T hiX

LK

RV AHE X Y

AR N B H rL




7 IR
T2 R i

E - N ) 3

3 4m A KRBRAT

% A kUM RBEMR
TRBRAT RBRME
M E OBRFEL

WMo AR WO A



TEHE: B W
it B %

LHAXKIE
(#7 A
EE N 3 3
Bl AR R
MEARMBA LR, £
(KUTHRAREH 78 5 M4 : 410006)
MEEHERBIELY HIRAREER T R
2001 F 2 A5 18 WEPR)
FA . 8501168 1732 EPdk:. 15
F¥: 427,000 EpEk: 307,501—312,500

ISBN 7—5438—0259—7
H-8 E#: 17.80 7T




R

I3

on

HMBRIMEH GHEALEME . BEEM, EIERBES
HHIA, EEMHERT, ¥JFXRETHHE L. Hik, ##H
HRE BIMEB N — N EERT, '

R. R. Hartman M F. C. Stock 44 F M (EF 5155 %17
) B EBFHE BXK: “RFHEEKIERIME N LI HE
WHLERE B RAME, EFHEE-INZEKR. ZHEE
MHEEREY. REWNBE, TE—-MATH, BEARNNAE R
BT H. HEW, WRKEBETFEFN LN, A% FRAMELN
BISMERENC . BRM, AEEMRSE. BEEEMN, HEF¥. &
i NEHASFEAFENERES. fARA—B, E5#H
FRTESTER.. FERERLES, MBFE, HEk. Wik
S, FERREHFEAREEESEL, YERBRTESA—
BB AW EEER, REENNE LN IS Ta Mg
B, BB RAFRERB L EY HEETLE2ENE S,
EEY. AFFEZMEROR2EILY

BEHEMBRE, 1EXIESHENLIORT) &S T
B ZRREMZEEE, Bik, ANEINE B840 BB T
£, BRI R AR YR R T 00 B0 R 2R TN TN TR 10 T Sl B A L
Th, ARG R Y R AT I R R . BEOE S B K AT R e Al
ZUES o

XER CEAARKE (9 F ) E2ANBEELRRE
Mt ERER . BRAEFRKMIHAR: IEHBROEEHE,

MEHBS=ZRES: WS, 104E; HREIE, 10iF;

. l o



BaLlE, 101, S—EHm s WadAR: 1. 315, 1.8
Fiky:, I1. A48, V. 2%, V. HA5EE, 1. XkES
AR, V. 43, 1. EXSEEL,

BERBABEER. AR AEE. R & & A5
4y, RMEARAXZFHFEERITN. BEBHERET BT
e, MHTFHAMEZE, ROAHERBET, BlAHRE
AREREE, BUAET AT, SRTHHIHS: 1. H
w, I.\ARIEEAMNG, 0. BREN, AR, HRE
BEREHEMZE . .

RIETh AR R, ATBESHTRR. B35 0ERE A
FEXR. — R, = 8, =, B4, W, He. B, O
W, R, Bk, A, BEEMIEAE, b, BES5ELC, A, B
BFEE,

Wik, REFKE, WAESHAEHRMEREE, fiEs
MIThEEME R AT BR . ZEREAI % EIRIES NS IAN> BTG
B =, RS THREEFER: =, RASHMBHIE,; =,
FRERAERASE; W, RES5KAEXSE; . HR;
AN HZ. ETERMIETE, HENEARE. 1989 £ 5K
(BEYREEL VM BEERE M) FIh 7 Kk, 3t
SSATH . 86 FEMICHEAI AR (KREWIEHE RN FH 18
KIG 74 A54T, BRKAIHWTE, HREAWRENSS
R, —WEGHEENT ERRAAE RN, B, DEHRK
WRESE, HEEH 10 MIEAXZEFED MM EBMTE, L
RS ERGUEMTHHR, EMELOTE. WEXE, BHR
SE o .

