CNARZY

{izEER

A Speaking Course
in Business English

ENE LI

IR XM5EFFRBXFHMmE

University of International Business and Economics Press




T L AR EREAYEHN - BEEEEL

B 95 Je il H i

A Speaking Course in Business English

x & E7E

XFAETE B By KA AT



HEERME (CIP) MR

B % ¥%iE O = A Speaking Course in Business Eng-
lish/ EJ3E ¥4 . —IbRl: WIMEH R B AFE LR,
2008

FitA2ERRRE RIS - BHFRELL
ISBN 978-7-81134-030-3

L. # 0. Ee H. B - 56 - DB - BAEE,
FEARER - 6t V. H319.9

B jRA B A CIP BB (2007) 56 200512 8

© 20084 RESMEF B KL AR AR
Wi BRIk

HEXIFEOIE
A Speaking Course in Business English
2hE 4
BERE: & £

HABHFEHERKFEH KM
EEHEHXEFRE10E  HEESHG: 100029
BRRGELIE . 010 ~64492338  RATEBHIE. 010 - 64492342
Btk : htp://www. uibep.com  E-mail: uibep@ 126. com

BIUTREDFERAADE HEPELRRTHIR?T
B Rt 185mm x260mm 9 EIgK 207 F=F
2008 £ 4 LR 1M 2008 4F4 F58 1 ENRI

ISBN 978-7-81134-030-3
Ep¥: 000150007  Efh: 19.00 7T (£0%&)



“Wri e ER R R Y B AR B -
RFEELINL” HEs

B | GRHREENT) £ 2 #
RESCTIAZR (REREEAT)
ENE (REMIZFRHHRLFR)
MK F (RENIEFTHRLFR)
X £ (REMNIZFHHRLFR)
IR (KERLEARAFER)
HHF (ZBAARLERER)
O (JEAHFRERRLER)
A (ZHMERHFREFRINER)
FEA (REPIEFHHRLFR)
BEF (REINEFHHRLFER)
BA#Es LRSI R R FR)
Bt LRSI TIRLFER)
HwEFE (KERLEBAKAER)
RESER (REREZEENT)
T % LRELE LE% LR
WER XN B KTH FAE
K OB KRR FEE ME¥
£ W AeeF HEA B M
HReh AL £ B HER

B K P
B B BB



it e W B

“Eitt RS IERFIBM " BXINEG R B K ALK X A& B BB
FRMERy, ERUEKE, EEIAREYE. REMSIEFRSBUER ., IR
SMRBAN S . ERER RSB R AP SRR . REPUL AR B
JURBHEEAR B ¥ B S B R W — B A RZRA . WA FER R SRR
FISp B . AEHEHER = RR: FRA . ARRRE S

BH A FARHE KR 5 3B EAM E A T2 E & B F R IR MR FETT M
BZERFRS . BfR&F . B TREREFRLLAFEE,

HE T RRNE S IEEMER T 2ER IR E ISR LIRS/ R/ SR
PR E LR ERR RS RN R T KA,

BRIEERAFETEE, BRERREEHFHES BrEUGENHEFRAEAR
FAZG, HARESEEUNAREK . SRARE., Sy Rm; #HbrsmiEp e
MEBRE, FERRBEHTHEA, REREENHAT ERERLERHEN
BUEH” (FEREARFRIE) BENTR. FESM WS HA TN FREH¥
RIEAEH . ROETRRE RS AMRAIRAES, FREERRIGEESIE
RIREY 7R KRS AR, EREE CPIRBRER” MR, BRURSAMINIRE.
ER TN RENINRESE ., KRBAL,

