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'Business Conversation
’ o, ¢ 2 + A

- Unit One (AEFEIEIE)

|

Py

1.1 First Day at Work ( EIIE—X)

1.1.1 Warm-up exercises (SLHS))

Listen to the following conversation. Try your best to understand the lines. If you miss anything,
that’s OK. The purpose of this passage is to help you get ready for the activity that follows. ( FHI{R
R 8] —Boih, RErEAE. mRFEITITAHA, BAXR, XBAERHBULEZ
LR B R ITE S #E % o)

Answer the following questions:

(1) Is Jenny new around here?

(2) Has Mark been here for long?

(3) Is Jenny friendly with Mark?

Learn how to...
Greet others
Introduce yourself
Introduce others
Ask the speaker for repetition
Say thanks

1.1.2 Listening & speaking (0ff0iHE)

Michael gets up early in the morning and goes straight to General Computers. Listen to the
following conversations when Michael starts his first day of work. (Michael F-F-HiEEIR, A J5 H 7
THA A E . T E BN 1E AR AEAE Michael 55— RE TAEH.)

Receptionist: Good morning! Welcome to General Computers! What can I do for you?



——

Michael: Good morning. My name is Michael Zhang. | am here to report for employment.

Receptionist: Oh, I see, Mr. Zhang. Please go to the Department of Technical Support at Room
A 201. Ms. Wang is waiting for you.

Michael: Excuse me, would you please repeat the room number?

Receptionist: A 201, the first room on the second floor. You can take the elevator over there.

Michael: Good morning. My name is Michael Zhang. How do you do, Ms. Wang? It’s nice
to meet you.

Lily: How do you do, Mr. Zhang. Nice to meet you, too! I am in charge of the
Department of Technical Support. Welcome aboard! '

Michael: Thank you. I'll do my best.

Lily: Here is your desk, your computer, and your extension. You can take a look
around. If you have any questions, please don’t hesitate to ask me.

Michael: OK. I won’t. Thank you very much.

1.1.3 Asking for repetition (BKTHLOS)

Speaker 1: The conference is at R&D Plaza, Tsinghua Science Park.

Speaker 2:

Formal [ beg your pardon: Could you please say the address again?
Excuse me? I didn’t quite catch where it is.
Pardon me? Could you please repeat what you’ve just said?

!

Neutral Pardon? }{ Can you say that again?

I am sorry I didn’t catch that. Can you repeat it slowly?

Where is it again?

Informal What did you say? }

What? Where did you say it is?

1.1.4 Formal greetings and introductions ([ERORSI48)

These exercises introduce ways of greeting people you’ve just met: (| [ {145 21 4 /1 48 4 fal 72
WK 2 THI I [l g 77 )

1. Good morning. My name is Michael. I'm
from General Computers. How do you do? It’s
nice to meet you.

How do you do? I’'m pleased to met you, too.

Welcome to IBM. [ hope you enjoy your visit.

2.

A: I don’t believe we’ve met.

B: No, I don’t think we have.

A: My name is Tony White. How do you do?

B: How do you do? My name is Chen Yu.

3.

A: Have we been introduced?

B: No, I don’t think so.

A: My name is Wang Lin. Nice to meet you.
B: And I’'m Tony White. Nice to meet you, too.




Unit One

Business Conversation (B & %EiENHE)

Your turn: Practice the dialogue above with

your partner.

Your turn: Introduce yourselves in a less

formal way.

4.

A: Mr. Lee, Id like you to meet Cathy Zhou.
She is our Human Resources Manager.

B: How do you do, Ms. Zhou?

C: How do you do, Mr. Lee?

B: Nice to meet you.

C: It’s nice to meet you, too.

introduce two of

Your turn: Try to your

partners to each other.

3.

A: Well, Chris, I’d like you to meet Mr. Wang.
Mr. Wang, this is Chris Black. He’s visiting
us from the United States.

B: How do you do, Mr. Black? Welcome to
China.

C: How do you do, Mr. Wang? It’s nice to meet
you.

Your turn: Try to introduce two of your

partners to each other.

1.1.5 What would they say? (f{DESLIR? )

1. Kate Lee of Creative Software and the Sales Manager of her company, Alice Chen, are

visiting a business partner. First she has to make a self-introduction, and then she will introduce the
manager to the partner. What would they say in this situation? ({%1% Creative Software 72 &[] Kate
Lee A A #EEMZ R Alice Chen —[RIFF I — 1R ik fl . B % Kate T Z MM A RNH, RIG M
B SR EN A RA . XA FT Kate MiZEATIE? )

. I am from
, Mr. Smith.

? Nice to meet you, too. Welcome to our

Alice Chen. She is

Kate: ! My name is
?

Mr. Smith:  Oh, how do you do, Ms.

company, I have been waiting for you.
Kate: Mr. Smith,

Alice, this is .Heis
Alice: How do you do, Mr. Smith?
Mr. Smith: How do you do, Ms. Chen?