R, R, ERXEGE, MEGREEREKERNY
W R A . A FIR, —REMEEAN, —BHE, WRE
BRI, REWLBRMIESEHMIBCESE. Bikga, 0%
WLE | RATERIER . MR AXSSE HEEWTREELR



MANE., BEEMREBLEE. DEHBPHERSE 10K,
210 M LM EGRGEHNETE,

BE, REDEBEAWENMER, S —-BRBESMFRE
SFALK, —BMESXIINKEE. —, HLE; =, 50,
=, BE, W, fE, £ RE, N BMEBOE, B XR,
AL R, BRRESSRBEBEREMRX, Bt LAWY
KAWKREER ST, AHOEHRE, MREHEBELSTBEZ
B, fE IO AXEHFEPEFHANKES, FRESSE,
XL, REAE—-BRGE, BTRERELETE.

B, WESERZAXRER, AERKIBESHHAT AR
FY; EMEARBE LREWESEMWE5ELER, BEHE,
BRI EEREEMBEARLENHANRS, BE5THR, B
HRE, B—RuHIAERAREE KRR A,

HEXBRER, £8—-RS8TH5 5. HASEENRRE
SXMERERFHTTLENNRER R, HLIEE, Kk
Y, BERX. . FFERZS; AHE, BHREEMAXZER
mER, REER. UBSESNTL, BATAREKRYERE
%, EXBSXeEBS, AHNAHENHRS S,

REEMBS¥NWEESRE=: —. BEMiES, PAEA,
ZLOEOERSG, =, BlmEK, DR, AEENRITSHEE,
RABBTEXZASR, DIEHBENEERIE., BE48H, &
W, MEEHEMRARAERARG R, RBEHSE, BRE—
BN BH, EORG, SEMBEIE. 0GR —3 5
HRULET, FELRAHERE, BRI P ABEL, M
X S BRA RATBRE .

ATEFEIFER, FEIFmE I T | EREIE IS HNE
AT AR, MEFREWOTE,

—, EREINIR, KBRENEE, —5—%, BFH
#Ho FIEM—FMIET, BAULHTEFRHESHA, 20—

.3.



AE BG5S EhL, R d., WEEEFR L. G. Alexander 4
EBEEIERAS=FKFEN

Nothing should be spoken before it has been heard.
Nothing should be read before it has been spoken.
Nothing' should be written before it has béen read.

RELKEN, HEEIIMEMA, BHEE . B R—EER T
Ry, BENE SO ASHELNERRF, BARMNIZE
FlM, PEYEE, NNFSYPIFHRESIING, FkEEl, E
SWET 5, BBRANMERRHALLD, Hbh—MREENE
E R T A S IR .

L EERMASHENER. SRANBA, MTEIGEH
BEEBAXRD, RIESAE S, MARKTESHWAE (the
language itself, not knowledge about the language), J&#% AR5
EHRETUARLEMRT., BEMN ., EFFRIEE2T—K
e, MWTAHE . B . SRS .. REEFHFF1iES RIEHER
MBEBH, FREEBESTHRERT—I1IES. HIIMNEHE
WHER, TG SAS K ERMARD . B AKRRIK, BRINE
KIRBENEN T AN BERE. EABRENBA, I ELE
AR, MEEENMAEREE, BALH . SFESNE
BB £, ATREAMNBA, THBEREGE L.

EFEERMASHHMNEG. FHBENE AL KR EH#
7o RKWE, BAGHMMBERAMERBERNE, B “TH” &K
“WE”; SEBRBERSEEFAREBERE, B “HEAK" & “4%
M7 FIETUNRFEREIT G, TUNEGRFR, &0
£ TR R CBRT, BREFYVRBIERE. TN ESF
W, Sl “HEAKHET R ARET, REREL “Fi =
KR, UK HEHERHAXZFEZM,

. 4 .



