EBESEHE T2 EREANEM

College Business
English Speaking
FrRSRIEOIE

W £ EH




@ EBESEHE "+—1" BREAKNE

College Business
English .S;zea/cing

REBSHEIEOE

\Dxfm WA @

. B EsmEHEiM



BEHERSmE (CIP) BB

RERBPIELDE / XRE, wEEHm. —Ibn: 5%
HEH B AL, 2008.6
ISBN 978-7-04-024602-5

I.Kk... II.OX... ©ff... MEE—HE—DOE—
REER—#HM IV.H319.9

P EIRAE BE CIP BT (2008) 2 072283 5

ERIGE Kk BEHE M W HERT Thk
BRI A %0 REKH K RIEENE Mk

HAEAIT BEHEHET MEHmZE 010—58581118
# # EEWHEHRXESKE 4 B %¥%Eif  800—810—0598
BRE4RED 100120 M HE http: / /www.hep.edu.cn
2 # 010—58581000 http: / /www.hep.com.cn

P EiTR  http: / /www.landraco.com
£ # WBemHEERITEBRAT http: / /www.landraco.com.cn
B Bl dEREENSERAR WBHEHEE  hup: / /www.widedu.com
F &K 787X1092 1/16 B R 20084 6 A% 1K
Bl %% 1625 EB XX 20084F 6 A% 1 RENRI
F ¥ 360000 E #2700 (FHED

APWHRT. SR, BRSRREE, #2570 E B8 TR Ak,
MR RS
MRS 24602—00



Al

E%ﬁ%ﬁ&ﬁﬁ*%ﬂﬁ%éi,ﬁME%ﬁAT—¢ﬁ%%%EWR,¢@&Eﬁﬁ
—BRMAZFERAMRR T, WIRPEFRES A, BFNEANRBERAR. B
SRR MNAE B NEE, ERNETIBRNTANEEIR, KB —ILRRNES,
ERIE RN EEEMERNER, BEFINRANLERELHAEYTNER.

HEAPEEEIE, BXE SO AEBE TETRORKERAR? BEAMRREEN,
EEAEBTRLKEAMBS AHRITRNGER, KHXRNBMN. HHFREFEL—M
NAKE, SHIAMNEASESLIRNEM, BAT5EREFRNRAN. RAR
RAE W AE.  ASHERIBENTIE—ALAMEFREHAMFENRHFRIEDIBEM,
TR EREREENERGFES TG APE. SIRMLAR. RITISMETHEARS
THARENTE.

(AEBSHENE) BEVMRMNIEQEN—&K, VERERBEFFENFSINE,
FASSTEE, RHFIEY, EHSAIRPITLEAXNFRISER, RET EHHREFR
2%k, WRESBAFEABIFNER.

(ASEHSIEOIE) HHTHS, IS8T, SET—IEE, F-BoEmhidy
MEIESNE . REBASTRGR. FBMENRD, BENME. (RAR, KE. 8K
EEGRRSNEBRER. SSHS/FRRER. SRR E RESLAMHRENRZEN
B, NEAEHSHENMIEEENHo

(AW EIOENEVEN B TERETERE, DREFBAFSREIFHRTAF.
HiEEHE £ RRINES IR, ABRNEXFGHEY A FRINIF, EREY RAMLIES
SERS. 8. IAESEATENAEHAT TR ANBBMGNAT, FEFRGIAHN
XBE, SEWMEERIZNIEMSRHIERA T T 5 ARRNEN.

ABOEGIRITEELY, SEMHRIARBESMER. SFIMWINBRIEESR,
SR B P EFRARFHMR. E—SFIENFHER. RENRS, MARERS
ERSINR, PEMES4IESE, ETRNNSYE, SETERERIMAE SRATHIN
HEBEMAE, ETHETR. EENER,

EXEHERA MG RESERERENR S 2E, NWERHFEREHSLHE
REBFENLEEIR,

ABMERSHIRHEE T ESHE LR MIARIESTMAN NS, ERBRURREZ
B, AEMHBEMNBRIFRBEARLFHER, MERZ ARMFRZLL, WIFRETEE.

& &
2008 £ 2 A



CONTENTS

PartI Courtesy Demands Reciprocity «-:s:ccermeeeeseses 1

Unit 1 On the Arrival Of ViSitOl'S .......................................... 2
Dialogue One
Dialogue Two
Exercises
Supplementary Treasure
Unit2 Greetings and Introductions «---:cweosoeoeersemerrsmmsemreeees 15
Dialogue One
Dialogue Two
Exercises
Supplementary Treasure
Unit3 Entertaining CHemts -« ----oooooserre e 30
Dialogue One
Dialogue Two
Exercises

Supplementary Treasure

Part I Practicing Through Diligence ---:--eeeereeeseeee 45
Unit 4 Inquiries and Replies ............................................. 46

Dialogue One
Dialogue Two

Exercises



CONTENTS

Unit 5

Unit 6

Unit 7

Unit 8

Unit 9

Unit 10

Unit 11

Supplementary Treasure

Oﬁ‘ers and Countel'()ffers .......................................... 60
Dialogue One

Dialogue Two

Exercises

Supplementary Treasure

Withholding Offers ................................................ 71
Dialogue One

Dialogue Two

Exercises

Supplementary Treasure

Dialogue One

Dialogue Two

Exercises

Supplementary Treasure

Payment and Delivery v eecemreen 096
Dialogue One

Dialogue Two

Exercises

Supplementary Treasure

Insurance ......................................................... 109
Dialogue One

