BTEMPIR & e

Amanda Crandell Ju &
AR 3

a2 K a2

FOREIGN LANGUAGES PRESS




@ﬁ&ﬁma
) FOREIGN LANGUAGES PRESS



BRERER (CIP) HiRE
[ 95 A S O 3H 100 R SRR (38) B (Ju, ALCo) & 1T FRHE
—dEmt: ShICHiRA:, 2007

(R EBRA)
ISBN 978-7-119-04743-0
[, N.FE... ... . B% -%iE- 0% V. H319.9

H [ R AR [T 54T CIP Bl Ry (2007) 5 023635 %5

W R i A
HEEIEE=0OIE 100 =/

1& ZF  Amanda Crandell Ju (3)
B R

BERE FHERX L X
HEZIT 40 A
ENmIE®l i b

©Fh 3 H At
HAREAT Y L
i gE P EAR TR I K B 24 BEEL4RES 100037

4 I bip: 7 wwwldlpeeonien

B 3E (010) 68905064 68995883 ( ik )
(0101 68995841 -68995852 (K FTR/ 7] Hisha )
(0T 68320579-68996067 (S 4475

B-FEHE  inlo@p.conenssales@fIp.com.en

Ell oAby v B T

Zé l{_ff]’ )ﬂl_{it' ,/.Jll{ 2 l’,l‘ >’& lli}|]1
FF A 16 )l En 3 25.75
En o 46001 —066000 Hf =z # 360 T'1

,Ii o \IC

BE % 2008 L MEE S VIR
B2 ISBN YTRT7-119-047430
E e 39,00 .

SNEAEH TS R
NI AED IR A RERE B



Amanda Crandell Ju
T [ P 7 95 USRI A A 24
CLOLNAZY S o 3 €A
WHRIAICHZE L, GHLH
TIHG, AU S,
EKEES BB T#%
UM EHSmMEIH: &
B T Em a8 R,
FEEER XL, FENE
ZSNEEE B s H
BB AT LR




BRI BR A e - e

Siihaik | Gk
A TR

0_13@ a 50 '

jEi3 el
50 ¢

‘ 100 Toplcs . 1 100 Topics
. for Daily ﬁ

for B
Situations = Sltuat]ons

BRRIE
EveHa RNt
100 28 7

T nennil

REBOCYGBEA STUDO

ﬁﬁﬁ&ﬁ a4t Hitits | \Ta6T0se

hongshlyue @Vvip.sina.com




SRR AT AR B B RCRTBIR F AR, U R %R B RS
AAIE — B ATE

RS EFR O 100 14

ANT6 FF, T 39. 00 T, BMIE mp3 G

100 Ngrg:, 200 B AHiE R B A A4 LE, 7% Amanda Crandell Ju £
FENHER SIS, WHHENIES . £aniil, LaMs T8/ AELE R
A A XA R ARG, A BRSO S B R R,

AEFEE R DIE 100 3

AN16 JF, A 38. 00 o6, B mp3 8

fE# Carol Rueckent RRIRMBIBHFELTH, NIRAXL LT LEHESE. it
J 100 4355 200 FEAHEMBURIL T Y F R BN LA, METEERSE
LA EE AR Wi, RBICET KBRERHNDIBRIKE,

N

B EIRER ST 50 £/
K32, EH29. 007G, MY mp3 Hfk
RIER AR 45k T IRR, BT, R 0 BB

fE# Martin Boyle TEE K EZHENFRFEHE, BMULE. 5T X
ol TR R E MR Ry, BERRERFESEREET .

RKifimigk R E Sk 50 F8

AN16 FF, EMY25. 00 g0, BT mp3 LfE o

A LUK MR 315 o SOy 7 5 I R Rt ok . TR S0k
R T e, B R BT & P90y AR I B 30tk HE B A%
B A B —FhE '

i FE GRS A 100 28
100 i ©NI6 T, EH25. 00 0, BHEE mp3 oA o

g AR LR & FAY SR EME IR Y . xS AR . kR, B+
B E SR MATE R I R4 OB &Rk . /EH Nick Stirk 5y 3 [¥ 01
IR R MENG K7, EhiEE R @SR E T

FiBGRE H Sk 50 1

JN16 FE, EAT 25, 000, M mp3 Sea

AR RERF F BT T IR I 35 B, E# Jessica Robertson #1 Liz
Carter [\ 1 ZEFE FHEER . SHESS HA B M S MEE R ESEE . 7IA
AR, FIRHCE T KEEF R DERIAE,

JEENG IR A 50 £ .

N16 H, EAM 250 00 JG, MM mpd & s

: ARESY S F O RATEEE R, SHESMEREE . WameE, &
‘ FEMNE BN EE B RERE DIBERIAE. £4 Graham Paterson &k
é HTTRRIMGE @ AR, SRR 018 & R P




Preface

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

Miscommunication can destroy a business. This book helps prevent
those miscommunications by giving readers the tools they need to im-

prove their English level and fluency.