M. ERASH AR, AR R R,
DSBS, BRSBNE AT, EENEMESR,
K SR T PR L ST SR AR IS B R, 22T H AL
RIEEC WS, Aok, BHEEISHANE. i,
NGB, FHERI—F, 23 H0 2T S — MBS,
S LMBTRMELE, BEISHEALEN,; X ASME
HENBFE, AT DA RIS 2 3 5B R E A, U E B
WEZFPRBICEE N EA L,

. OEEBAMEE A, ARG S FRONE
M. YEREH, TSR, WALl @2 6 7
HHTURA IR RE I AR, LTULHEERET T,
AT B R AT, WAL A E . R R,
WEM, MFEE. BURERFOCELMGA, QEBEHE
BRE, GHAERANEAFTRALAL. 0, BEAZIEES
SBBHRLERIEE— iR, 10 FAIA 34 b A AL 4
ERUESRES EHTRRT; B, BEEREE, 2 TEESE
FHORIAEIEG], R EE, — S A R A 7
*.

HE—ITES, BEENTE. BT HE, BESHRER
EHGERE. SFE, 2IESTHEEN. RERE—K L
FE. FIL, B0, E20aRh R, AR E
%5, WEU, EHANLERIEE, EHHO3EET KH
A, AEEERHZS—TES.

HHREMBESRE, AUk AERFIERL ARIE,
FAVEIE B IR S, L AROE BRAE T A, 95 IR D R S
------ FISUE IR MG . R ARNPA R : —. JERFT4
MRAE S RAIES, HIBER R MINES %2 O,
AU REE, EREERHR., =, UDRMNIES HEEM A
MMIEE, M ETE, DI R A A2 S Kk

. 5 -



5, MAZETER, ZHEIFIERT

L. 3002 3
1999 4£ 2 A



B R

Book One

Spoken Expressions
NREFEOEF

i

Greeting ,‘5”& ( 2 )

1

2. Introduction ﬁ’?’& Sreeesrssasiiii e (1))
3 Appointment g/.]% Seerseisesiiie e (18)
4. Invitation BEIH corererer e (27)
5. Apology TEFR covver e (35)
6. Complaint BB +++eveevevrerrmmeiiiiniiniiinn e e iee (43)
7 Compliment f;‘ﬁfﬁa Ceereeniiei e e (§])
8. Congratulation *R"j‘i’ teseeraceenas ceereesieiii e (58)
9. Gratitude ’E‘zlﬂi (65)
10. Asking Directions I‘EJ% (74)

1. Hotel Bﬁjﬁ cesacescrcannane (82)



o 00 NN O L AW

10

\Om\lO\Lh-lkb-)N'—

10.

T

- 2 .

Shopping A B R PR TR (91)
Banking R 4T - (100)
Travel Agency TEETH: seses ssoom exprss vuasss ssmsun sswons svwwns (110}
Customs % - (118)
Bus & Taxi /\;/ﬁ\:ﬁ$ﬁ]thﬁ$ e (126)
Airport fiii %5 - (136)
Railway & Subway %%Wﬂﬁ@( (148)
Dance 4 - (157)
. Hospital BEBE ++vereer e - (165)
. Weather & Cllmate %fs\:.........................-.......--.... (176)
Food and Cooking % - (184)
Clothing and Tailoring filt % - (193)
Housing and Furnishing %‘{E (202)
Health and Medicine Eﬁ%{@ retresssi e (211)
"Telephone Hi i - (221)
Holidays and Festivals 5B H -+« cecovneeverernnecnnnnias (229)
Sports and Exercises iz &l #1 fi & - (238)
Social Customs #t£: K45 - - (248)
Environment ¥3% - - (258)
Book Two
Written Expressions
NERIBEEE
General Introduction 25 -+ - (268)



[ . Making Your Letter Attractive {# $3{57h R E RHK 5| 1

. - (269)
. Format of English Letters #3C {5 B IEM#EL  -o0eme (270)
IV. Structuring the English Letters ¥ L B {5 MIZ5H -+ (276)
V. Clear and Unadorned Language & Wi M AbEHIES - (284)