2. Imagine Alex King is visiting IBM for the first time. Compete the following conversation
between Alex and receptionist at IBM. (ff1%iX /& Alex King 5 — K% IBM A A]. € FHl5

IBM il & $65 52 Z [ 3T )

Receptionist: Good morning! Welcome to IBM! What can I do for you?

Alex: ! My name is

. I am the Sales Director of Lenovo

Group. I have an appointment with Mr. Anderson.

Receptionist: Oh, yes, Mr.

. Please go to the Engineers’ Section. The entrance

is at Room B101 in Tower B. Mr. Anderson has been waiting for you.

Alex: X

the room number again?

Receptionist: It’s B 101, the first ground floor room in the B tower. You can take the corridor at

the other end of the hall.
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Alex:

Receptionist: You’re welcome. I hope you enjoy your visit here.

3. What would you say in the following situations? Please write down the exact words. The first
on is done for you as an example. (£ F |37z PRz Lt 42 EHARERRIES PR, 5
EHIBCEBEIRTER T )

a) A receptionist asks what you want on your first day at work.

b) The customer service manager, Mrs. Hanson, doesn’t know Linda Morris, the new export clerk.

c¢) Your boss says to you, “This is Eddie Robison. He’s visiting us from England.”

d) Eddie Robinson says, “I believe you haven’t met my colleague Kelly White.”

¢) You’ve been introduced to a client, but later in the conversation you can’t remember his name.

1.2 Between Colleagues (B==22i8))

1.2.1 Warm-up Exercises (MBSH5S))

Listen to the following conversation. Try your best to understand the lines. If you miss anything,
that’s OK. The purpose of this passage is to help you get ready for the activity that follows. (T [{7
KR —BotiE. RAOEHEANS . RALEABTHAHA, BRAR, XBOHEH H KR
FEALAR AR T RS BT HE A o)

Learn how to...
Say hello
Offer help
Ask for favors
Respond to others’” demands

Respond to others’ help

Answer the following questions:
1. Does Mark want Jenny to do him a favor?
2. Can Jenny do it?

1.2.2 Listening & speaking (0Af0iR)

A week has passed. It seems that Michael is getting on quite well with his colleagues. They call

each other by their first names! Listen to several other conversations between Michael and his
colleagues, and find out the secret to his magic. (—J&idL 2 T . Michael F e RAth ) [F] FHATAH 4k

4
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AR Ao AATTHR AR LA A4 A AR !
bR E R, 4RH i E AFHAR AR ES BT )

X FZ— KRB Wr—Wr Michael A4t i) [5) 35 2 8] 5% T

Michael: Good morning. How are you today? Michael: Morning, Stephanie. Are you busy
Tony: Fine, thanks, Michael. What about right now? I need your help.
you? Stephanie: Not really. What can I do for you?
Michael: I'm fine, too. Hey, you seem to be | Michael: It’s just an English phrase. Where
looking for something. What is it? Is can I find its meaning? I have no
there anything I can do for you? idea where to start.
Tony:  Well, I’'m looking for my Employee | Stephanie: You can check it in a dictionary.
Handbook. Michael: Oh, do you have an English-English
Michael: Oh, I have a copy at my desk. Feel dictionary? Can I borrow it?
free to take it if you need it. Stephanie: Of course. Take this. Here you are.
Tony:  Great. Thanks, Michael! Michael: Thanks a lot!
Stephanie: You’re welcome.

1.2.3 Answering offers and requests (@JIRAIABIIRIIIZRTK)

Speaker 1:  May I help you with the workload?
Speaker 2:
Formal r Thank you very much. ("I really need your kind help.
Thanks for your help.
That’s very kind of you. 4 But I think I can handle it by myself.
(_But I really don’t need it right now.
Thanks. ( That’s great.
2 [ really need your help.
\_ That sounds good. But I don’t think so.

Informal _ But maybe next time.
Speaker 1:  Could you please help me with the presentation?
Speaker 2:
Formal ( With pleasure. What exactly do you need?

It’s my pleasure. What can I do to help?

J
J

That won’t be a problem.

but [’'m afraid I can’t.
but I am really busy right now.

[ am very sorry,
I’d love to help,

{

Tell me what you need.

}

No problem.

Sorry, but I can’t.
\_ Oh, I really don’t have the time.

Informal




b~

1.2.4 Offering and asking for help (3BHR0S7KEE0N)

You often have to turn to your colleagues for help. Helping each other is a great way to build
friendships. In this activity, students practice several possible ways of offering and asking for help.
(ARIFEIFRFEPR M HFEALHFE 7, EHEMEE B AGE . € TS
B, S LM ARSI RFEBI %D

1.

What can I do to help you with the report? Oh, could you please help me with the name
list? Thank you very much.

