writing and has definite terms. Mutuality indicates duties or actions are performed by each party. Consideration means that something of value is exchanged. Competent parties speak to the mental and legal capacity of the parties involved in making the contract. A legal object connotes a legal objective and no criminal intent. 

Contracts don’t have to be formal: a letter of agreement is a contract too. In fact, a contract can be anything — it can be oral, can be written on a napkin(though not advised), can be a purchase order or a combination of documents exchanged between parties. It has no particular form. Written is better, though, then the terms are less often questioned. 

To construct your own contract, specify the issues and conditions that matter. Independent consultants, for example struggle with Internal Revenue Service rules that threaten to reclassify them as employees. In an independent contractors contract state “the contractor is an independent contractor and not an employee.” That will protect the business identity and relieve your client of the fear that they will end up having to pay your health insurance premiums and Social Security taxes. 

Include specific services your are to perform and deadlines. Detail a payment schedule that is suitable to both parties. If intellectual property (i.e., software, reports, manuals) is involved, include details about who owns the rights and the extent of those rights. If your work is project-based, include a description of when the job will end. That can be the delivery of the final report, etc. 

So, how do you write your own contract? It is easier than it may appear. Several software packages exist to help you with the chore. Look also for printed forms. However, they are not as easily customized to your needs as software packages. 

Get a good set of forms, fill them in and spend less on lawyers. Your understanding of the principles of contracts, their uses and limitations are sure ways to cut legal bills or avoid them altogether. It will also prevent murky situations in which inexperienced professionals find themselves and to avoid litigation. 

· Contract Review - A checklist for you 

Start evaluating your contract by doing a quick check of the critical basic elements. In most states, for a written contract to be enforceable, it must at a minimum: 

· Identify the Parties. Many form contracts used by small businesses include spaces for the names of the contracting parties, but in a harried workplace, these blocks don’t always get filled in. Avoiding a loss in a contract dispute because the parties to the contract have not been identified should be a "no brainer." Simply make sure that you and your employees ALWAYS (legibly, if done by hand) insert the names of the parties in the appropriate spaces on the contract. 

· Describe the Subject Matter. A contract must adequately describe the subject matter of the agreement. In a contract for services, for in stance, the contract should state that the contract is for the performance of services and those services should be clearly described. How ever, if the contract is for the sale of goods, it should clearly indicate that the parties have agreed to a sale of goods. Making it clear that the parties understood and agreed in advance that the contract was for the sale of goods, not services, or vice versa, will make sure that the correct body of law is applied in the event of a dispute. For example, the Uniform Commercial Code (adopted in some form by all states and known as the UCC) applies only to the sale of goods. All other types of contracts are generally governed by the more imprecise and varied statutory and common law of each state. In some cases, it is not always clear whether the contract is for the sale of goods or services. If there is any doubt, you should consult an attorney to determine how to characterize the description of the subject matter of your contract. 

· State the Material Terms. Every contract must state the material terms and conditions of the contract. Under the Uniform Commercial Code the only material term necessary for an enforceable contract is a term stating the quantity of goods to be sold. In the event of a dispute, the Uniform Commercial Code permits a court to fill in the unstated or missing terms with what the court deems to be a reasonable price, quality, color, delivery date, interest rate, etc. 

· Include a Signature. Every written contract must be signed by the party to be charged in the event of a breach. What this means is that if the seller eventually requires enforcement of a contract against a buyer, the contract must have been signed by the buyer. Conversely, if the buyer wants to force a seller to comply with the terms of a contract, the contract must bear the seller’s signature. A signature by the buyer of goods or services is critical evidence that he or she agreed to the terms of the contract and intended to be bound by them. Most pre-printed form contracts provide the necessary spaces for signatures. 

Fine Tuning 
After checking your contract for the basic elements, consider some of the following more advanced touches to tweak your contract into better form:

· Integration or Merger Clause. Does the contract contain some language to the effect that the terms contained in the written contract are the only terms agreed to between the parties? Including such language can preclude a party, in the event of a dispute, from arguing that additional terms were agreed to orally, or by some other means, at the time the contract was formed. The language could be as simple as stating “This Agreement constitutes the sole agreement of the parties.” 

· Choice of Law Clause. Specifying in advance, within the body of the agreement itself, which state’s law will be used in the event of a dispute is a prudent move, for businesses with customers in more than one state. Litigating the same contract in different states under each state’s unique body of contract law can produce widely differing results. By insuring that only a single state’s law is applied, the drafting party can know in advance with some degree of confidence how certain disputes may be resolved. A typical choice of law clause might say: “This Agreement shall be construed and interpreted in accordance with the laws of the State of Oklahoma.” 

· Arbitration Clause. It is possible to keep contract disputes from going to court at all by including language in the contract requiring the parties to submit any disputes to arbitration. Arbitration is usually much less expensive and faster than traditional litigation. An arbitration clause in a contract might say: “Any controversy or claim arising out of or relating to this Agreement shall be settled by arbitration in Oklahoma City, Oklahoma, by and in accordance with the Rules of the American Arbitration Association.” 

Form contracts are critical tools for any business which buys or sells goods or services. They should be reviewed periodically to make sure they comply with the law and provide the drafter with the terms it needs to do business. Consult with an attorney before adding or changing any language in your existing contracts.

Part III 
Let’s Talk Business
Suites Without Lawyers

Any person has the right to sue another party for money judgment without a lawyer, or technically speaking "pro se". Pro se (pro-say) means by or for yourself. Each state sets own limits for so called small claims. Such claims usually arise from improper car or appliance repair, defaults in rent or loan payments, return of rent deposit, and so forth. For example, in Illinois the small claims limit is $5,000 dollars. State laws and judges facilitate more expeditions and less formal adjudication of such claims for damages than in other cases and court proceedings.  

A person pursuing a claim in court is called "plaintiff" and a person being sued is called "defendant". Plaintiff files a "complaint" stating plaintiff's and defendant's names, home or business addresses, dates, events and gist of the claim. Copies of receipts, contracts, estimates and pictures must be identified in and attached to the complaint. Every paragraph must be numbered and brief. The complaint has to specify the relief sought by the plaintiff from the court. 

Legal entities, such as corporations, partnerships, trusts or associations, may be prohibited by statutes from litigation without attorneys. Minors can be represented by their parents. Anyone who reached the age of majority can be a pro se plaintiff. 

A defendant must be served with a summons and a complaint. If the wrong defendant is served, or the service of process is otherwise done improperly, no court judgment will be valid. A defendant may be served by certified mail or through sheriff. Service on a defendant-corporation must be either on any officer of the corporation or its registered agent. 

If the properly served defendant does not appear at trial, then a default judgment will be enterd against that defendant. If the plaintiff does not appear at trial, then the case will be dismissed for want of prosecution. 

A complaint must identify the parties by names, principal place of business of a company or home address of a defendant, the place of the occurrence, acts of the parties, allegation of the wrong and remedy sought. State statutes proved that the winning party is entitled to costs incurred, such as filing fees, sheriff's charges and cost of subpoenas served on witnesses. 

Attorney's fees are rarely awarded by judges, unless the statute relied the party specifically gives such a right. 

A defendant must file an appearance and pay the appearance fees within thirty days of service upon that defendant. A written answer has to be filed only in cases involving the amounts in excess of $5,000.00 or other minimum limits set by the state law. A defendant also can file a counterclaim against the plaintiff for poor workmanship and resulting damages, or money owed to the defendant-counterplaintiff. 

One party may request the other party produce documents and things, answer interrogatories (questions to be answered under oath) and take part in depositions (oral discovery or questioning of a witness or a party in the presence of a court reporter) if the judge or law allows this. 

Witnesses can be subpoenaed (the subpoenas are issued by the court) for trial. A witness is entitled to a statutory fee plus mileage reimbursement. Witnesses can testify about the events (what they saw or heard) or give opinions on matters within their expertise. For example, a mechanic can opine on the quality of engine repair, a doctor can give opinions about the health problems, a dog trainer about the dog behavior, and so on. 

Estimates can be introduced into evidence, or in other words heard by or shown to the judge or the jury, only through the testimony of the estimate prepare or through the plaintiff if the bills were paid. The court will not accept papers prepared by a person who is not present in court, unless an expert incorporates such documents in his or her own opinion. 

If the plaintiff does not show up at the court proceedings, the case will be dismissed for want of prosecution. If the defendant does not show up at trial, then the default judgment will be entered against that defendant. If a party cannot come to the court, any representative of that party can ask the judge to continue the trial or the scheduled proceeding.  A trial or hearing is usually continued by the judge to a selected date at the same room and time. Telephone requests for continuance of trial are not proper. 

At trial, a party presents own claim or defense by telling the judge their own version of events, presenting witnesses, exhibits (documents, photographs, receipts, contracts) and questioning the opponent and adverse witnesses. 

No arguments with witnesses or the judge are allowed in court. Each request must be funneled only through the judge. In cases where no evidence is presented to the judge except the conflicting stories of parties, the judge may decide the case on the basis of personal appearance, presentation and veracity of statements of parties. 

After the judge renders a decision, the winning party prepares an order reflecting the judge's findings. The judge signs that order. A court clerk then stamps a copy of the order and gives it to each litigant. Exhibits are given back to the parties. The judge may award the court costs to the winning party. Such costs include filing or appearance fees, subpoenas and sheriff's charges for serving summonses.   

The parties can settle their claims before, during and after the trial. Judges encourage litigants to settle and assist in reaching such settlements. A party having no funds to pay the judgment award can pay it in installments. The defendant should get from the plaintiff a paper called "Satisfaction of Judgment" after the judgment is paid in full or the judgment is settled. This document must be registered in court and kept for future reference in case the defendant's credit record has not been cleared. 

A losing party can file an appeal within thirty days of the judgment entered by the court. The appeal takes long time and can be won if the judge abused her discretion in rendering the decision. 

If the defendant refuses to pay the judgment, the plaintiff can record only a "memorandum of judgment" which will impose a lien or objection to the defendant's property title. Thereby the property will no be transferred to anyone without satisfaction of judgment. This may not be helpful in case the defendant does not own any real estate.                               

Collection of judgment is another legal avenue which must be pursued by the judgment-creditor against the judgment-debtor. Such collection can be accomplished through collection agencies charging a certain percentage for their efforts. The judgment-creditor can also initiate a garnishment action in court. The court may issue a wage deduction order requiring the employer to deduct a portion of wages for payment of judgment. A citation to discover assets issued by the court in the garnishment action forces the judgment-debtor to disclose all assets (real estate, stocks, bonds, bank accounts, cars). In case of failure to disclose such assets, the court can issue an "attachment" for the responsible party's arrest.   

If the defendant leaves the country, has no assets or declares bankruptcy, further collection efforts may become fruitless. 