Readers will learn naturally, easily, as they are guided through a rich
variety of dialogues set in a wide range of business situations exploring a
diversity of topics. Because verbal communication skills are especially
vital in business situations, this book focuses on patterns of spoken and
even some vernacular English, the way people really talk in the English-

speaking business world,

Experience in actual spoken English as presented in this book gives read-
ers the advantage over those many non-native English speakers who de-
vote the bulk of their language study to memorizing vocabulary lists and
reading texts, leading to what is sometimes called the “ Memorized

Textbook” syndrome.

Studying spoken English really can be easy, even in a fast-paced and de-
manding world. Take this book with you on the go. As each dialogue
is independent of the others, you can study them piece by piece. Take
the 15 minutes you’re stuck in traffic to read a topic. Carry it with you
on the subway. Squeeze in a few minutes here and there. You’'ll be

able to improve not only your English, but your ability to communicate.
Good Luck!

Amanda Crandell Ju
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Useful Expressions £

Faxes
I 2=

BegINNer - --m- e e
There are time sensitive matters with this case.

[ am afraid | can’t wait any longer.

I am beginning to think he’s trying to avoid me.

Try to get a hold of him again.

What if I can’t speak to him directly?

Ask his secretary to fax them.

How do 1| find Martin’s fax number?

I'll email you their office number later today.

I need those briefs ASAP.

I guess the fax machine is out of paper, too.

Intermediate -----------rroroooo oo
Can you have the briefs from the Anderson Firm’s lawyer on my desk by tomorrow
morning?
Getting those Anderson briefs has been harder than you can imagine.
Give him a call and see if he can fax them first thing.
Have them faxed over, with a copy also faxed to Martin’s office.
You can also call their office and ask the secretary to give you their fax number.
I'm waiting for some urgent faxes from headquarters, I'm pretty sure they came in last
night.

Everything that came in off the fax machine last night is all on your desk.
If the copy is unreadable, I'll call them and ask them to refax.

These copies are so dark, I can’t make out any of the words.

Advanced ------cooomnn e
[ have tried to .contact their lawyer many times, but every time I call, his secretary
says he’s in a meeting or out of the office, or away on business.

You know, I think the fax machine is out of toner, I can change the toner cartridge.
It looks like the fax machine ate half my important faxes, and the ones that made it
through are so blurred or too light, they're unreadable!

Don’t worry, I'll have someone look at it this afternoon, and in the meantime, I'll
have your documents re-faxed to our other fax machine.

Yes, but this one will have to be re-faxed as well. And look, there’s about three

pages missing |
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Day-to-Day Office HEEE

- Words

brief Ak

matter @ &

case EF

avoid B, Hil

highly %

possible TJEERY

deadline BZ2HAMR

secretary B

fax £H

directly EHiE

rolodex BRAKRZH* (AR
BRERR. HUFNBIES
BrFUBEHFR)

urgent E&p

headquarters 2 &8

blurred #EHIMY

copy BEX

unreadable REEMIIERY

re-fax BEREHE

barely JLEXR

toner &R

meantime [&] A

document 3%

Phrases

time sensitive B EB&RF

toner cartridge 8@k

quite a few fR%

can't wait any longer F#%
AA
. than you can imagine tt
RERE -

stand a chance H¥l&

get a hold of %3

first thing 7%, B L

fax over FEER

geton it FKILh

ASAP ( =as soon as possi-
ble) RETRERH

pretty sure M EE

come in &Lk

off the fax & f&idk

take a look F—T
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Dialogue 1 ----------- R
Can you have the briefs from the Anderson Firm’s lawyer on my desk by

tomorrow morning? There are quite a few very time sensitive matters with this

case. [ am afraid I can’t wait any longer.

: Getting those Anderson briefs has been harder than you can imagine. I have tried

to contact their lawyer many times, but every time I call, his secretary says he’s
in a meeting or out of the office, or away on business. I am beginning to think

he’s trying to avoid me.

: That’s highly possible. He knows if we miss our filing deadline, we don’t stand

a chance to compete against them for the bid. Try to get a hold of him again.

Give him a call and see if he can fax them first thing.

: What if I can’t speak to him directly?

: Ask his secretary to fax them. It’s the same thing. Have them faxed over, with

a copy also faxed to Martin’s office.

: How do I find Martin’s fax number? Is he in your rolodex?

: No, but you can also call their office and ask the secretary to give you their fax

number. I'll email you their office number later today.

; Okay, I'll get on it first thing.
: Be sure you do. I need those briefs ASAP.

Dialogue 2 ---------rmomermmes oo

: Did you put this morning’s faxes on my desk? I'm waiting for some urgent faxes

from headquarters, I'm pretty sure they came in last night.

: Everything that came in off the fax machine last night is all on your desk. But [

noticed that some of the faxes came through pretty blurred. Maybe you can take

a look at them. If the copy is unreadable, I'll call them and ask them to refax.

: Yeah, you’re going to have to call them and get them to be re-faxed. These

copies are so dark, [ can’t make out any of the words.

. What about that one?
+ This one? This one is so light I can barely read it. How can that be?

: You know, I think the fax machine is out of toner, I can change the toner

cartridge. That should solve the problem.

: Yes, but this one will have to be re-faxed as well. And look, there’s about three