AREEM— “HiEFAERRRLTREMAMEN - HFRELL —a%HE
(FAHFRBEERERE (EMD) . (REIEEEHE (T ). (FHFFEAE (b
M) KREFEERE (WD), (RWHFIEWHR) . (HFRBEOE) . (HFHREE
)« (R 2 ®id) . (HMRFOEmRA) . (FHRA) . (HEEREFHHE) 3L 11
Mo fEEEEREREMIEF RS POLEB . WARIMRBAERE . L8RS B
Fhi ZRERBALE AR, KB EAREGEM R ZEARPU ¥ S, 145
RALIK “DUTH” I, AMIEAFEENHFREHELR, MERARL L F
FULBR., UL THELE . TRES 5T ZTABEARPE, IREEZMHR
B RENEERIE,

sk, AEEM A BUHHBRIRGE L AR TR, HHfgEsy (L$H
REERAFBE)

xS FH By K F Ak
2007 %6 A



AR AT =

WEEZFES H S 2k, RERMREENRSED RBHE, FELFRAET
HEW S EPRE. N TIEMX—#ERE, ERMAEE-ENERASMR, XAH
FYHEA TR B A, AT R FTE$ T A2 RS A BRR, JATH IR
GMAFIBENIE) BT ESMARMES, E£40 (HFHEEDIE), R “FitRe
ERBR L R AMUE - S RETL” Z—HTE

ABAE NS R E B F R T WEE IEHEER, UKRIIGAE, RIEX
PRcFItE, RSO SMIEREM, A TIMFERATE S WA S P E AR
FIKEH],

EPNFBRESER . HEEIRCHREFEFT, NESZF, W8, wma.
A AR R, REREMRS TR, BARTRSCRS hxE, W0, H AR
. GIFWATARNEFEEY . FRIERITBATHE %,

ABMAETIEEES, HEE. FERMERER, XNER, HFEHESNTHE.

ARG R JE K 22 15 B Tony McKenzie %2 [ 7 12 H E R E M.,
TEHIRFTHE .

AEMOREBHN T WIEF A S RERBAES, WFEIFST T RKAX
fr, TEHCFRRIS .

wmE
2007 48 A



Unit 1
Unit 2
Unit 3
Unit 4
Unit §
Unit 6
Unit 7
Unit 8
Unit 9
Unit 10
Unit 11
Unit 12
Unit 13
Unit 14
Unit 15
Unit 16
Unit 17
Unit 18
Unit 19
Unit 20
Unit 21
Unit 22
Unit 23
Unit 24

Contents

Traveling on BUSINESS «+«+++eeserrrrnrerteetsntmioneeetii i (1)
Receiving Foreign GUESEs -« +rveeresrresrsrustrertariattiiattiiiireneanees (8)
At the HOUEL ++vrvcrererensrrnemurnmmamurtintiniieniatestissssrteersisinereriersesensans (14)
Welcome and FareWell -«--eecosteerrreeenmrmueimeieiirieereintrisiniontosionneia (19)
Making Telephone Calls «-+eerrrererernnseseemtnmanientei e, (25)
Seeing @ DOCIOr  +++rerrerrserrrrruantmte ittt (30)
Appointments and AITANGEMIENLS «++rw+svsererrrrrnsserraiiiinsiirar e (35)
TLAFEIC  +veeveerrsrenrenereessrueaseitstraannetiessnestaesnantsneerernernerneaneaas s (40)
DIIIIEELS  +v v v v vrerenseneernessnsansentiannnesessensstssssnstanesnetseennennineansensrnens (45)
Visits and SightSeeing ««««-+++-++rereasterrrmruiieiietiiiiaii e (51)
Recreational ACLVIHIES  «««evrrrrertersetrmntestetertetrtermveesttaeiaereeneenennenens (56)
SROPPING +-vvevrennreensnnmremnne it e (61)
Companies and Products «««««++veeeeeeserenieinniminin e e, (65)
Enquiries and Offers «+«-«eeeeremseermmiiimiiiiiiii e (70)
Price Bargaining «««+--+eeeeeeeerrarmnnrisimiiiiiiii i e (75)
Conclusion Of BUSINEEE  ++rerreerereareastanrassssestansreetnesstrasroeanrensoesmnenas (82)
Terms Of PAYMENE +++vcvesseenrrnssmstemiutiine it (87)
Packing and Labeling -+---++seeesreeeriiriiiiiiicii e (92)
Delivery and SHIPmEnt «:eetvesereemminiiiiiii e (98)
TIISUTAIICE  »v+ o v vesvenousonsnssnsastessnssnsenssassssasssesientsnscnonionsinnensoneans (103)
Claims and Settlement =:r-rescrssretostitiitintinitieiiriiiestersisetsesiaronscascss (109)
Investment and Technology Transfer —«««sseseeeseeeseermieiiiiiinn . (115)
Agency and Exclusive Sales =-«-+eeererrerieriermnnneriiniine, (121)

Compensation Trade and Processing Trade ceceecorersesastirisaistrtiiniinniansas ( 127)



Unit 1

Traveling on Business

1. Making a Flight Reservation

Agent: May I help you, sir?