Part IIII 
Exercises and Discussion
[image: image6.png]



· Give real life examples of:

· a written contract

· a verbal contract

· a bilateral contract

· a unilateral contract

· a promise in exchange for an act or performance

Identify the parties, legal objects (subject matter) and considerations in each of the above contracts. 

· Give legal advices to the following scenarios based upon your understanding on legal practices of “small claims” in US. Try to use as many “legal terms” as you can. Such terms had been underlined in Part two and three.

· Mel Chen, the owner of 123 Main St, Anytown, Illinois, is suing one of her tenants, John Dow for a rent overdue of $5,500. Mel was planning  not to have a lawyer because of the high cost. Does she have the right to do so? 

· Following the above scenario, if the amount of the rent overdue was $4,000, could Mel have a lawsuit without a lawyer? If she could, what capacity will she be acting in? How about John?

· Following the above scenario, if Mel decided not to show up at the court due to some personal reasons, what are some of the consequences she is going to take? What if John doesn't appear at trial?

· ABC Shoe Manufacturing Inc. is suing an independent contractor, Jay Fox, the plumber, for improper plumbing installation that had caused a damage of the showroom floor for an amount of $800. Does ABC have the right to make a claim in court without a lawyer? Why?

· A rottweiler owned by Joe Marino attacked Jane Dow and she is suing Joe Marino for damage of $4,500. Benny Lee, the dog trainer was subpoenaed to testify on the behavior of the dog. Will Benny get paid for doing so? If Benny failed to appear in court, would a paper prepared by him stating his expertise be a valid piece of testimony to be used at the trial?

· Using the sample contract in part five, identify all aforementioned elements that appear in it. 

Part V
Supplementary Notes
· Pay attention to the following expressions in contacts, as they may seem similar in form but parts far away in meanings. 
	Guarantor  保证人
	Guarantee
保证 
	
	Vendor
卖方
	Vendee
买方

	Surety
	Warranty
	
	Seller 
	Buyer

	One that makes or gives guaranty
	The assurance for the fulfilment of a condition
	
	One that vends
	One to whom a thing is sold

	
	
	
	
	

	Consignor
委托人
	Consignee
受托人
	
	Payor/Payer
付款人
	Payee
领款人

	Party sending out the shipment
	Party receiving the shipment
	
	Party who’s making the payment
	Party who the payment is made to

	The consignor should send out the goods by Jan 23, 2003.
	
	A payor should always write down the payee’s name first on a check.

	
	
	

	Bailor/bailer
寄托人
	Bailee
保管受托人
	
	Change A to B

将A换成B
	Change A into B
将A兑换B

	Owner of the object to be bailed
	Person safekeeping the subject matter of the bailment
	
	Using B instead of A
	Using for exchanging of currency

	The term of bailment asked the bailee to pay a security deposit of $50,000.
	
	Both parties agree that change the time of shipment to August and change US dollar into RMB.

	
	
	

	Shipping advice
运输建议
	Shipping instruction
运输指示
	
	In 
在... 时间之前
	After
在... 时间 (不确切)

	Notice of shipping
	Rules of shipping
	
	A certain day following the time period being set forth in provision
	A rough period of time

	A shipping advice was sent out by the seller on Nov.31st. 
	
	The good shall be shipped per MV “Maria” on Nov 10th and are due to arrive at Rotterdam in 140 days. 

	
	
	

	Ex 把货送到... 里来
	Per 把货送出去
	
	By 

在... 之内送货
	Before 
在... 之前送货

	An inward shipment
	An outward shipment
	
	Including the date indicated
	Excluding the date indicated

	The last batch per/ex/by SS “Victoria” will arrive at London on October.
	
	The vendor shall deliver the goods to the vendee by June 15.

	
	
	


· A sample contract using commentary contract English

Glass Bottom Design 
Web Development and Design Contract

Company / Client _______________________________________________________
Phone__________________________FAX__________________________________
Authorized Representative of the Client _____________________________________
Address______________________________________________________________
City___________________________State________Zip__________Country________
E-mail address__________________________________________________________
Present WWW URL (if any):_______________________________________________

User Name___________________________Password__________________________ 

 

Terms of Agreement 
1. Authorization 
The above named client is engaging Glass Bottom Design, a sole proprietor, located at 222 Snell Isle Blvd. #9, St. Petersburg, FL 33704 as an independent contractor for the specific purpose of developing and/or improving a World Wide Web site to be installed on the client's web space located on an Internet Service Provider's (ISP) server.

Hereafter, the client will be known as the "Client" and Glass Bottom Design will be known as the "Developer."

The Client will establish a separate contract with an Internet Service Provider (ISP) for hosting, or the Developer will establish one for the Client. The Client hereby authorizes the Developer to access this account, and authorizes the Host Provider to provide the Developed with "write permission" for the Client's web page directory, cgi-bin directory, and any other directories or programs which need to be accessed for this project.

2. Standard Hosting Service
It is agreed that this account will be hosted by Media3.  In the opinion of the Developer this Host Provider offers superior service and affordable value. Media3 is consistently ranked as one of the top ten Host Providers in the nation by independent ranking agencies. 

Developer will either secure this account on behalf of the Client, or the Client may secure the account independently. We offer the Client the ability to secure this account independently as a way to help the Client control cost. If however, the Client is not an advanced user of the Internet, the Client is encouraged to use the services of the Developer to secure and maintain this account.

Please note: Using an alternate host is always an option for the Client. Should the Client desire to use a Host Provider other than Media3, the name of the host provider and the terms of the hosting agreement will be listed in Appendix A.

3. Domain Registration 
The Developer will secure a domain name (www.myname.com) for the Client at the Client's request. All charges incurred in doing so will be billed to the Client as an addition to the base price contemplated by this agreement. These are Internic fees, and are not a source of income for the Developer.

If the Client already has a domain name, the Developer will coordinate redirecting the address to the new host. Should the Client desire a specific domain name which is already owned by another party and negotiations for said domain name must be undertaken by the Developer, additional charges may apply. The Client will be contacted in advance before any negotiations of this nature are undertaken or charges are incurred. 

4. Training 
The Developer will provide e-mail and telephone assistance to the Client's designated representatives regarding management of the Client's web site. Sometimes, however, training for groups on-site at the Client's place of business is desired. If this is desired the charges incurred by the Client for training and the details of what will be provided will be listed in Appendix A of this agreement.

5. Base Package / Graphic Creation / E-mail 
This agreement contemplates up to 12 standard branding web pages with layout, graphic creation and JavaScript included. This contract also includes a provision to assist the Client with e-mail setup using the maximum number of accounts allowed by Media3 if that is the host chosen by the Client. Current e-mail clients supported by the Developer include all versions of Microsoft Outlook Express and Netscape Communicator.

6. Text.
Final text should be be supplied by the Client unless otherwise specified in Appendix A. 500 words per page approximate standard if not supplied via diskette. Web pages of more than 1,200 words of text may be subject to additional fees for increased formatting time.

7. Links. 
This agreement contemplates up to an average of 12 external or relative links per page and an e-mail response link on each web page to any e-mail address the Client designates. This agreement also contemplates making any link the Client desires "pop up" in a new window if requested at the specific dimensions and configuration specified by the Author.

8. Cross Browser Compatibility. 
Our agreement contemplates the creation of a web site viewable by both Netscape 4.0 and Microsoft Internet Explorer 4.0. Compatibility is defined herein as all critical elements of each page being viewable in both browsers. Client is aware that some advanced techniques on the Internet, however, may require a more recent browser version and brand or plug-in. Client is also aware that as new browser versions of Internet Explorer and Netscape are developed, the new browser versions may not be backward compatible. In the absence of a Maintenance Agreement time spent to redesign a site for compatibility due to the introduction of a new browser version will be separately negotiated and in addition to the base price of our agreement.

9. Graphic Creation / Banner Advertisements. 
It is anticipated that the Developer will create, capture or receive from the Client all the graphic elements necessary to complete the Client's web site. This includes creating the company logo, ancillary images, animated graphics and banner advertisements. This also includes photography or scanning services as listed below. This contract does not contemplate, however, the creation of more than 2 banner advertisements. Should the Client need more than 2 animated banners, the charge will be listed in Appendix A..

10. Photography. 
For Client's residing in Hillsborough, Pinellas, or Sarasota County Florida, the Developer will at the request of the Client visit the Client's place of business and capture up to 30 images in digital format for inclusion on the Client's web site. Photographic retouching of these images is included in this agreement. If photographic capture is necessary and the Client's place of business resides outside Hillsborough, Pinellas, or Sarasota County Florida subcontractors may be necessary or the Client may choose to capture the photographs independently.

11. Scanning.
This agreement contemplates scanning up to 10 images for the Client. It is contemplated that this will accommodate the needs of most Clients. If more than 10 images need to be scanned the charge for each will be $5.00 after the 10 image allowance has been reached.

Please note: If you anticipate needing extensive scanning service, please discuss this need with your sales professional. Discounts are available for volume scanning service.

12. Page Redirection / Plug-in Technology
Java Script programming necessary to complete the Client's site is included in the base price of this contract. JavaScript programming also includes page redirection based on the presence or absence of a viewer's browser, plug-in, screen resolution and platform. Note however, that if additional pages are necessary to accommodate specific browsers, plug-in technology, screen resolutions, or platforms additional charges may apply if the 12 page maximum contemplated by our agreement is exceeded. 

13. Java Applets.
This agreement does not contemplate the use of Java Applets unless specified in Appendix A. Clients are encouraged to not use Java Applets as many viewers on America Online will be served an error when trying to view the page. Java Applets may also 'crash' older computers on download and download times for some viewers can be excessive. 

14. CGI / Perl.
This contract contemplates one basic form embedded on the Author's web site with the data captured in each form delivered to the Client at the Client's specified e-mail address. If a specific script beyond this capability is requested by the Client and it must be purchased by the Developer at the Client's request, the charge for the script, if any, will be billed back to the Client. 

15. Macromedia Flash
Macromedia Flash is always an option to the Client's of the Developer. If chosen, the specific understanding of our arrangement will be listed in Appendix A.   Although Flash work is charged by the hour, the Developer warrants to protect the client by specifying a maximum charge in advance which will be listed in Appendix A.

The Developer warrants to work earnestly to come in under the maximum charge.

16. DHTML
Our base agreement does not contemplate using DHTML technology. However, as with Macromedia Flash this is always an option for the Author.   If DHTML technology is desired by the Author, the rate to program each DHTML page will be specified in Appendix A. The Author understands that DHTML technology may not work in older browsers and some DHTML technology is not cross-browser specific. 

17. Real Audio/Video.
Our base agreement does not contemplate using Real Audio or Real Video on the Client's site. If chosen, however, the charges for such will be listed in Appendix A. 

18. QuickTime / QuickTime VR
Our agreement does not contemplate using QuickTime or QuickTime VR technology on the Client's web site. This is, however, certainly an option for the Client. If chosen, the charges for such will be listed in Appendix A.

