Contents ( Vol. 1)

Preface (
Unit 1.
Unit 2
Unit 3.
Unit 4

Unit
Unit
Unit

Unit

3oy =t O

Unit
Unit 10.
Unit 11.
Unit 12,
Unit 13,
Unit 14,

Unit 15.

FE | parteprossenms ver LA60 SEGE fuE SRDE wEw § w5 wwEy ey LEOE 1
Inthe Office ( ZEHENER ) oot e e e e e 1
Document Processing: Petition ( L EFEH © FE&EE2 )., . ... ... 7
Budget and Expenses (FHB B ) oo oot 19
Salaries and Allowances ( %7 7K & & It )
.................................................. 25
Interview foraJob ( SRERTIER ) .. ... o 35
Positions Available (I) ( BER A (T) ) o v iiii et 47
Positions Available (I1) ( BFR A (T[) ) oo o v v i 57
Occupations (1) ( BRZE (T) ) oo ii e 65
Occupations (1) ( BRZE (T1) ) ..ot 71
Personnel ofaStore ( FHIEAI AT ). ot 77
Personnel Reshuffle ( AZEHEFE) ) ......... ... ... .. innn. 87
Finding an Agent ( BAREREE ) 95
Sole Distribution ( B KR E ) .. 105
Discussion Between the Principal and the Prospective Agent
{ RIEFERERBIER T ) s anssns suns suvs spwsnnssseinms 109

Cooperative Plan in Manufacturing Automobile ( A @;ﬂé RHEGHE ) .21

B

8% (£

Unit 16.
Unit 17.
Unit 18.
Unit 19.
Unit 20.
Unit 21.
Unit 22.
Unit 23.
Unit 24.
Unit 25.
Unit 26.
Unit 27.
Unit 28.
Unit 29.
Unit 30.
Unit 31.
Unit 32.
Unit 33.

Buying an Automobile ( i H R Ve i R T W s S 127
Enquiries about Financial Status ( S RIBAEARDE ) oo oo v i 131
Enquiries about Merchandise ( SRS, ) - rrorrr o 139
OnConsignment ( EEEE ) .. oo 153
Improving Poor Sales ( WEARBHERI ) ... 161
Declining Requests for Lower Prices ( itE & F&RE ) - oo v oo v v v 173
Orders [ ZTEE) o vmme wmn s oo s as gmpy sma cmme vmmt § 65880 183
Cancellation of Order ( BRIEETE ) .ot 195
Fluctuating Prices ( JFEDATMERE V. oo 205
Complaint about Late Delivery ( NfRiEEAE ) oo e e 213
Complaint about Packing ( RJEALEE ) .. ..o 20223
Claim for Theft and Damage ( YR EHIBEMRE ) ... ..o oo 229
Complaint about Poor Quality ( BRER GBS V..o vv e 239
Deferment of Payment ( @Efﬁﬁ‘%‘ﬁ ) ......................... 251
Invoicing ( BHEEEL J o cmonmmes b s i oo o RIS BE R 261
Settlement of Accounts (1) ( FEBR T )....... S T T 269
Settlement of Accounts (1) ( FEBRIL ). ... 275

Engagements ( ¥5  & ) ... e 283




