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June 11, 2012
   
Commlink Industries, Inc
123 SW Avenue
Orlando, Florida 32826
commlink@email.com
   
Mr. Liang Le
Wong Co., Incorporated
Mandarin Lane
Beijing, Peking 


Dear Liang Le,

Commlink Industries, Inc is proud to introduce our newest widget, SPARK-LED.  SPARK-

LED technology allows a minimum use of electricity to charge and power a single LED for up to 

twenty-four hours.  We are extremely interested in marketing this new breakthrough in 

technology to your country.  In our marketing research, we have learned about the expanding 

energy needs of China to be quite extensive, and we believe we have solution for you.  We at 

Commlink Industries would like to schedule a formal business meeting where we can give a 

technical presentation to Wong Co. to demonstrate just how amazing this product is, and how it 

will reduce all your energy consumption now as well as into the future.  Commlink Industries is 

prepared to stay in Beijing for as long as it takes - there will be no rush on the decision making 

process, so please take your time.  Please accept this Cross Writing Pen as a token of our 

appreciation for your consideration of SPARK-LED.  We look forward to hearing from you.

Sincerely, 


Commlink Industries



Internal Memo on Etiquette

This memo is for our business personnel that will be traveling to Beijing.

China’s culture is not like American culture. It will be necessary for all business personnel (that 
will be involved in the SPARTK-LED business trip) to learn some common etiquette tips. 

Please see the following:

               For our female travelers, please avoid high heels and short sleeved blouses, 
               as the Chinese frown upon this.

               Everyone may wear jeans, just not while attending to business.  Please 
               make sure you are following our normal dress code policies while doing 
               business.

               The Chinese decision making process can be extremely slow, so please
               be prepared to wait however long it takes.   Do not rush them or make 
               them feel like you are in hurry.

               Always allow the Chinese to leave the meeting first.

               Please present and receive any business cards with both hands.

               And finally, it will be your responsibility to learn a working knowledge
               of the Chinese culture.  So begin this process as soon as possible before
               the trip.


Knowing About Global Business Etiquette

Learning about global business etiquette is important because it can be the difference in making 

a business deal work, and losing a business deal because you offended another country.  

Knowing about global etiquette also displays to other countries our level dedication and respect 

for their culture.  This knowledge will only benefit us on the global business stage.  For the 

topics of Macroeconomics, the terms and coursework will revolve around global economies; not 

just America’s economy.






































                                                                   References

Cyborlink.com (n.d.).  Business Etiquette, Culture, & Mann. Retrieved on 06/10/2012, from http://www.cyborlink.com/.