19. E-commerce.
This contract contemplates the possibility of an e-commerce enabled site. If a shopping cart is required for the Client's site, Miva Merchant or Able Commerce will be the default software used and Media3 will be the host. The charges for the shopping cart will be listed in Appendix A as an addition to the base price of this agreement.

20. Secure Certificate
This agreement contemplates the possibility of an e-commerce enabled site. If the Client selects an e-commerce enabled site, the Client is encouraged to obtain a secure certificate for online transactions. The Client understands that if they do not obtain their own secure certificate, design capabilities on the shopping cart itself may be limited.

21. Merchant Account
If the Client's web site requires the ability to accept credit cards, the Client will need a Merchant Account. The Client understands that any charges necessary to secure the Merchant Account are not covered by this agreement. 

22. CyberCash / Authorize.net
If the Client has a high volume / high sales web site, real-time credit card processing will be desired as an addition to Miva Merchant or Able Commerce technology. In this instance, the Developer will assist the Client in obtaining this service. Any charges related to this service are payable to CyberCash or Authorize.net will be billable to the Client as an addition to the base price of this agreement.

23. ASP / Cold Fusion.
Sites requiring database design may require Microsoft ASP or Allaire Cold Fusion technology. Any charges applicable to ASP or Cold Fusion are in addition to the base price of our agreement and will be listed in Appendix A.

24. Databases. 
This agreement does not include a provision for the creation of a database unless specifically listed in Appendix A. If your site requires a database the charges for such will be listed in Appendix A. 

25. Payment Terms / Work Flow
A minimum deposit of fifty percent (50%) is required to commence work. 

Once the 50% deposit is received by the Developer basic site design concepts will be put online for the Client's viewing and approval. Alternatively, Developer may show Client the designs in person via lap top computer. Communication between the Developer and the Client is crucial during this phase to ensure that the ultimate publication will match the Client's taste and needs. Upon completion of this stage, the Client will be asked to confirm acceptance for the basic site design via e-mail or by signing a printed copy of the design. Once this acceptance is received from the Client, the work necessary to complete the project will begin.

Authors should continue, however, to continually view updates to the site and express their preferences or dislikes to the Developer. Upon completion of the web site, an e-mail or letter and invoice will be sent to the Client advising the Client that the work has been completed. Final payment of the remaining 50% balance plus any additional charges incurred will due within fifteen (15) business days after delivery of this e-mail or letter and invoice. If the fifteen (15) day minimum is not met an additional charge of 10% is due. If payment is not made within thirty (30) days of notification, simple interest will accrue on the balance owed at a rate of 18% from the date the 10% penalty was levied.

Developer reserves the right to remove all web content from the Internet if payment is not made within ten (30) days after delivery of our completion notification. Most frequently, problems making payment timely are the result of poor communication channels in a company's Accounting Department. If a payment delay is anticipated, please contact the Developer to discuss potential problems in advance. If problems are anticipated we may be able to accommodate an alternate arrangement.

26. Client Amends
Developer prides itself in providing excellent customer service. That is the spirit of our agreement and the spirit of the Developer's business. To that end, we encourage input from the Client during the design process.

The Developer understands, however, that Clients may request significant design changes to pages that have already built to the Client's specification. To that end, please note that our agreement does not include a provision for "significant page modification" or creation of additional pages in excess of our agreed 12 page maximum. If significant page modification is requested after a page has been built to the Author's specification, we must count it as an additional page.

Some examples of significant page modification at the request of the Author include:

· Developing a new table or layer structure to accommodate a substantial redesign at the Client's request. 

· Recreating or significantly modifying the company logo graphic at the Client's request. 

· Replacing more than 75% of the text to any given page at the Client's request. 

· Creating a new navigation structure or changing the link graphics at the Author's request. 

· Significantly reconfiguring the Client's shopping cart with new product, shipping or discount calculation if an e-commerce enabled site has been selected by the Client. 

Clients who anticipate frequently changing the look of their site during the design process and Clients who desire to be intricately involved design of each page are encouraged to negotiate an agreement which exceeds the 12 page maximum. If significant page modification is requested by the Client after the 12 page maximum has been reached the charge will be $150.00 for each additional page. Moderate changes, however, will always be covered during our development of the site and also covered by our one month of free maintenance.

Again, we strive to accommodate the needs of each Client and we maintain a liberal redesign policy. We can not, however, provide major redevelopment services to the in excess of the 12 page maximum contemplated by this agreement. 

27. Maintenance Agreements 
Maintenance Agreements are negotiated on a Client by Client basis as each Client will have differing needs. This is another way the Developer seeks to help the Client control cost. If you have chosen a Maintenance Agreement the terms of such will be listed as Appendix B to this agreement.

Developer offers two kinds of maintenance agreements. In one, the Client pays a fixed monthly rate for such things as as changing price to an item, adding additional inventory, making moderate graphic changes, and coordinating delivery of the web site with the Host Provider. In the other agreement, the customer pays on an 'as needed' hourly basis.

28. Third Party or Client Page Modification
Some Clients will desire to independently edit or update their web pages after completion of the site as a way to control costs and avoid the expense of a Maintenance Agreement. This is always an option for Clients of the Developer. If the Client desires this capability, it will be specifically listed in Appendix B.

Note however, that if this option is selected and the Client or an agent of the Client other than the Developer attempts to update the web site and damages the design or impairs the ability for the web pages to display or function properly, time to repair the web pages will be assessed at an hourly rate of $75. There is a one hour minimum. In this regard, Clients are encouraged to obtain a Maintenance Agreement.

29. CD Burning. 
The Developer will burn one copy of the Client's web site into a CD at the Client's request upon completion of the site. Additional copies of the CD are available for $25.00 each.

30. Search Engine Registration
The Developer will optimize the Clients web site with appropriate titles, keywords, descriptions and text and thereafter submit the Client's web site to each of the major search engines and directories including Yahoo. The Developer also offers advanced search engine optimization and site promotion services. If advanced search engine optimization and site promotion services are desired the agreement for said services will be listed in Appendix B.

The Developer encourages all commercial Clients to obtain advanced Search Engine Optimization and Site Promotion services.

31. Assignment of Project 
The Developer reserves the right to assign certain subcontractors to this project to insure the right fit for the job as well as on-time completion. The Developer warrants all work completed by subcontractors for this project. When subcontracting is required, the Developer will only use industry recognized professionals.

32. Additional Expenses.
Client agrees to reimburse the Developer for any critical Client requested expenses necessary for the completion of the project. Examples would be:

· Purchase of specific fonts at the Client's request, 

· Purchase of specific photography at the Client's request. 

· Purchase of specific software at the Client's request. 

33. Copyrights and Trademarks
The Client represents to the Developer and unconditionally guarantees that any elements of text, graphics, photos, designs, trademarks, or other artwork furnished to the Developer for inclusion in the Client's web site are owned by the Client, or that the Client has permission from the rightful owner to use each of these elements, and will hold harmless, protect, and defend the Developer and its subcontractors from any claim or suit arising from the use of such elements furnished by the Client. 

34. Age 
Authorized representative of the Client certifies that he or she is at least 18 years of age and legally capable of entering a contract in the State of Florida on behalf of the Client.

35. Limited Liability
Author agrees that any material submitted for publication will not contain anything leading to an abusive or unethical use of the Web Hosting Service, the Host Server or the Developer. Abusive and unethical materials and uses include, but are not limited to, pornography, obscenity, nudity, violations of privacy, computer viruses, harassment, any illegal activity, spamming , advocacy of an illegal activity, and any infringement of privacy.. 

Client hereby agrees to indemnify and hold harmless the Developer from any claim resulting from the Client's publication of material or use of those materials.

It is also understood that the Developer will not publish information over the Internet which may be used by another party to harm another. The Developer will also not develop a pornography or warez web site for the Client. The Developer reserves the right to determine what is and is not pornography.

36. Indemnification.
Client agrees that it shall defend, indemnify, save and hold the Developer harmless from any and all demands, liabilities, losses, costs and claims, including reasonable attorney's fees associated with the Developer's development of the Client's web site. This includes Liabilities asserted against the Developer, it's subcontractors, it's agents, its clients, servants, officers and employees, that may arise or result from any service provided or performed or agreed to be performed or any product sold by the Client, its agents, employee or assigns.

Client also agrees to defend, indemnify and hold harmless the Developer against Liabilities arising out of any injury to person or property caused by any products or services sold or otherwise distributed over the Client's web site. This includes infringing on the proprietary rights of a third party, copyright infringement, and delivering any defective product or misinformation which is detrimental to another person, organization, or business..

37. Laws Affecting Electronic Commerce.
The Client agrees that it is responsible for complying with the laws, taxes, and tariffs related to e-commerce, and will hold harmless, protect, and defend the Developer and its subcontractors from any claim, suit, penalty, tax, or tariff arising from the client's use of Internet electronic commerce.

Author also understands that the Developer can not provide legal advice.

38. Ownership to Web Pages and Graphics. 
Copyright to the finished assembled work of web pages produced by the Developer and graphics shall be vested with the Client upon final payment for the project. This ownership is to include, design, photos, graphics, source code, work-up files, text, and any program(s) specifically designed or purchased on behalf of the Client for completion of this project.

39. Design Credit.
Client agrees that the Developer may put a byline on the bottom of their index.html or main.html web page establishing design and development credit. Client also agrees that the web site created for the Client may be included in the Developer's portfolio.

40. Nondisclosure. 
The Developer its employees and subcontractors agree that, except as directed by the Client, it will not at any time during or after the term of this Agreement disclose any Confidential Information to any person whatsoever. Likewise, the Client agrees that it will not convey any Confidential information obtained about the Developer to another party.

41. Author Referral Commission Program
The Developer recognizes 'word-of-mouth' advertising as our most favorable method of developing new business. As such, we want to reward customers who are pleased with our work and refer us to another individual, business, or organization.

If you refer our services to another party and we ultimately establish a contract with that party, we will provide you, the Client, with two months of free maintenance service. For Clients who regularly help us attract new clients, this can result in a virtually free Maintenance Agreement.

42. Completion Date
The Developer and the Client must work together to complete the web site in a timely manner for both parties to remain profitable. 

We agree to work expeditiously to complete this project no later than ___________________________________. 

43. Cancellation
Cancellation of the project at the request of the Client must be made by certified letter. In the event that work is postponed or canceled at the request of the Client by registered letter, the Developer shall have the right retain the original 50% deposit. In the event this amount is not sufficient to cover the Developer for time ($50 per hour) and expense already invested in the project additional payment will be due. If additional payment is due, this will be billed to the Client within 10 days of notification via registered letter to stop work. Final payment will be expected under the same terms as listed in Article 25 above.