Wilson: Yes. I'd like to book a seat from Manchester to Beijing.
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Sorry, I'm afraid there is not any direct flight. You’ll have to change in London.
That’s all right.

When are you flying?

Next Tuesday.

There’s a flight leaving Manchester for London next Tuesday at 10:30 a. m. and the
earliest connecting flight is at 12:45 p. m.

Will I have enough time in London to transfer flights?

Don’t worry, sir. There will be plenty of time left. You will be landing in London
at 11:45 a. m.

Fine.

May I have your name, please?

Mark Wilson, M-A-R-K, W-I-L-S-O-N.

Do you want to fly first or economy class?

Economy, please.

One way or a round trip?

A round trip. How much is the air fare?

The air fare for a round trip is 730 pounds.

OK. Here you are.

Thanks. Here is your ticket. I’ve booked you on British Airways Flight 1391 leaving
Manchester Airport for London Heathrow Airport and Flight 39 from London to
Beijing. You will arrive in Beijing at 5: 30 a. m. local time next Wednesday .
Thank you.



BEEEDE T

2. At the Check-in Counter
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Good morning! Can I help you, sir?

. Yes, I’'m going to be traveling to China by BA Flight 1391.

Can 1 have a look at your passport and ticket?

Sure, here you are.

Thanks, sir. Um. .. about the seat?

Er, a window seat, please.

OK, your seat is 10A, by the window.

Thank you.

How many pieces of baggage do you want to check in, sir?

I would like to check these three pieces and I'll take this traveling bag on board.
Would you please put all your baggage on the scale?

Sure. How about this traveling bag?

It doesn’t need to be weighed, sir. ... I'm sorry, sir, your baggage is 10 kilos
overweight. I'm afraid there’ll be an excess baggage charge, sir.

That’s OK. Well, how much will it be?

The excess charge for 10 kilos is 20 pounds, sir,

OK. Here you are.

Thank you, sir. And here is your boarding pass. Your claim check is stapled in the
back of your ticket jacket. Your baggage will be transferred directly to Beijing
Airport. Boarding is at Gate 34 at 9: 50 and your flight leaves at 10: 30.

Thank you very much.

3. At the Customs

Mr. Wilson is going through the Customs.

Customs Officer; Please bring your luggage here for inspection. Will you show me your

declaration form, please?

Mr. Wilson; Here you are, officer.

CO. Are these all your luggage here?

W, Yes, a briefcase, a traveling bag and a suitcase,

CO. Your briefcase is exempted from examination. Will you open this suitcase
please?

W, Certainly.

CO: Have you anything to declare?

W, No. I have only personal stuff.
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CO:.

CO.

CO:

CO:

CO:;

CO;

W

4.

Have you got any spirits or tobacco?

Yes, I’ve got some cigarettes and two bottles of whisky.

How many packets of cigarettes?

Eight packets.

That’s not in excess of the duty-free allowance. Well, I see you have two
cameras and eight electronic calculators.

Yes, one camera for personal use and the other is intended to be a gift.
The electronic calculators are samples for the corporation.

Each passenger is allowed one camera duty-free. You’ll have to pay duty
for the other one. As for the samples they are duty free. I’ll release them
now, but you’ll have to submit a written statement on your exit by the
corporation receiving the samples.

Well, where shall I pay the duty for the camera?

Please wait a moment, I'll make out the duty memo. .. There you are.
Take this and pay the man over there.

(Returning) I've paid the duty. Here is the receipt.

Thank you. (Marking the suitcase to indicate it has been cleared by the
customs). That’s all. I hope you’ll enjoy your stay in China, sir.

Thank you, officer.

On the Plane

Flight attendant; Good afternoon, sir.

W
A
W:
A;
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Good afternoon !

What is your seat number?

It’s 34A,

That will be three rows up on the right. It’s the window seat.
(Ready to take off)

Excuse me, sir. Is this your bag?

: Oh, yes.

