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BHEIEOET
the King of Business Oral English

Preface

Do you still have no idea about what to say in doing business? Are you still both-
ered by miscommunication in international trade? Have you still missed foreign business
orders because of language barrier? This book provides you with a variety of real scenes
in business activities, to give you an idea of English communication in real business cir-
cumstances. It will help you develop your own sense of English and improve your lan-
guage ability, so as to become a bridge in business communication.

The book aims to help the readers improve their ability of speaking English. The
whole book includes a total of 9 themes and 34 scenes. Each scene forms a unit of its
own and each unit consists of six sections, namely, Words, Useful Expressions,
Dialogues, Language Tips, Additional Reading and Time for Fun. In Words , there
are all of the most commonly used words and terms concerning the topic. Useful
Expressions provides the practical expressions of spoken language in the scene.
Dialogues give samples of the real scene in business trade. Language Tips explains im-
portant and difficult language points in the dialogue. Additional Reading means to help
you enrich your knowledge of English culture and improve your business skills. And
Time for Fun is made up of a variety of original English jokes, from which you can ex-
perience English humor, and harvest a happy and relaxed mood at the same time of
learning.

Language learning is a gradual process. It requires us not only to memorize the
meaning of the words and to understand the usage of the sentence patterns, but also to use
it naturally in all kinds of daily situations to achieve its function of communication. The
best way to do this is to know these situations as early as possible and to have an idea of
how native speakers use the language, and then to imitate their way of using the language
when you use it and to improve your own ability of speaking without even noticing it.

By studying the scenes, let us bear the words in mind, learn to use English cor-

rectly and improve our ability to speak English and to do business.

Editor
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Daily Business H %45

~

Telephone \

T HEIFLE 4

Can | ask who is calling, please? YRR AL?

Could | speak to Mr. Smith? /May | speak BRI IUS L EHTELEBIFG?

to Mr. Smith?

Fll put you through. BREAREELRIE,

Can you hold the line please? /Can you JE{RERIEERIE, F—S/LFE?
hold on a moment please?

Hold on, please. /Hang on, please./One 5%,
moment, please. /Just a moment, please./
Just a second, please.
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I'm afraid Mr Fisher is not available at the
moment.

The line is busy.

Mr Jackson isn’t in at the moment. /Mr
Jackson is out at the moment.

Could | take a message?
Would you like to leave a message”?
Do you mind if | use your phone?

No, please go ahead.

I’'m sorry for calling you this late (early).

I'm calling about tomorrow’s meeting.

I’'m calling you back.

He’s been expecting your call.

Would you mind calling back later? /Could
you call back later?

Pl put him on.
Mr. Baker is on Line One.
You have a call from Mr. Hill of ABC.

Your party is on the line.

I'm transferring your call to the sales de-
partment.
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A = Operator(#£ R )
B =John( 4#)
C = Richard (#7r)

A:

A:

Hello, ABC Company. How can I help
you?

This is John White. Can I have extension
37227

Certainly, hold on a minute please. I'll
put you through.

: Philip Wood’s office, Richard speaking.

. This is John White calling. Is Mr Wood

in?

:’'m afraid he’s out at the moment. Can I

take a message?

: Yes, Could you ask him to call me at

3645876. I need to talk to him about the
order. It’s urgent.

:Could you repeat the number please?
: Yes, that's 3 -6 -4 =5 -8 -7 -6, and

this is John White.

: Thank you Mr White, I'll make sure

Mr. Wood gets this as soon as possible.

: Thanks, bye.

C: Bye.

A=k
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A=Jim(FH)

B =Mike(FHW)

In this conversation, Jim Smith is the owner of a
small company that manufactures boats. He is having
a telephone conversation with Mike Hill, owner of

a seaside resort.

A :Jim Smith speaking. Who is calling, please?
B:Hi, Jim. This is Mike Hill.

A :Hello, Mike. What can I do for you?

B:I need two boats to rent to guests. Can you give
me a price quote?

A :Let me see. .. Uh, the list price is US $3,600.

You'’re a valued customer, so I'll give you a -

10% discount.

B: That’s very reasonable. Do you have them in
stock ?

A: Sure!

B: That’s good. The tourist season is just around
the corner, so0 I need them pretty quick. What’s
the earliest shipping date you can manage?

A : They can be ready for shipment in 1-2 weeks.

: Perfect. What's the total CIF price, Jim?

A: Hang on . .. The price will be US $8,000 to
your usual port. Do we have a deal?
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B: You bet! Send me a fax with all the informa- B: 4! SRE—BHFEHELFEL
tion, and I'll send you my order right away. R, RELEBTITH,

B: Great! Nice doing business with you again, B. {7 BB XERAGRMERE,
Jim. Bye for now, and say hello to the family HB, BERT,.WREAKEA

for me. .
A: Will do, and the same goes for me. Bye, A.: BR&f, LB REEEREA. B
Mike. m,ﬁﬁo

1. Is Mr. Wood in? REMAMEELERBENAE, XBK in BEIAE, BAMNE,

2. Richard/Jim Smith speaking, Nice doing business with you again, Fl Will do #B
BABER, B2 8IER 2 5 Richard/Jim Smith is speaking, It is nice doing
business with you again, Ml I will do. X TiEPHEREXBARK B, H0)
BB R, Bt ATITEER., EfMEAEOENBRRTE,

3. price quote HHT

4.in stock FER, B EH, £ B, Hli: The shop has plenty varieties of goods in
stock. FjIEAFMAEEEZHFER.