44. Arbitration.
Any disputes in excess of $1,000 (or the maximum limit for small claims court) arising out of this Agreement shall be submitted to binding arbitration before the Joint Ethics Committee or a mutually agreed upon Arbitrator suitor pursuant to the rules of the American Arbitration Association. The Arbitrator's award shall be final, and judgment may be entered in any court having jurisdiction thereof. The Author shall pay all arbitration and court costs, reasonable attorney's fees and legal interest on any award or judgment in favor of the Developer.

45. Entire Understanding.
This contract and the Appendices attached thereto constitute the sole agreement between the Developer and the Client regarding this project. It becomes effective only when signed by both parties. It is the spirit of this agreement that this will be a mutually beneficial arrangement for the Client and the Developer. Specific details of our agreement will be attached as Appendix A, Appendix B, and Appendix C.

Both parties warrant that they have read and understand the terms set forth in this agreement.

This agreement shall be governed and construed in accordance with the laws of the State of Florida.

On behalf of the Client ._______________________
Date ______________________________________ 

On behalf of the Developer_____________________ 

Date ______________________________________ 
References 
· Parad Law Offices, P.C. at DENVICA-MALL (Mall Directory)

· Write Your Own Business Contracts: What Your Lawyer Won’t Tell You by Thorpe Barrett, The Legal Guide for Starting and Running a Small Business by Fred Steingold (Nolo Press)

· Russell  O.  Wheeler  Esq., University of Oklahoma College of Law

· http://glassbottom.com

Lesson Six

Negotiation English

谈判英语

Part I 
Objectives

	· What you should know before negotiating
北美商务谈判须知

· Seven useful tactics in negotiation
谈判的七条战略性技巧

· Negotiation language focuses 
谈判口语用法总结


Part II
The How-Tos
What you should know before negotiating in US

  Your business card will not be refused, but you may not always receive one in return. Try not to be offended--in the U.S., the rituals involved in exchanging business cards are sometimes not observed as closely as in other cultures. 

  The recipient of your card will probably place it into a wallet, which a man may put in the back pocket of his pants. This gesture is done for convenience and is not meant to be a sign of disrespect, as it might be in other cultures.

  In many cases, business cards are not exchanged unless you want to contact the person later.

  Usually, business is conducted at an extremely fast pace.

  In a meeting, the participants will proceed with business after some brief, preliminary "small talk."

  Many Americans believe that their country is the most successful economic and democratic power, and assume that American ways are the "correct" ones. This attitude frequently leads to a lack of interest in or knowledge of other cultures.

  Americans often know little of concepts such as "saving face" and the social niceties and formalities that are vitally important to other cultures.

  The United States is a very ethnocentric culture, and so it is closed to most "outside" information. Thinking tends to be analytical, concepts are abstracted quickly, and the "universal" rule is preferred. 

  Regardless of the negotiator, company policy is always followed.

  There are established rules for everything, and experts are relied upon at all levels.

  The concept "time is money" is taken seriously in U.S. business culture, so always get to the point.

  In the U.S.A., money is a key priority and an issue that will be used to win most arguments. Americans don't always realize that businesspeople from many other cultures rarely, if ever, sacrifice status, protocol, or national honour for financial gain.

  In arguments, Americans will often emphasize their financial strength and/or indomitable position. Generally, they will use a majority vote unhesitatingly if they have it and will not spend much time seeking consensus. In many cases, they are willing to fire anyone jeopardizing their deal.

  Americans regard negotiating as problem-solving through "give and take" based on respective strengths. They often are unaware that the other side may have only one position.

  American businesspeople are opportunistic and willing to take chances. Opportunism and risk taking often result in Americans going for the biggest possible slice of the business, 100 % if possible.

  U.S. salespeople sometimes bring final contracts to first meetings with prospective clients. In large firms, contracts under $10,000 can often be approved by one middle manager in a single meeting.

  Be aware that the United States is the most litigious society in the world. There are lawyers who specialize in practically every industry and segment of society.

  In negotiations, points are made by the accumulation of objective facts. This evidence is sometimes biased by faith in the ideologies of democracy, capitalism, and consumerism. The subjective feelings of the participants are not as much of a factor.

  In general, people from the U.S. will not hesitate to answer "no." 

  American businesspeople can be very blunt and will not hesitate to disagree with you. This approach often causes embarrassment to business travelers who are unaccustomed to dealing with Americans.

  Although they are risk-takers, American businesspeople will have a financial plan which must be followed.

  Often, American businesspeople try to extract an oral agreement at the first meeting. 

  Americans tend to dislike periods of silence during negotiations; they are used to making up their minds quickly and decisively.

  Persistence is another characteristic you will frequently encounter in American businesspeople; there is a prevailing belief that there is always a solution. Moreover, they will explore all options when negotiations are at an impasse.

  Anxiety often develops over deadlines and results. The work ethic is strong, so that it appears that Americans' lives revolve around work.

  Refrain from discussing personal matters during business negotiations. 

  Consistency is another characteristic among American businesspeople: when they agree to a deal, they rarely change their minds. 

  Americans tend to be future oriented. 

  Innovation often takes precedence over tradition. 

  Golf is a popular sport, especially among businesspeople. Moreover, the golf course is often a venue for business discussions and deals.

  Ethnic and social bias against some minorities does exist. Nevertheless, personal equality is guaranteed by law. 

  Traditional sex roles are changing rapidly, but women are still striving for equality in pay and positions of authority.

  This culture stresses individual initiative and achievement. Moreover, Americans can also be very competitive in both work and leisure.

  In the structure of the workplace, there is an inevitable inequality in employees' roles, but personal equality is guaranteed by law. 

  Although the United States is probably the most individualistic of all cultures, each employee is essentially replaceable in any workplace.

  Outside of the office, Americans tend to be informal and insist on staying on a "first name basis." Nevertheless, it's important to understand the office hierarchy, and a visitor should learn the rank and titles of all members of the organization.
Part III
Let’s Talk Business
Seven Great Tactics In Negotiation  七条谈判技巧
(1)
Higher Authority   挡箭牌

	Identification
	You are negotiating with someone who is a representative for a company, and everything he says begins with “I’d love to, but…”because he is responsible to a higher authority. All substantive changes have to be approved by his boss. He can express sympathy and a desire to offer more, but all the hard decisions can be blamed on the boss.

	Note
	This ploy is, in fact, the way most large corporations and sales men negotiate. While they do have more authority than they generally let on, most of the time, it is a true state of affairs. They do have to get unusual changes approved and they do have to explain their deals to their boss. Also, this technique can have positive repercussions: It can remove emotions from the negotiations, and let both partied focus on the problems at hand.

	Solution
	When this tactic makes you uncomfortable the solution is simple. Demand to negotiate with someone who has authority. Explain to your negotiating partner that he may not be able to relate to exactly what your needs are, and that you need to talk to someone in charge. A willingness to go up the ladder to face authority generally earns you points during the negotiation.


(2) “Take It or Leave It”   当机立断; 当抛则抛 

	Identification
	This is simple, basic hardball. Someone gives you  and offer and says that there can be no changes – that either you accept this deal, or further negotiations are pointless.

	Note
	A dangerous ploy. If you use this yourself, you may come up empty-handed. If you make a statement like this and the other side rejects it, and you don't walk away, you have lost your credibility. When you lose credibility, the other side can dictate terms to you without fear of reprisal, knowing that you will never walk away fro the deal.

	Solution
	There are two solutions that make sense. The fist is to explore the possibility that they mean something other than what they’ve said. A “take it or leave it” offer is usually made as a “best offer”, meaning that they can’t go any lower on these specific terms. Ask them whether they would listen to alternative solutions if the terms changed. Most people will. The second response is what you should always be willing to do in these cases – take them at their world. Ask yourself, “is this deal one that I can accept in its present form and be happy with?” Are you going to feel unfulfilled with this agreement? If you are , be prepared to walk away.


(3)
The Proliferating Tip   得寸进尺

	Identification
	You’ve got a deal basically agreed upon. The other side comes back and asks for something small, an insignificant thing that it would be silly to stop the deal over. Then they asked for another. And another. These are the tips you pay to get the deal done.

	Note
	The tips you pay in this situation are more annoying than substantive. But over the long term, they can really eat away at you level of gratification. Please note that this tip doesn’t mean anything large or deal-breaking thrust on you at the end of a negotiation. A tip is a small thing, something no one would balk over.

	Solution
	Have a tip list of your own ready. Every time they ask for one thing, offer to give it to them if they give you something on your list in return, Over time, They’ll get tired of pestering you for tips – particularly if these tips are costing them more than they are getting.


(4)
The Staller  拖延; 放长线掉大鱼

	Identification
	You make a request for a change in the terms of deal. Then negotiator for the other side says she has no problem with this, but she has to check with her boss. A day passes. Two days pass. You call back and the other party says there’s no problem’ it just takes time to get changes approved. Eventually, because it takes so long to get any change approved, you stop asking for anything more.

	Note
	Making concessions but stalling them seems arduous and onerous, but it’s a time-honored technique of negotiating. Although it doesn’t destroy goodwill, it can make you less eager to negotiate with that person again. It also involves very little conflict. If you can afford to stall a little bit, it’s a useful technique because it discourages extra request, but don’t become a perpetual staller.

	Solution
	Whenever you make a request the other side agrees to, make sure you set a time that the change will be approved by. Like all terms, that time is negotiable. Pointing out a missed deadline to the other party allows you to bring to light their stalling tactics. Also, you can defuse the stalling tactic by not getting frustrated and simply continuing to address problems as they arise.


(5)
The Beggar  空头许愿
	Identification
	A negotiation keeps turning to the subject of the other party’s problems. You hear how he is really having trouble at his company, and how badly he needs your business. He promises that the next time you negotiate, he’ll gibe you a break if you give him one now.

	Note
	Promises are easy. Performance is difficult. This kind of negotiating tactic takes the deal away from the professional arena. This tactic loses more often than it wins.

	Solution
	Tell the other side that unless they want to negotiate two deals at once, including the future one where they make major concessions, you are not interested. It may seem hard-hearted, but negotiating is a professional skill. Negotiators have to behave professionally, period.


(6)
“Or Else”    要不然。。。  

	Identification
	When the other side says “or else,” you’re under the pressure of a threat. You know it. They know it. But what are you going to do about it?

	Note
	Threats only work when the person making them:

1. Doesn’t care about the relationship.

2. Can back them up.

3. Is prepared to back them up.

	Solution
	It is often more effective to address the other side’s tone than to focus on the substance of what they say. A simple “we can work this out without threats,” usually makes the other side state exactly what they want. If they can and will back up their threats, you might have to decide that the deal does not satisfy your needs and consider the negotiation closed a the point.


(7) The Non-Negotiators    拒绝谈判者

	Identification
	The other party refuses to negotiate and discuss terms with you. They submit a proposal with a price and terms and then ask you to accept or reject on the whole.