Well, when the plane takes off, it might fall down and hurt somebody. Could you place

it under your seat?

. Sure.

( After taking off)
Excuse me, sir. What would you like to drink, tea or coffee?

: Tea, please. Thank you.

(Mr. Wilson talks with John who is sitting next to him. )

: Hi, 'm Mark.
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Hi, I'm John. Nice to meet you.

. Nice to meet you, too. Are you a student?

Yes, I'm going to Beijing University to study Chinese. It’s my first time to go abroad,
so I feel very excited. Do you often travel by air?

s as
.

: Yes, I go on business by air all the year round.

Could you tell me what all these buttons and plugs in the arm rest are?

: Well, this one is the seat-recliner button. If you push the button, the seat of your chair
slides out and the back reclines so you can relax and be comfortable. But for take-off
and landing, the seat must be in an upright position.

What about these little plugs?

W: The one on the end is the headset plug. If you want to listen to music or waich a movie
you can put on the plastic headset, then tumn this dial and you’ll get different kinds of
music. One button is for the movie.

J: It’s really nice. Thank you very much. I'll try.

-i :‘ 's

L)
.

passport PR traveling bag %474

scale &#F excess baggage charge 4758 € #
staple ( A4THB4T)4T4E customs X

land #rk declare Wi (. L#H) ¢
flight attendant 2 ¥ & 4 R customs officer ¥ LHA R
make a flight reservation FITALHE disembarkation card A EEF
book a seat IT Hi{x customs form &% &itk

direct flight &% take off A7k

round trip fEiE#HAE window seat & B43

economy class £ At boarding pass & PLi¥

first class k¥4t boarding gate AW

flight number A3 % What about. .. 7  4efT,E 447
confirm a flight #AALIE arm rest #F

check-in counter Ji&E47TFF4 seat recliner button g {: 444

claim check RATHF o) 2iE headset plug FiE
% ticket jacket &I dial (Fhued) &) & &
S e S i S S o e
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Exercises

I. Translate the following orally.

A. From Chinese into English . . -t

L. HERIT— R REE N E RAL 602 WHEHLIK L SRV,
2. BABGA— T RATHTAZEM 032 WHEHLIHLE,
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. From English into Chinese .
What is the cheapest one-way air fare to Newcastle?
How long in advance of the flight must I pay to confirm the booking?
I'll put my two dictionaries in my handbag and then it won’t be overweight.
Is this the right counter to check in for Flight CA 988?
What is the actual flying time from London to Beijing?
We must keep our safety belts buckled during taking off.
We are going to stop over at London for an hour.
We are supposed to be there at 8: 00.

O 00 N R W~

My seat is in the middle of the cabin on the left.
10. Book me two economy class seats to London for Sunday morning, please.

II. Compose dialogues with the situations given below.

Situation 1

Student A — passenger Student B — airport clerk

A will go on a business trip by air. He is checking in his baggage now at the counter.
He has one luggage trunk and one suitcase. B is checking them.

1. A’s baggage is just right.

2. A’s luggage trunk is 3 kilos overweight, but he doesn’t want to pay for it.

3. A has only one luggage trunk and it is overweight, so he has to pay for it.

Situation 2

You want to travel abroad by air for your Spring Festival holiday, so you call a travel
agency to make a booking. You want to make a reservation to Singapore next Monday. Ask
the fare of the economy class and time of arrival in Singapore and whether the flight is non-
stop or not.

Situation 3

On the plane, you are airsick on your first flight. The flight attendant helps you and
gives some advice.
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II. Topics for Group Discussion.

1. Do you like traveling by air? Why?
2. If you are going to travel to London by air, what are the formalities you have got to go

through at the airport?
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Receiving Foreign Guests

1. Meeting a Foreign Guest

Mr. Zhang.
Mr. Johnson:
Z.

1.
Z:
J

S

—

Excuse me. Are you Mr. Johnson from Britain?

Yes, I am.

My name is Zhang. I'm from China Chemical Imp. & Exp. Corporation.
How are you, Mr. Zhang? I'm very pleased to meet you.

Welcome to Beijing.

Well, I'm sorry I'm so late. You see, there was a certain delay in
Manchester and we were late for 30 minutes. I hope you haven’t been waiting
long.

How was your flight?