5. around the comner 24~ i&, A[{RIEE FIEHIE, LT # | L BH BIK,
1111 : The hospital is around the comer. E BB fRIT. The Spring Festival is around
the corner. F1EERIE.

6. CIF price: BB 4% , IR A& A, (RGBS RO MHE. CIF & Cost,In-
surance , fl Freight =M RFHMNE N FHBRKELAR, K YRY7EREHE RS ML
B (CEBR RSN , 2 BIER R, RY HEEHS HHBKRERRR R
S 07 AT BRYEME &4 BRIE R KR M R B 3505 &4

7. You bet! MiEFFRIAE Yes, R H &, BRIAX 7 HHF W 2 IEGHY , IXT
FHBVIERLF. fim.

Are you happy? #RE5%MG7.

You bet! FHBi& !
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2.
3.
4,
5.
6.
1.
8.
9.
10

11.
12
13.
14.
15.
16.
17.
18.
19.
20.
21.
22,
23.
24.
25.
26.
27.

28

BERIHKANE
B/L bill of lading &8
L/C letter of credit {5 FHE
D/P documents against payment i} 33551
D/A documents against acceptance HRKX|3Z 8
T/T telegraphic transfer g
CFR cost and freight JRAHNE BH#%
C. L F cost, insurance and freight B2 ##%
F. O. B free on board Byt
F. A. Q fair average quality B i35 K
. FCL full container load ¥£51%
LCL less than container load $f551%
D/D demand draft BP#AEGC
P. A particular average B ph¥54
F. P. A free from particular average SZ-22[
W. P, A with particular average /K%K
G. A general average It[E]¥§i
LIBOR London inter bank offer rate {34317 R PR F %
EXW ex works T.J” 324%¢ |
FCA free carrier $¢38#&iE A
DAF delivered at frontier /133558
DES delivered ex ship H F#EAt E325%
DEQ delivered ex quay H %L 3%
DDU delivered duty unpaid K 52BL324%
DDP delivered duty paid 58535 1%
M/T mail transfer {£i[
S/0 shipping order 35178
G. S. P generalized system of preferences 31 { B Hi .
. C. C. V.0 combined certificate of value and origin {4} #1ER= #uBE 4 iE B 5

6
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29. A. W. B air way bill Z5iZ##

30. A/V ad valorem Mt

31. C. 0. D cash on delivery $Z|f}3K

32. D/W deadweight R %Y

33. D. W. T deadweight tonnage #REMif , E ML

34. D. P. V duty - paid value SEBLHM 4%

35. E/D export declaration H} 1 it #8

36. GATT General Agreement on Tariffs and Trade B85 5 B thE
37. L/G letter of guarantee {5 , fRIE+

38. M/T metric ton AP

39. N/N non — negotiable, not negotiable JEFLi&E ), Rl #%ikH
40. 0. B/L ocean bill of lading ¥iZ$R A i
41. S/D sight draft 5EBES¥

42. S/D sight draft BJICE

43. NTB non tariff barrier JEXHEEL

44.T. P. N. D theft ,pilferage and non — delivery fREI R A E

45. W. W warehouse to warehouse B Z

46. Yd(s) yards B%

47. W/M weight or measurement B A

48. W. R. (W/R) war nisk ([R5 K, <K&

49. U. L. underwriter laboratories 32 E{RI AAS PR MR RILA
50. T/R trust receipt fFFEHL3E

Early Shopper .
It was Christmas and the judge was in a benevolent mood as he questioned the pris-
oner. “What are you charged with?” he asked.
“Doing my Christmas shopping early,” replied the defendant.
“That’s no offense. ” replied the judge , “How early were you doing this shopping?”

“Before the store opened,” countered the prisoner.
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Please tum the fax machine on.

You have to know the fax number of the
destination fax machine.

| can not fax because the fax machine can
not work.

The fax machine needs to be plugged into
a power source and also into a working
phone jack.

Gather the documents you want to send
and put them in the order you want them to
be received.

Lay the documents face-up in the fax ma-
chine feeder tray with the coversheet on
top.

Dial the recipient’'s fax number.

The fax machine will first scan each of the
document pages into its memory.

Press the send button and the machine will
send the documents to the person you
have dialed.

Wait until all the pages have gone through
and you receive confirmation.

If the fax machine has a small  display
screen, look for a confirmation that the fax
went through.

Some fax machines will also print out a
short confirmation report.
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You can then call the recipient to make
sure he not only has received the docu-
ments but that they are legible.

Make sure that there's enough printer pa-
per loaded in the fax machine’s paper tray.

The fax machine will automatically begin to
print each page of the fax.

Check the coversheet to make sure you re-
ceived as many pages as were sent.

If it's an important document, call or e-mail
the sender to confirm that you received the
fax.

A = Vivian Mill( 4% - %/R)
B =Zhang Ying( ##1)
Zhang Ying and ber colleague Vivian Mill are KBHMBMFABERE - K REHAER

talking about the fax machine their department
has just bought in their office.

A: Zhang, have you seen the new fax ma- A,

chine our department has just bought?

B: Definitely! It is beautiful. I like it. I have A,

dreamed for a fax machine in our depart-
ment for a long time.

A: Why are you so crazy about the fax ma- A

chine?

10
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