	Note
	A refusal to negotiate is usually a refusal to negotiate price. This is an opportunity for you. Since they are rigid on price, you can ask for concessions on other terms. Asking for clarification as to why they won’t negotiate will usually let you know where there is some room for discussion If they continue to not negotiate, you may consider choosing another company and telling they original one that had they been more willing to negotiate, they may have gotten your business.

	Solution
	Approach them in a positive and inquisitive way. Tell them you’d love to make a deal, but you have some questions. Don’t try to negotiate right away. They will take the time to educate you. When they commit some time and energy to your education, they suddenly have more at stake in the discussion. Then, when you have more information and some creative alternatives to approach them with, they’ll be more willing to bargain. Sometimes hw you do something is just as important as what you do.


Part IIII
Exercises and Discussions
[image: image7.png]



· After reading Part Two, what are some of the business practices in US that you find reasonable and understandable? On the other hand, what is it that you find strange and ridiculous? Write your answers down on a piece of paper and compare them with your group members. Feel free to debate on different views. 
· Read the following excerpts from negotiations and identity what tactic one party is trying to use on the other party. 

1. You know, I’d love to make that change, but I’m going to have to run this by my boss, and you know he’s really tough. I don't think he’ll go for it.

2. This is it. Either take it, or else I’ll have to leave you as my supplier.

3. I’ll tell you what. We need to show some cash up front, so if you sign this deal, I’ll cut your ten – no fifteen – percent off the next deal when we negotiate it next year. If we don't, I’m not sure we’re going to be around to negotiate anything next year.

4. You have our offer. If you have problems with it, I suggest you go somewhere else.

5. Sure we can accept your timing recommendations. I’ll pass them on to the senior committee and they’ll make a recommendation. Those will be passed along to the vice-president in charge of the division, who will form his own committee and then pass along a recommendation to the president. I don’t see any problems, though.

6. If you don't accept our offer, I’ll ruin your name in this business. You’ll be looking for work in another country.

Follow strategies given in Part three, give your instant responses to above situations and discuss with your class on any possible future outcomes.
Part V 
Supplementary Materials
Supplementary Expressions in Negotiation (谈判口语用法总结)
· Welcoming    表欢迎
On behalf of …, I’m very glad to welcome you… 我代表... 很高兴欢迎您...

It's a pleasure to see you here.  很高兴在这儿见到您.

Thank you for coming all this way.  感谢您的到来.

It’s nice to be here.   很高兴来到这儿.

· Introductions   介绍
This is…He’s in charge of…/He looks after…/He’s our… 这是... 他负责...  他是我们的...

Let me introduce you to… 我想把您介绍给...

Have you met…? She’s just taken over as Head of…  您认识...? 她是... 的主管; 刚接管...

· Starting the negotiation    开始谈判
I wondered if I could start by saying… 我想我是否开始能... 说

We’re short of time, so let’s get started. 时间不多, 我们开始吧.

We’ve got a very full agenda, so perhaps we’d better get down to business. 我们的日程很紧, 所以还是切入正题吧. 

· Small Talk   缓和气氛的轻松对话
Did you have a good journey?路上还顺利吧?

How was your flight?航班还顺利吧?

Is this your first visit to…?这是你头一次到...么/

Did you find it easy to get here?我们这里还好找吧?

· Objectives   主题
We’re here today to…我们今天的目的是...

The main objective/purpose of today’s meeting is…今天会议的主题/目的是...

· Agenda   日程
Let’s just run through the agenda. 让我们先来看一下日程的安排

There are three/four/five items on the agenda. 日程上有...项内容.

Let’s leave … until later.我们把...安排到以后吧.

· Inviting interruptions   询问意见
Please don’t hesitate to interrupt. 如果有问题, 请别客气, 尽管打断我.

Please feel free to ask questions. 请大家随意提问.

Let’s deal with any questions immediately.  让我们马上来处理问题吧.

We/I would like to know what you think.   我想了解你想些什麽

· Considering what they already know   考虑到他们所了解到的
You’ve all seen our brochures/proposal/offer  你们都已经看到我们的宣传册/ 建议书了... 

I think you’ve all had a chance to read our… 我想你们一会儿会有时间看到我们的...

I don’t want to go over the same ground.  在这里我不想在重复同样的内容了.

· Checking for agreement/approval  核对对方是否同意
Would you/Wouldn't you agree that…?  您同意...吗?

Do you mind if…  您介意我问... 吗?

I hope you don't mind if… 我希望如果我问... 您不会介意...

If that’s all right with you?  您都同意吗?

Is that okay?  这样可以吗?

· Asking questions  提出问题
I’d be interested to know more about…  关于... 我想了解一下.

Could you tell us something about…?  您可否告诉我们... 

What exactly do you mean by…?  准确的说，你的意思是

Could you be more specific…?  您是否可以更具体些?

· Supportive and Encouraging  鼓励式的语气
So, you are saying… 喔 您是说...

If I understand you correctly, you are offering/saying…  如果我没理解错, 您的意思是...

Am I right in thinking you plan to…?  您的计划是... 我说的对吗?

Go ahead.   请继续.

That’s interesting.  很有意思.

Fine.  好.

Sure.  当然.

Please do.   请继续.

Of course.   当然了.

· Down toning   低调式语气
Perhaps we should consider reducing… 也许我们应共同考虑降低... 

Maybe your could cut down…  也许您应该削减... 

If you could just offer us…  如果您能给我们出... 的价...

That sounds a bit too risky.  这听上去对我们来说风险太大了.

I think those figures are a little optimistic.   我想这个数字对我们来说太过乐观了. 

We need a little bit more time/money.  我们需要更多的一点时间/钱.

· Exerting pressure and attaching conditions    施加压力; 提出条件
If you can’t… we will have to look elsewhere.   

如果你不... 我们不得不寻找其他合作伙伴.

I’m afraid we’ll have to call it a day unless…  恐怕, 我们今天只能到此为止了. 除非...

But we would want …  但我们想...

…as long as…  ... 只要...

…on one condition…   ... 只要...

…provided that…   除非...

· Summarizing and Closing signal    总结与结束性话语
Let’s go over the main points again.   我们再把关键事宜重申一下.

Can I just run over the main points?   我们可否再重复一遍要点?

We’ve agree the following…  我们同意以下...

Outstanding issues are…   还有待解决的问题是... 

That brings us to the end of…   ...可以到此结束了。

I think we have covered everything. 我想我们已经谈及所有内容了.

I think we can call it a day.  我想我们今天的谈判就到此为止吧.

I think that covers it. 我想我们已经谈及所有内容了.

Reference

· www.executiveplanet.com

· Nicholas Reid Schaffzin “Negotiate Smart, The Secrets of Successful Negotiation”, The Princeton Review

· Jeremy Comfort “Effective Negotiating”, Oxford University Press

Lesson Seven

Business Reporting
商业报表

Part I
Objectives
	· Research tools and information source for earnings, performances and SEC filings 
公司收入、经营状况与美国证券委员会备案的调查工具和信息资源

· Understand general theory of “double entry accounting” 
理解借贷记帐法

· Understand the contents and the equation of a balance sheet 
理解资产负债表的内容与方程式

· Stock quotes and what does it say about a company
股票报价浏览


Part II 
The How-Tos
What tells most about a company – The Balance Sheet

· What is Double Entry Accounting?

You have to think of the business as nothing else but a collection of accounts. Some of these accounts owe the business money and some of them are owed money by the business. All of the accounts must balance. At any one time the total value of the accounts in credit must equal the total value of the accounts in debt. When the business makes any transaction at all money is moved from one account to another. If for example Pepe makes a payment of $200.00 for some flour which he purchased from Alberto's wholesalers then Alberto's account is debited by &200.00. Alberto is the receiver of money and the transaction is therefore entered on the debit side. (Remember the principle; Debit the receiver, credit the giver.)

	Alberto's Account

	DR 
	CR

	Debit Side
	Credit Side

	 Date
	Details
	Folio
	Amount
	 Date
	Details
	Folio
	Amount

	 
	 
	 
	 
	 
	Balance b/d
	 
	500.00

	 May 10 
	Purchase of flour
	XYZ 
	 200.00
	 
	 
	 
	 


Alberto is one of Pepe's creditors. He supplies Pepe with flour on a regular basis. You can see that at the beginning of the accounting period Pepe owed Alberto $500.00. After the payment was made this figure will be reduced to $300.00. Alberto has received money and his account must be debited. In order that the accounts balance another account must be credited. In this case it is the bank account.

	Bank Account - Pepe's Pizza Parlor

	DR 
	CR

	Debit Side
	Credit Side

	 Date
	Details
	Folio
	Amount
	 Date
	Details
	Folio
	Amount

	 
	 
	 
	 
	 
	Balance b/d
	 
	1,640.00

	 
	 
	 
	 
	May 10 
	Payment for flour
	XYZ 
	 200.00

	 
	 
	 
	 
	May 23
	Payment for oven liner
	C950
	160.00

	May 31
	Balance c/d
	 
	2,000.00
	 
	 
	 
	 

	 
	2,000.00
	 
	2,000.00

	 
	 
	 
	 
	 
	Balance b/d
	 
	2,000.00


In this case the bank account is already Pepe's creditor by the fact that Pepe has an overdraft. Before the payment was made to Alberto, Pepe owed the bank $1,640. With a $200.00 payment to Alberto and one other payment this figure has risen to $2,000.00.

	· The forever equation of “Asset + Owner’s Equity = Liability”
总资产-负债= 资产净值


The balance sheet is a very important financial statement. It gives shareholders and potential investors information about the value of the business. This comes from the net assets figure, which is one way of placing a value on a business, because it represents the value of all the assets of the business (everything it owns) net of its liabilities (everything it owes). We can also use the net assets figure as an approximate figure for the value of a business and therefore its size.