Great service and nice food! Where are we heading now?

Oh, good. I think it is best for us to go to your hotel to check in first. If you
don’t mind, we’d like to accommodate you at the Holiday Inn. This way,
please.

Terrific.

Can I take one of your bags?

Oh, thanks, here you are.

(On the way)

You’ll be here for three days, right?

That’s right. T'll attend the Trade Fair tomorrow and then I'll go to
Guangzhou.

Is there any place you’d like to visit in particular? I would arrange it for you.
Well, the schedule is a bit tight but I'd like to make a field tour to a car
manufacturing factory, if possible.

OK. I'll have it set up for you and let you know this evening.
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That will be wonderful. Thank you.
My pleasure.

( At the hotel)

Z:
J:
Z.

SONF NSNS

This is your room. How do you find it?

Oh, what a nice room! Thank you for everything you’ve done for me.

It’s a pleasure to be of help. If you have any inconvenience, don’t hesitate to
let me know and I’ll be glad to help you out. And I hope you will enjoy your
stay in Beijing.

I’'m sure I will. By the way, can I get a city map in the hotel?

Yes, you can get one at the service counter downstairs.

I see.

Mr. Johnson, if there’s nothing else, I think I will be leaving now.

I think that’s all. You’ve thought of everything.

Good-bye, then. Have a good rest. I’ll be seeing you tomorrow morning.
Right. See you tomorrow. I’ll be ready for business.

2. At the Airport

Meeting Michael Anderson at Beijing International Airport.

Zhou :
Anderson .
Z:

A

Z;

NPRxN2

z

Excuse me, but are you Mr. Anderson from London?

Yes, I’'m Michael Anderson.

Welcome to China, Mr. Anderson. I’'m Zhou from the Machinery Corporation.
How do you do, Mr. Zhou? Glad to meet you.

How do you do? I’m here to welcome you. I suppose this is your first visit to our
country.

Yes, it is. It’s very nice of you to come out here to meet me.

It’s my pleasure. Did you have a pleasant journey?

Yes, it was a very smooth flight and I enjoyed the trip very much.

I’m glad to hear that.

I have heard plenty about China in London and I am very glad to be here now.
Do you wish to go into town by taxi or by limousine? The bus leaves every fifteen
minutes from the airport to the CAAC Building in the city centre,

1 don’t mind taking the airway bus, it will be fine.

(Loudspeaker; Attention please. The CAAC bus will leave in ten minutes from
Gate No.6)

That’s our bus. Mr. Anderson, let me help you with your luggage.

It’s Ok. I can manage.

This way, please.
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A There are so many planes on the apron.

Z. Yes, we have a wide range of connections with the air services of the world.
They include: Japan Air Lines (JAL), British Airways ( BA), Royal Dutch
Airlines ( KLM ), Lufthansa German Airlines ( LH), Pakistan International
Airlines (PK), Swiss Transport (SR) and Pan American World Airways ( Pan
Am).

A: I see. Which bus shall we get on?

Z: The one with the CAAC emblems on it. Let’s go.

: MWerds and Expressions

I e o N N S I N S P S S S I P P - S L L N
suitcase FRH CAAC YT HEAM %
commercial 7 ik 44 orso K&, A%
industrial Tl &% on business B2, i £ %
smooth 4&# personal stuff (or belongings) M A A &
cooperate 4&4F parking lot 4% %35
municipality B#&W(4K), §% ' by the way A% 5] — &) ,
inconvenient R 4# &4 Tianjin Garments Import & Export

4 emblem #F Corporation X ZEME Rt o g
mn 1 HLF
S T et e T e T e et e N D e N N e N S T T ST D D S SN T D™

; Usefyl Sentences

. If 'm not mistaken, you must be Miss ... from America.

I’m sorry. I've got the wrong person.

. May I introduce myself? My name is... I'm from Tianjin Garments Import & Export

Corporation. |

Please allow me to introduce myself. I'm from China Council for the Promotion of
International Trade. My name is . ..

I wish you a very pleasant stay in China.

. May I introduce you to my fncnd Mr. Zhang?

Glad to meet you./ Nice to see you./ Pleased to meet you./ Dehghted to see you
again.

. Pleased to make your acquaintance.

We have been looking forward to seeing you.