2. 3

A: Do you need my help with the problem? A: Is there any chance of my borrowing your

B: Oh, yes, I think so. That’s great. Thank you. bike?

Your turn: Offer to help your partner with his | B: Well, I think I can manage them. Thank you
English presentation. all the same.

Your turn: One of you offers help, while the
other turns down the offer politely.

4. 5.
A: Do you think you could lend me some of | A: Is there any chance of my borrowing your
your books? bike?
B: Until when? B: For how long?
A: Oh, just over the holidays. A: Until the end of the week.
B: I'm not sure. It really depends on which | B: OK, no problem.
books you want. Your turn: Suppose you want to borrow the
Your turn: Follow this pattern and try to computer from your partner for
borrow some CDs from your partner Iweek, and get approved.
for 1 month.

1.2.5 What would they say? ({DiJEEL1H? )

1. Ms. Wang is asking her colleague Amy for a favor, and Amy decides to help Ms. Wang in
spite of her own heavy tasks. Complete the following conversation between them. This activity helps
students to practice useful expressions learned in this unit. ( 2z - 4EiE M A FH Amy H—4M0,
RE Amy HOHTEESRE, it B/, TR FTE, XS B 7 2
SERZA o R RE T Ke)

Ms. Wang: Good morning, ! How are you today?
Amy: Good morning. I am fine. . And you?
Ms. Wang: I'm fine, too. I need to ask you . Can you help me finish this short

project report? I am really swamped in writing a cooperation plan right now.
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Amy: . I never wrote a project report before.

Ms. Wang: . You just need to finish the document according to template I give

you. It won’t take

2. Imagine Amy is writing a project report for Ms. Wang, but she finds a form that she
doesn’t understand. It’s her turn to ask Ms. Wang for help. What would they say? Complete the
following conversation between Amy and Ms. Wang. (%48 Amy IE{E RN F &85 — 0 H ik,
B2 Amy KIL—REA RN . MAEMGKE L EHIC T AR LA AWE? e LT
B i)

Amy: Good afternoon, Ms. Wang. right now? I need your help with
the project report.
Ms. Wang: Hi, . Just tell me what it is.
Amy: It’s about this form. What should I fill in it? I have at all.
Ms. Wang: You just fill in the time we spent finishing the whole plan.
Amy: Oh, . Do you have a sample of a similar form? Can I
9

Ms. Wang: Of course. Take this one.

Amy: Oh, !

Ms. Wang:

3. What would you say in the following situations? Please write down the exact words. The first
one is done for you as an example. ({E st PARIZ LA 4 ? FIEIREHKIES F K. B
EHEELBRTERNR T )

a) A colleague asked you to do a small favor, and you are more than glad to offer help.

It’s my pleasure to help you. Just tell me exactly what you need from me.

b) Now the same colleague offered to help you with your heavy workload. You really need that

help right now.

¢) You friend needs you to help her with her paper. You don’t have time.

d) A good friend asks to help you with your bag, but you think you can carry it yourself.

e) A co-worker wants to know exactly what to do to help a customer. You tell her to write an
e-mail to the customer.




1.3 Enjoy Your Work (I&IRIDTI{E)

1.3.1 Warm-up Exercises (MB{53))

Listen to the following conversation. Try your best to understand the lines. If you miss anything,
that’s OK. The purpose of this passage is to help you get ready for the activity that follows. ( F[f]{}:
B B — B G . R EXE AR RAEANFEERTHA, KR, XBOEH H ML
AL T ARG AT B

Learn how to...
Talk about hobbies
Suggest an activity
Invite others to an activity

Accept a suggestion

Decline a suggestion

Answer the following questions:
1. Are they having a party tonight?

2. What kind of movie does the woman want to watch?

1.3.2 Listening & speaking (0ff0iR)

What do you usually do in your spare time? Do you like watching movies? Are you fond of
dancing? Or, are you interested in football? Let’s join Michael in discussions with his colleagues
about entertainment at lunch time. C/RMV A 8] — Rttt 4 ? REXRE BRI 7 R 0k #E s 2
B, REXEERS? LA ] Michael A (1) [RS4TR8 055 (] (8 H, R — IR IR R
TSR 4 I . )

Michael: Good afternoon, Joe. Do you like | Tony:  What shall we do after work?

going to soccer matches? Michael: Have you ever seen a Beijing Opera?
Joe: Absolutely. I am a super soccer fan. | Michael: Well, it is quite different from that.
Why do you ask? Beijing Opera is a unique form of art
Michael: That’s great. There’s a soccer match in Chinese culture,
tonight. 1 was just wondering if you | Tony: I see. It sounds exciting. When will it
would like to go with me. begin?
Joe: Thanks. That would be nice. Can you | Michael: There is a show at 7:00 p.m, at the
get two tickets? Central Opera House.
Michael: I already got them! Tony:  Ah, I am sorry I can’t make it then.
Joe: Great! Let’s go after work!