Here is an example

COMPANY NAME:  ABC Company
Date:  December 31, 1993


	ASSETS:
	
	

	Current  Assets:
	
	

	
	Cash
	$
	8,742

	
	Petty Cash
	$
	167

	
	Accounts Receivable
	$
	5,400

	
	Inventory
	$
	101,800

	
	Short-Term Investments
	$
	0

	
	Prepaid Expenses
	$
	1,967

	-
	
	
	

	Long-Term Investments
	$
	0

	-
	
	
	

	Fixed Assets
	
	

	
	Land (valued at cost)
	$
	185,000

	
	Buildings:
	$
	143,000

	
	1.  Cost -                
2.  Less Acc. Depr. - 
	171,600
28,600
	
	

	
	Improvements:
	$
	0

	
	1.  Cost-
2.  Less Acc. Depr. -
	_______
_______
	
	

	
	Equipment
	$
	5,760

	
	1.  Cost -                
2.  Less Acc. Depr. - 
	7,200
1,440
	
	

	
	Furniture
	$
	2,150

	
	1.  Cost -                
2.  Less Acc. Depr. - 
	_______
_______
	
	

	
	Autos/Vehicles
	$
	16,432

	
	1.  Cost -                
2.  Less Acc. Depr. - 
	19,700
3,268
	
	

	-
	
	

	Other Assets
	
	

	
	1.
	$
	_____

	
	2.
	$
	_____

	-
	
	
	

	LIABILITIES
	
	

	Current Liabilities
	
	

	
	Accounts Payable
	$
	2,893

	
	Notes Payable
	$
	0

	
	Interest Payable
	$
	!,842

	
	Taxes Payable
	
	

	
	
	Fed. Inc. Tax
	$
	5,200

	
	
	State Inc. Tax
	$
	1,025

	
	
	Self-Emp. Tax
	$
	800

	
	
	Sales Tax Accrual
	$
	2,130

	
	
	Property Tax
	
	$
	0

	
	Payroll Accrual
	$
	4,700

	-
	
	
	

	Long-Term Liabilities
	
	

	
	Notes Payable
	$
	196,700

	-
	
	
	

	TOTAL LIABILITIES
	$
	215,290

	-
	
	
	

	NET WORTH
	
	

	Proprietorship
	$
	_____

	or Partnership
	
	

	
	John Smith, 60% Equity
Mary Blake, 40% Equity
	$
$
	153,077
102,051

	or Corporation
	
	

	
	Capital Stock
	$
	_____

	
	Surplus Paid In
	$
	_____

	
	Retained Earnings
	$
	_____

	-
	
	
	

	TOTAL NET WORTH
	$
	255,128

	-
	
	

	
	Assets - Liabilities = Net Worth

	
	Total Liabilities and Equity will always be equal to Total Assets


Part III 
Let’s Talk Business

· A Real-Life Example

Bairnco Corporation 

Dec. 31, 2001

    Condensed Balance Sheets                   
Dec. 31, 2001   Dec 31, 2000

    ASSETS

    Cash                                           
$756,000       $945,000

    Accounts receivable, net                     
 24,644,000     32,504,000

    Inventories                                   

25,619,000     29,471,000

    Other current assets                            7,774,000      7,383,000

      Total current assets                        
58,793,000     70,303,000

    Plant and equipment, net                     
42,602,000     47,341,000

    Cost in excess of net assets of

     purchased businesses                         
12,639,000     12,828,000

    Other assets                                  
4,221,000      5,297,000

      Total                                     
$118,255,000   $135,769,000

    LIABILITIES AND STOCKHOLDERS' INVESTMENT

    Short-term debt                              
 $4,411,000     $5,734,000

    Current maturities of long-term debt           
4,000,000      3,000,000

    Accounts payable                             10,792,000     11,479,000

    Accrued expenses                              
13,789,000     15,164,000

      Total current liabilities                   
32,992,000     35,377,000

    Long-term debt                                
25,173,000     37,456,000

    Other liabilities                             
10,072,000     10,227,000

    Stockholders' investment                      
50,018,000     52,709,000

      Total                                     
$118,255,000   $135,769,000

Part IIII
Exercises and Discussions
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· Work on the following exercises to get familiar with a B/S.

Step 1 - Finding balance sheet information

Look at the list of accounts available and fill in the table below the ones you would expect to find in a company's balance sheet:

· Sales revenue





· Costs of goods sold

· Fixed assets

· Owner’s equity

· Gross Profit

· Liability (Bank Loan)

· Pre-Paid rent

· Operating profit

· Buildings/Equipments

	Account
	Right / wrong?

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 


Now check whether you were right and discuss it with your instructor.

Step 2 - Where do the variables go on the balance sheet?

We now need to establish which part of the balance sheet the variables would appear in. Are they a part of the assets in the top half, or are they one of the sources of owner’s equity? Put three sample balances in each of the columns below:

	Asset
	Liability
	Owners Equity

	 
	
	 

	 
	
	 

	 
	
	 


Once again, check your answers with the instructor.

Step 3 - The whole balance sheet - can you get it to balance?

The final stage is to try to put together a simple balance sheet. So 

Balance sheets for MYSELF
	VARIABLE
	 DESCRIPTIONS
	MY CURRENT SELF
	ME IN YEAR 2015

	Fixed/Current Assets(what do u own?)
	 
	 
	 

	
	
	 
	 

	 
	
	 
	 

	 
	   
	 
	 

	less Current
Liabilities & Long-
term Liabilities (what do u owe?)
	 
	 
	 

	Your Equity (personal wealth)
	 
	 
	 


Some Hint:

Fixed assets - do you have a car? a hi-fi? a motor-bike? CDs?

Current assets - cash in the bank? savings? any friends owe you money (debtors)?

Current liabilities - do you owe anyone money? do you have an overdraft?

Long-term liabilities - do you have any long-term loans (over a year)?

· Try to answer the following questions and compare answers with your group member.

Why are fixed assets important to a business?

_____________________________________________________________

What problems might a business face if it was short of current assets?

______________________________________________________________

For example, if you go out after reading this and buy a car for 2002 and you pay for half from your savings and half by taking out a bank loan, what changes will you have made to your personal balance sheet?

Lesson Eight

Business News Reading

商业报刊阅读

Part I
Objectives
	· Features and styles of writing in Western business journalism

西方商业新闻写作特点

· Idiomatic usages and set phrases often used to describe and predicting economic development

描述经济发展及预测发展趋势的习惯表达方式

· What is it in an earning report?

分析盈利报告


Part II
The How-Tos

Features of Western Business News Writing (西方商业新闻写作特点)
One of the most important features of Western business news writing is the usage of simple and lively English. Since of most these writings cover not stories but trends of the market or development of policies, it is essential to make the writing right to the point and accessible to reader of various education levels. Therefore, conciseness and clarity are the keys (语言简练通俗):

· “ The company expects to incur a loss, excluding special items, of between (11) cents and (14) cents per share in the first quarter.” 

除特殊项目，公司第一季度预计会出现每股11至14分的亏损。 

· “Capital Spending by industry just pokes along. Ditto residential building.”
工业资本开支缓慢增加，住房建筑亦如此。
· The collapse of copper price has come just as demand for it from the industrialized world has dropped 8% on last year and as production, after two years of high prices, is starting to increase.
铜价的猛跌正好是在工业国家的对铜的需求比去年下降8%和经过两年的高价后铜生产量正开始上升的时候发生的。
Much information has been covered, yet using only one sentence.

A long and boring day at work tires your eyes and mind. Wouldn’t it be even worse if you have to read on to some drab writings in news? So don't be surprised to see such lively expressions （用词生动形象）:

· “Italy is one country where it is really good-bye to the boom, at least until the chronic weakness in the balance of payments is cured, and the 17%inflation is reduced.” 

意大利是一个真正与经济繁荣告别了的国家，至少在国际收支方面的长期困境得以改善， 以及每年17%的通货膨胀有所一直之前，情况难以好转。

· “When it came to a perennial Clinton bugaboo-personnel-things began on a promising note. Prodded by the White House, Seven Cabinet Chiefs announced their departures soon after Nov.5. The shakeup gave Clinton a chance to revitalize his weary team. So have any of those jobs been filled? Nope.” 

克林顿刚刚看到即将摆脱困扰他多时的私人琐事的希望。在白宫的催促下，7位内阁要员宣布将于11月5日后卸任。此次内阁改组给克林顿以机会使其疲惫的内阁恢复活力。内阁成员的人选是否已经确定了呢？没有。

The usage of ellipsises makes eye-catching titles and subtitles: （巧用省略）
· “Who is afraid of global markets? Not U.S. investors.”

· “Time for a reality check in Asia. Time for a fire brigade.”

· “Hubris? Perhaps. But Dobson isn’t the only putting up his chest these days.” 

傲慢吗？也许。但DOBSON可不是近来唯一一位趾高气昂的人。

The frequent use of quotes, parentheses and hyperbaton: （引语，插入语及倒装）
· “I am afraid the US banks are going to have to get used to seeing Doutsche Morgan Grenfell more often, “ says Chief Executive Michael W.R. Dobson.

总裁Dobson说：“恐怕美国银行将不得不习惯于经常与Doutsche Morgan Grenfell打交道了。”

· “Any international company that’s not planning to do something in China is probably missing a bet”, says J. Tracy O’ Rourke, CEO of Varian Associates Inc., a California manufacturer of medical equipment. “it’s like the frontier of days past.”

“任何一家不打算在中国作些事情的国际公司都可能失去一次机会”，。。。“她犹如往日的西部处女地。”

Part III
Let’s Talk Business

Following is an earning forecast of Motorola’s 1st quarter, 2002 and some analysis of what such new press really means to investors.

Motorola's First Quarter and Full Year Earnings Outlook
SCHAUMBURG, Ill., Jan. 23 /PRNewswire-FirstCall/ -- Motorola, Inc. (NYSE: MOT) said today it expects sales in the first quarter of 2002 to be between $6.0 billion and $6.2 billion. The company expects to incur a loss, excluding special items, of between (11) cents and (14) cents per share in the first quarter. 
The company continues to expect sales from ongoing operations for the full-year 2002 to decline between 5 percent and 10 percent compared to 2001. The company confirmed that it continues to expect to return to profitability in the third quarter of 2002 and be profitable for the full year 2002. 
Motorola also said that it believes the current 2002 consensus earnings expectation of 4 cents per share for the full year, excluding special items, is not only achievable, but can be exceeded. The company believes that, if annual sales are near the high end of the company's guidance range and the wireless handset and semiconductor industries meet growth expectations, it is possible for the company to earn 15 cents per share in 2002, excluding special items, as the company previously discussed. The gross margin improvements anticipated in these two businesses if their industries meet growth expectations, coupled with the expected savings from cost reductions, would make this level of earnings possible. 
Business Risks: 

Statements about the company's sales and earnings outlook are forward-looking statements based on current expectations and involve risks and uncertainties. Motorola wishes to caution the reader that the factors below and those on pages F-29 through F-33 of the appendix to Motorola's Proxy Statement for the 2001 annual meeting of stockholders and in its other SEC filings could cause Motorola's actual results to differ materially from those stated in the forward-looking statements. These factors include Motorola wishes to caution the reader that the factors below and those on pages F-29 through F-33 of the appendix to Motorola's Proxy Statement for the 2001 annual meeting of stockholders and in its other SEC filings could cause Motorola's actual results to differ materially from those stated in the forward-looking statements. These factors include: (i) the company's ability to effectively carry out the planned cost-reduction actions; (ii) the potential for unanticipated results from cost-reduction activities on productivity; (iii) the impact of the slowdown in the overall economy and the uncertainty of current economic conditions; (iv) the impact of ongoing tax relief, interest rate reduction and liquidity infusion efforts to stimulate the economy; (v) the decline in the telecommunications, semiconductor and broadband industries; (vi) the company's continuing ability to access the capital markets on favorable terms; (vii) demand for the company's products, including products related to new technologies; (viii) the company's ability to continue to increase profitability and market share in its wireless handset business; (ix) the company's success in the emerging 3G market; (x) the demand for vendor financing and the company's ability to provide that financing in order to remain competitive; (xi) unexpected liabilities or expenses, including unfavorable outcomes to any currently pending or future litigation, including any relating to the Iridium project; (xii) the levels at which design wins become actual orders and sales; (xiii) the success of alliances and agreements with other companies to develop new products and services; (xiv) difficulties in integrating the operations of newly-acquired businesses and achieving strategic objectives, cost savings and other benefits; (xv) volatility in the market value of securities held by Motorola; (xvi) the impact of foreign currency fluctuations; and (xvii) the impact of changes in governmental policies, laws or regulations. 