V. Addressing an Envelope f# Bk coroeeevereeeeeaeeee (286)

1. Letters of Greetings, Congratulations and Thanks [7] &
1= . mﬁfgﬁ@%fg Sresereisniiiie e (20())
2. Letters of Invitation and Response i B 5 & 8-+ (303)
3. Letters of Application and Employment H {5 53K H{Z
mecoem vimcoms vassges i RS
I . Applications for Entry to a College % H i {5
- (315)
I . Application for a Job and Replies 3K R {Z &
. Letter of References ﬁ»gg{%‘ (336)
. Recommendation ?‘Eﬁ{‘é‘ (341)
. Résumé JEJTFE o oovrervremren e (344)
VI. Letter of Resignation #FHRfE ----ocrereeeeereinns (349)
4. Letters of Consolation, Condolence and Apology %t 0] {3 |
BRASFEBLS o oevrrrrereerere e e s e e (352)
5. Letters of Request 1%;}{{%‘ Sreseessiie s (350)

< =2 =

1. Establishing Business Relations B .5 5 £ & --oo-- oo (366)
« 3



Enquiries and Quotations W& S Hr ----oroeoeeeeeeeee (374)
Orders and Replies TERR e (393)
Packing and Dispatch @%ﬁ%@ (408)
Payment and Collection ﬁ'ﬁl—i%l& (415)
Complaints, Claims and Adjustments #&1f. R -5 3
cessensses (431)

2.
3.
4.
5.
6.

1T . General Introduction ﬁi& (444)
I . Classified Advertisements 432745 «oeveveeereeeens (445)
. Display Advertisements B HHEEQ] & ---oeveveeeee (452)

éﬁ%lﬁﬂ (469)



Book One

Spoken Expressions
NRRBOEB



Part | Functional Expressions

DERIE

Lesson One Greeting [G{&

A good beginning is half done, as the proverb tells us. An
attractive conversation and a long-lasting friendship are so frequently
started by the first “ Hello” that people attach considerable
importance to the way of putting it. Good intention and
appropriateness are certainly the key to a pleasant greeting while
social fclrn_mla.s are the basis for a foreign language learner to start.

Here are some social formulas and examples of applying them which

you may find useful in your daily life.

Fancy meeting you here.

Haven't seen you for ages, Anything new?
Morning! How was your weekend?

How are things with you?

How are you doing?

Good evening! I'm so glad you could come.
How nice to see you again.

s 2



Fine, thanks.

Could be better, but not bad.
I'm just great, thanks.

I'm all right, thank you.

I'm extremely well, thank you.

(1) Hallo (Hello, Hullo), -
(2) How are/is*:-
(3) I'm-*- thank you. And you?

(4) I'm---apart from---

(5) Everything is *-- except-**

Dialogue 1 How are you?

John: Hi, Dennis.

Dennis: Hi, John, How are you doing?

John: I'm doing fine, thanks. And how are you these days?

Dennis: I'm all right. Almost everything is great except the

weather.

John: I can understand. The weather here is variable. You'll get
used to it.

Dennis: Mm-hm. I think so.

John: Oh, excuse me, I must take that way. See you tomorrow.

Dennis: See you.

Dialogue 2 Where have you been?

Paul: Hello, Jenny.

Jenny: Hello, boy. How nice to see you again! You look very
s gl



well.

Paul: Thank you. Where have you been?
Jenny: I've been visiting some friends.
Paul: Where exactly?

Jenny: San Francisco.

Paul: How was your trip?

Jenny: Eﬂlm Where did you go?

Paul: I went back home and stayed with my parents.

Dialogue 3 I'm not feeling very well.

Anne: Morning, Philip.

Philip: Morning, Anne. What a nice surprise!

Anne: You've been off work for two days. Are you ill or
something?

Philip: Yes, I'm not feeling very well.

Anne: ['m sorry. What's the trouble?

Philip: I think I must have eaten something.

Anne: [ hope you soon get over it.

Philip: Thank you. I'm much better now.

Dialogue 4 What's the good news?
Maria: Good evening, Mrs Anderson
Mrs Anderson: Good evening, Maria. Come in. I'm very happy
to see you again.
Maria: I'm very happy, too.
Mrs Anderson: I've got very good coffee. Would you like one?
Maria: Yes, thank you.
Mrs Anderson: It’s been:-er-:-three years since you graduated.
Maria: Yes. How’s everything, Mrs Anderson?
. 4 .