About Motorola: 
Motorola, Inc. (NYSE: MOT) is a global leader in providing integrated communications solutions and embedded electronic solutions. Sales in 2001 were $30 billion. 
SOURCE Motorola, Inc.

Part IIII Exercises and Discussions
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Read the following earning report and have a discussion with your group members using instructions below.

American Pacific Bank Announces 4th Quarter Income Up 149%
PORTLAND, Ore., Jan 23, 2002 (BUSINESS WIRE) -- David Chen, president and chief executive officer of American Pacific Bank (Nasdaq:AMPB), announced today that net income for the fourth quarter ended Dec. 31, 2001, rose 149.13% as compared to same quarter of 2000. 
Net earnings after taxes for the fourth quarter of 2001 came to $221,516, or $0.15 per share, as compared to $88,916, or $0.07 per share, reported for the same period last year. 
Net earnings after taxes for year-end 2001 came to $537,393, or $0.36 per share, an increase of 19.25% as compared to $450,635, or $0.35 per share, reported for the same period last year. 
Net interest income for the fourth quarter ended Dec. 31, 2001, was $1,100,186 compared to $927,975 for the same quarter last year, an increase of 18.56%. Chen stated, "The Bank had an excellent quarter, facilitated by the decrease in interest expense and the continued strong demand in both construction lending and commercial real estate lending." 
The Bank reduced its assets size from $78,627,079 at the end of fiscal 2000 to $75,748,871 at the end of 2001, a decrease of 3.66%. This decrease was the result of management's decision to not renew higher cost jumbo deposits at maturity. Total deposits decreased $5,774,502 or 9.12% during fiscal 2001 as compared to fiscal 2000. 
Total loans decreased minimally from $71,893,189 in 2000 to $70,533,273 in 2001. This occurred because the Bank sold $12 million in commercial real estate in the second quarter of 2001 to ease the concentration in commercial real estate and increase overall liquidity. 
The Bank continues to be well-capitalized with the leverage ratio at 8.93% and a risk-based capital ratio at 10.42%. The book value of the Bank's stock as of Dec. 31, 2001, was $4.59 as compared $4.19 per share at the end of fiscal 2000. 
Chen added, "2002 will be an exciting year for our Bank. During fiscal 2001 we opened a branch in the Wood Village Wal-Mart store, and in late 2000 the Bank launched American Online Bank (www.apbank.com). We plan to build on these successes in the current year." 
American Pacific Bank was formed in 1979 as an Oregon state chartered institution providing banking services to the rural communities of Aumsville and Mill City. Since that time, the Bank has grown into a metropolitan institution based in downtown Portland. Services to people living throughout Oregon and Southwest Washington include construction and commercial lending, permanent mortgages, business and consumer lending, credit card services and deposit services. The Bank's nation-wide secured credit card program has been rated by Cardtrak as one of the best credit card programs in the nation. 


	American Pacific Bank

Financial Results As of December 31, 2001, and December 31, 2000

                         Quarter     Quarter

                          Ended       Ended

                        12/31/01    12/31/00

                            $           $

                        Unaudited    Audited

                       -----------------------

Total Assets           75,748,871  78,627,079

Average Assets         78,576,397  65,879,469

Total Deposits         57,576,586  63,351,088

Total Loans (after Loan

 Loss Reserve)         70,533,273  71,893,189

Total Equity            6,782,287   6,154,096

Average Equity          6,472,973   5,721,281

Average No of shares    1,474,022   1,289,571

YearEnd Shares

 Outstanding            1,476,960   1,467,704

                       -----------------------

                         Quarter     Quarter       YTD         YTD

                          Ended       Ended       Ended       Ended

                        12/31/01    12/31/00    12/31/01    12/31/00

                            $           $           $           $

                                                Unaudited    Audited

                       -----------------------------------------------

Interest Income         1,728,675   1,904,095   7,377,498   6,708,414

Interest Expense         (628,489)   (976,120) (3,684,875) (3,119,466)

                       -----------------------------------------------

Net Interest Income     1,100,186     927,975   3,692,623   3,588,948

Provision for Loan

 Loss Reserve            (105,163)    (95,695)   (173,268)   (362,165)

Other Income              120,195     119,261     600,429     445,133

Other Expenses           (758,553)   (761,320) (3,246,785) (2,945,083)

                       -----------------------------------------------

Net Income Before Taxes   356,665     190,221     872,999     726,833

Income Tax Expense       (135,151)   (101,305)   (335,606)   (276,198)

                       -----------------------------------------------

Net Income                221,514      88,916     537,393     450,635

                       -----------------------------------------------

Per Share Data:

Earnings Per Share

 before taxes (average

 shares outstanding)        $0.24       $0.15       $0.59       $0.56

Earnings Per Share

 after taxes (average

 shares outstanding)        $0.15       $0.07       $0.36       $0.35

Book Value (based on

 ending shares

 outstanding)               $4.59       $4.19       $4.59       $4.19

                       -----------------------------------------------
CONTACT: American Pacific Bank David T. Chen, 503/221-5801


· Comparing to the 2001 annual earning growth of American Pacific Bank, is the 4th quarter growth so significant to the bank’s overall financial situation? Do you consider the title of 149% growth misleading or just a strategic propaganda?

· According to the business risk analysis, what are some of the factor that will result a decline/increase on Motorola’s earning in 2002?

· Imagine yourself being the CEO of Motorola. Using the following chart, draw a curve to show the expecting trend of your company’s earning in 2002. Explain to your group members on your thoughts. 
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Part V Supplementary Materials
Here are some common idiomatic expressions in business news writing that you may find helpful.

商业新闻写作中惯用的表达方式

To describe an upward trend   [image: image11.png]


  描述增长趋势
	an increase / to increase 



    a gain / to gain






a growth / to grow





a leap / to leap






a surge / to surge





a soar/ to soar

a rise / to rise






a hike / to hike




TO describe a downward trend   [image: image12.png]


 描述下降趋势

	a dip / to dip to                      a decline / to decline

a drop / to drop                      a decrease/ to decrease

a collapse / to collapse               a cut / to cut

a slip / to slip off                     a slump / to slump


TO describe a steadiness   [image: image13.png]


 描述平稳走势

· After falling sharply in the previous two years, the jobless rate has hardly moved since April. August joblessness stood at 8.2% and the annual pace of weekly earnings slowed to 3.25%,…


· In Sydney, stocks ended little changed in subdued trading as investors awaited direction from Wall Street after its sell-off last week, as well as new Australian economic data to be released Tuesday.

· Measured against the currencies of the major industrial countries, the dollar is likely to hover about where it is for several calendar quarters at least.

To describe the extend of change   [image: image14.wmf] 描述变化幅度

Big change:

markedly, greatly, considerably

Small change:
fractionally, marginally, slightly

Fast change:

quickly, suddenly, rapidly

Slow change:
slowly, gradually, gently

Part V
Supplementary Materials

· What can you get from a stock quote?

	  Bairnco Corp (BZ) 
	 Closing values from 1/25/2002  

	[image: image15.png]





	  Last
  5.23
	Change (%)
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  -0.26  (-4.74%)
	  Prev Close
  5.49
	  Volume
  15,900 
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	  Day's Range
  5.00 - 5.49
	  Bid
  5.25
	  Ask
  5.28
	  Open
  5.49
	  Avg Volume
  4,400 
	
	  52 Week Range
  5.00 - 8.60
	  Earn/Share
  0.16
	  P/E
  32.69 
	  Market Cap
  38.3 M 
	  Div Yield
  3.82 
	

	


· Some useful links for financial reporting and SEC filings

财政报表与美国证券委员会备案的一些网站链接

www.earnings.com
Registered users have access to multimedia research, analyst recommendations, earnings calls, as well as a fully personalized earnings calendar where they can track earnings dates, conference calls, upgrades/downgrades, stock splits, and major economic indicators. 

http://www.edgar-online.com/
Provides SEC electronic corporate filings and related business intelligence tools.

www.hoover.com
Searchable financial filings and achieves of company press releases and continuously updated intelligence on public and private companies worldwide.

http://www.sec.gov/edgar.shtml
The SEC requires all public companies (except foreign companies and companies with less than $10 million in assets and 500 shareholders) to file registration statements, periodic reports, and other forms electronically through EDGAR. Anyone can access and download this information for free. Here you'll find links to a complete list of filings available through EDGAR and instructions for searching the EDGAR database.

Lesson Nine

Interview Englsih

面试口语

Part I
Objectives
	· The ABCs of Job Interviews In North America
北美工作面试须知

· Common questions guidelines to proper answers

常见问题及应对技巧

· “Tell me something about your self” – The tone-setting question

面试中的自我介绍

· Nonverbal Pitfalls to Watch For
小心坠入面试中肢体语言的陷阱




Part II
The How-Tos
The ABCs of Job Interviews In North America
 

The one-on-one format is the most familiar and common format in job interviewing. It's about two people sitting down to have a conversation. In this case, the conversation has a particular purpose: To determine whether there is a natural fit between the interviewer, the applicant and the job available. Both parties will leave this conversation with some kind of a judgment. The interviewer will know whether you can fulfill the responsibilities of the position, and you will know whether or not this is the right position, and company, for you to utilize and expand upon your talents.

The interview begins the second you and the interviewer initially meet -- this is the crucial nonverbal judgment. The interviewer is sizing you up: Are you dressed appropriately? Are you well-groomed and pleasant? Next, is the handshake -- do you offer a limp-fish handshake or is it firm and comfortable? A lot of close scrutiny takes place in those initial moments, and the interviewer can get a good idea as to how well the interview will or will not go based on his or her first impressions of you. After a bit of chitchat or warm-up, the questions begin. 

The conversation will usually begin with the same request: "Tell me about yourself." The information you reveal as an answer to this question and throughout the interview allows the interviewer to get a clear picture of you, and certain pictures or patterns will begin to emerge. Each time a new subject is mentioned, the interviewer may want to dig a little further, and the picture becomes more focused.

Behavioral questions such as, "Tell me about your experience with...," give the interviewer clues about your past experiences that can be applied to solving the problems of the job in question. You must be prepared to talk about your achievements and past behaviors and have examples of the experiences you mention. For example, if you say, "I am very detail-oriented," or "I am an analytical problem-solver," there must be examples to back the claims. Show the interviewer that you are detail-oriented by providing him with an example of when your attention to detail positively affected your work. You should create a list of your accomplishments and experiences that validate these claims prior to interviewing. 

If you don't immediately offer this information, the interviewer can probe further. As an example, you might say, "I have excellent written communication skills." The interviewer can now follow up on this subject by asking, "What type of writing have you done?" Or, "Tell me about a project you have worked on involving written communication skills." If you aren't able to come up with good examples, or success stories, there might be a credibility problem. Saying you can do something and actually giving an example of when you have done it are two different things. 

Interviewers are attempting to get a picture of your abilities to perform in the position that is available. They are also looking to see how you would fit in with the corporate culture. Sometimes there will be a succession of one-on-one interviews within the same company. The process may begin with the human resources department, then move on to an interview with a prospective boss, or hiring manager. It may then continue down the line to other members of a department, and can sometimes include a CEO. 

In each one-on-one conversation, you must be able to present good examples and tell about past successes. When this is done, you can leave the interview knowing that you have communicated a picture that is positive and accurate, no matter how many conversations it takes. 
Part III
Let’s Talk Business
Common Job Interview Questions
By rehearsing interview questions, you'll become more familiar with your own qualifications and will be well prepared to demonstrate how you can benefit an employer. Some examples: 

· "Tell me about yourself."
Make a short, organized statement of your education and professional achievements and professional goals. Then, briefly describe your qualifications for the job and the contributions you could make to the organization. 

· "Why do you want to work here?" or "What about our company interests you?"
Few questions are more important than these, so it is important to answer them clearly and with enthusiasm. Show the interviewer your interest in the company. Share what you learned about the job, the company and the industry through your own research. Talk about how your professional skills will benefit the company. Unless you work in sales, your answer should never be simply: "money." The interviewer will wonder if you really care about the job. 

· "Why did you leave your last job?"
The interviewer may want to know if you had any problems on your last job. If you did not have any problems, simply give a reason, such as: relocated away from job; company went out of business; laid off; temporary job; no possibility of advancement; wanted a job better suited to your skills. 

If you did have problems, be honest. Show that you can accept responsibility and learn from your mistakes. You should explain any problems you had (or still have) with an employer, but don't describe that employer in negative terms. Demonstrate that it was a learning experience that will not affect your future work. 

· "What are your best skills?"
If you have sufficiently researched the organization, you should be able to imagine what skills the company values. List them, then give examples where you have demonstrated these skills. 

· "What is your major weakness?"
Be positive; turn a weakness into a strength. For example, you might say: "I often worry too much over my work. Sometimes I work late to make sure the job is done well." 

· "Do you prefer to work by yourself or with others?"
The ideal answer is one of flexibility. However, be honest. Give examples describing how you have worked in both situations. 

· "What are your career goals?" or "What are your future plans?"
The interviewer wants to know if your plans and the company's goals are compatible. Let him know that you are ambitious enough to plan ahead. Talk about your desire to learn more and improve your performance, and be specific as possible about how you will meet the goals you have set for yourself. 

· "What are your hobbies?" and "Do you play any sports?"
The interviewer may be looking for evidence of your job skills outside of your professional experience. For example, hobbies such as chess or bridge demonstrate analytical skills. Reading, music, and painting are creative hobbies. Individual sports show determination and stamina, while group sport activities may indicate you are comfortable working as part of a team. 

Also, the interviewer might simply be curious as to whether you have a life outside of work. Employees who have creative or athletic outlets for their stress are often healthier, happier and more productive. 

· "What salary are you expecting?"
You probably don't want to answer this one directly. Instead, deflect the question back to the interviewer by saying something like: "I don't know. What are you planning on paying the best candidate?" Let the employer make the first offer. 

However, it is still important to know what the current salary range is for the profession. Find salary surveys at the library or on the Internet, and check the classifieds to see what comparable jobs in your area are paying. This information can help you negotiate compensation once the employer makes an offer. 

· "What have I forgotten to ask?"
Use this as a chance to summarize your good characteristics and attributes and how they may be used to benefit the organization. Convince the interviewer that you understand the job requirements and that you can succeed. 

Here are some other job interview questions you might want to rehearse. 

Your Qualifications 

· What can you do for us that someone else can't do? 

· What qualifications do you have that relate to the position? 

· What new skills or capabilities have you developed recently? 

· Give me an example from a previous job where you've shown initiative. 

· What have been your greatest accomplishments recently? 

· What is important to you in a job? 

· What motivates you in your work? 

· What have you been doing since your last job? 

· What qualities do you find important in a coworker? 

Your Career Goals 
· What would you like to being doing five years from now? 

· How will you judge yourself successful? How will you achieve success? 

· What type of position are you interested in? 

· How will this job fit in your career plans? 

· What do you expect from this job? 

· Do you have a location preference? 

· Can you travel? 

· What hours can you work? 

· When could you start? 

Your Work Experience 

· What have you learned from your past jobs? 

· What were your biggest responsibilities? 

· What specific skills acquired or used in previous jobs relate to this position? 

· How does your previous experience relate to this position? 

· What did you like most/least about your last job? 

· Whom may we contact for references? 

Your Education 

· How do you think your education has prepared you for this position? 

· What were your favorite classes/activities at school? 

· Why did you choose your major? 

· Do you plan to continue your education? 
Part IIII Exercises and Discussions
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· Answer the 10 most-asked questions mentioned in Part two by using guidelines provided in the article. 

· Tell the class an interview story of yours. Before you reveal the final result of this job-hunting experience, let other students criticize on your performance and give you a virtual offer/rejection. Compare it with the actual result.

· Think of your best/worse interview experiences and share them with your class and instructor. Why do you think that you did a great/horrible job? If you can go through it all over again, what improvements can be made?
Part V Supplementary Notes
· Tell Me About Yourself 
It's one of the most frequently asked questions in an interview: Tell me about yourself. Your response to this request will set the tone for the rest of the interview. For some, this is the most challenging question to answer, as they wonder what the interviewer really wants to know and what information they should include. 

Eleanor dreaded this question. When it was the first one asked at her interview, she fumbled her way through a vague answer, not focusing on what she could bring to the job. 

"I'm happily married and originally from Denver," she began. "My husband was transferred here three months ago, and I've been getting us settled in our new home. I'm now ready to go back to work. I've worked in a variety of jobs, usually customer service-related. I'm looking for a company that offers growth opportunities." 

The interview went downhill after that. She had started with personal information and gave the interviewer reason to doubt whether she was an employee who would stay for very long. 

· She's married, and when her husband gets transferred that means she has to leave; she did it once and can do it again. 

· She has some work experience with customers but didn't emphasize what she did. 

· She is looking to grow. What about the job she is applying for? Will she stay content for long? 

The secret to successfully responding to this free-form request is to focus, script and practice. You cannot afford to wing this answer, as it will affect the rest of the interview. Begin to think about what you want the interviewer to know about you. 

Focus 

List five strengths you have that are pertinent to this job (experiences, traits, skills, etc.). What do you want the interviewer to know about you when you leave? 

Eleanor is strong in communications and connecting with people. She has a strong background and proven success with customer relationships. Her real strength is her follow-through. She prides herself on her reputation for meeting deadlines. 

Scripting 

Prepare a script that includes the information you want to convey. Begin by talking about past experiences and proven success: 

"I have been in the customer service industry for the past five years. My most recent experience has been handling incoming calls in the high tech industry. One reason I particularly enjoy this business, and the challenges that go along with it, is the opportunity to connect with people. In my last job, I formed some significant customer relationships resulting in a 30 percent increase in sales in a matter of months."

Next, mention your strengths and abilities: 

"My real strength is my attention to detail. I pride myself on my reputation for following through and meeting deadlines. When I commit to doing something, I make sure it gets done, and on time."

Conclude with a statement about your current situation: 

"What I am looking for now is a company that values customer relations, where I can join a strong team and have a positive impact on customer retention and sales."

Practice 

Practice with your script until you feel confident about what you want to emphasize in your statement. Your script should help you stay on track, but you shouldn't memorize it -- you don't want to sound stiff and rehearsed. It should sound natural and conversational. 

Even if you are not asked this type of question to begin the interview, this preparation will help you focus on what you have to offer. You will also find that you can use the information in this exercise to assist you in answering other questions. The more you can talk about your product -- you -- the better chance you will have at selling it. 
· Nonverbal Communications
It begins even before you say your first word in an interview. By the time the interviewer walks toward you, an opinion is already being formed. There you sit waiting to spew out your answers to questions you've prepared for, while you are already being judged by your appearance, posture, smile or nervous look.

A study done at UCLA a few years ago revealed that the impact of a performance was based 7 percent on the words used, 38 percent on voice quality and 55 percent on nonverbal communication.

Look back at speakers or teachers you've listened to. Which ones stand out as memorable? The ones who were more animated and entertaining or the ones who just gave out information? This is not to say you have to entertain the interviewer (no jokes, please), but it does mean the conversation should be more interactive. If you say you are excited about the prospect of working for this company but don't show any enthusiasm, your message will probably fall flat. So smile, gesture once in a while, show some energy and make the experience more pleasurable for both sides.

Nonverbal Pitfalls to Watch For:
1. The handshake: It's your first encounter with the interviewer. He holds out his hand and receives a limp, damp hand in return -- not a very good beginning. Your handshake should be firm -- not bone-crushing -- and your hand should be dry and warm. Try running cold water on your hands when you first arrive at the interview site. Run warm water if your hands tend to be cold. The insides of your wrists are especially sensitive to temperature control. 

2. Your posture: Stand and sit erect. We're not talking "ramrod" posture, but show some energy and enthusiasm. A slouching posture looks tired and uncaring. Check yourself out in a mirror or on videotape. 

3. Eye contact: Look the interviewer in the eye. You don't want to stare, as this shows aggression. Occasionally, and nonchalantly, glance at the interviewer's hand as he is speaking. By constantly looking around the room while you are talking, you convey a lack of confidence or discomfort with what is being discussed. 

4. Your hands: Gesturing or talking with your hands is very natural. Getting carried away with hand gestures can be distracting. Also, avoid touching your mouth while talking. Watch yourself in a mirror while talking on the phone. Chances are you are probably using some of the same gestures in an interview. 

5. Don't fidget: There is nothing worse than someone playing with his or her hair, clicking a pen top, tapping a foot or unconsciously touching parts of the body. 

Preparing what you have to say is important, but practicing how you will say it is imperative. The nonverbal message can speak louder than the verbal message you are sending.
声明：本资料由听力课堂网站收集整理，仅供英语爱好者学习使用，资料版权属于原作者。

- 82 -

_1073733514