Dialogue Two

Exercises

Supplementary Treasure

ACCEPLANEE -~ - - et e 121
Dialogue One

Dialogue Two

Exercises

Supplementary Treasure

ABEIICY ot verree et e 136



CONTENTS

Dialogue One

Dialogue Two

Exercises

Supplementary Treasure

Unit 12 Complaints, Claims and Adjustments -----:coccoeeeeeeeeee 150

Dialogue One

Dialogue Two

Exercises

Supplementary Treasure

Part III Presenting with Confidence --+-+eeveeeennennee. 165
Unit 13 Job Intel‘VieW ................................................... 166

Dialogue One
Dialogue Two
Exercises
Supplementary Treasure
Unit 14 Communication ................................................... 179
Dialogue One
Dialogue Two
Exercises
Supplementary Treasure
Unit 15 Project Reporting «--++----«+cccosreeaemmonimi . 194
Dialogue One
Dialogue Two
Exercises

Supplementary Treasure

Appendix 1 Keys ................................................ 209
Appendlx II  ADDreviations cecsceccsescecceensooseessccosscacns 237
Appendix III Business DoOCUMENLS ssecrveeececectscsanssssens 243



Courtesy Demands
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Qian Cheng is a clerk of an engineering company; Mr. Black is an American merchant.

Qian Cheng:
Mr. Black:
Qian Cheng:
Mr. Black:
Qian Cheng:
Mr. Black:
Qian Cheng:
Mr. Black:

Qian Cheng:
Mr. Black:
Qian Cheng:
Mr. Black:

Excuse me.

Yes?

If I am not mistaken, you must be Mr. Black from the U. S.?

Yes, I am.

My name is Qian Cheng. I'm from ABC Engineering Company.

It’s a pleasure to meet you.

Likewise, Mr. Black. Our company asked me to pick you up.

Thank you so much. It’s very considerate of you. I was a bit worried that I might
have had to find my own way. You see, I don’t know Chinese at all.

Sorry, I would have been here earlier if I hadn’t been held up in a traffic jam.
I'm glad you could make it.

We've been looking forward to your arrival. How was your flight?

The flight was great and the service was excellent. It was non-stop. Just over 13



Qian Cheng:
Mr. Black:

Qian Cheng:
Mr. Black:
Qian Cheng:
Mr. Black:
Qian Cheng:
Mr. Black:

Unit 7 On the Arrival of Visitors

hours from New York. Un'fortunately, I don’t sleep well on planes and so I'm
pretty tired.

Did you have any trouble going through Customs?

Not really. I brought some catalogs and samples for your corporation. A Customs
official said I had to pay duty on them, but later he said I could submit a written
statement from your corporation.

We'll do that for you. Now if you're ready, let’s go to the car.

OK.

Is all your luggage here?

Yes, I prefer traveling light.

That’s a smart idea. May I help you with your luggage?

No, thanks. I can handle it myself.

L 1. New Words D

catalog /'keetalog/ n. B3 considerate /kon'stdarit/ 4dj. 2 & EF|

corporation / kopa'retfon/ n. 7K A, /A8, Customs/'kastomz/ », g%

ik
duty /'djuitt/ n. X5, FiE, B engineering /,end31'n1oriy/ n. T2
flight /flatt/ ». k{7, IEAN jam /d3em/ . 5, HE, 2%,
vt ik, fEEH;
vi. IEE
luggage /'lagids/ n. 173, K5 merchant /'ma:tfont/ ». A, #HER;

adi. Y H, BAK

mistaken /m1'sterkon/ ad;. JPEEEY, $EIREY sample /'sa:mpl/ n. $RZ, #5H;

vt BURE, 23



part] Courtesy Demands Reciprocity

statement /'steitmant/ . FBR, PRI, ZRA submit /seb'mit/ vz, 183Z, HEI

L 2. LanguageNoteiD

1.

2.

3.

4.

pick up

[ X ] to collect; to arrange to go and get someone; to give someone a ride in
avehicle # (¥A) £%

[ BIHE] Our company asked me to pick you up. EA12 8] ik ZKRIEE,

[AEV BRI (&) BRAKI, WITXE: I picked this book up cheaply in a

junk shop. RE—RIAREEEHIF TRER, @ (if) RENEEFARSE.

After an early fall, industrials picked up rapidly before the close. TV BRAERI T

HzE, EREFAERE, QEXIFLA “meet sb. and give sb. a ride”, “FA12

FHEFRRELR" XDiEHTIAEE A Our company asked me to meet you and give

you a ride.

be considerate of sb. to do sth.

[ #3] be thoughtful of the rights or feelings of others R AR ERENE. AZ

[ BIE ] It considerate of you not to disturb us. 1§ F ZARIKDS, Z A ITHAEAT,

[ BZy R )] OFERBT M. You should be considerate of the comfort of old
people. N E R E|ZEAMEFIE, / The plan was given a considerate examination.
MMM T BENRE, OFIR. &l BAEEM: be considerate of
others BEIRAIA / a considerate young man &I A B9FEHE A

I was a little bit worried that I might have to find my own way.

[FX] RFREFRIBLCERCERER,

hold up

[BX] todelayBii

{ BHE ) The building of the new road bas been beld up by bad weather. #8344 2% &
EE T L EE R RL &

[ A&V R O%£, RHE: Our manager always held up Mr. Li as a model of
hard working. B NZBEZEEFREABTTENEH., Qn BE,
FHZE: a hold-up in the rail service %BE3BAYIEIR / a production hold-
up 4 =S



Unit 7 On the Arrival of Visitors

5. travel light
[ X ] to travel without much luggage B 31T
[ BIIE ] W traveled light, so we’d covered 10 miles on our first day. B Fp 52 AT, FF
ARMNF—RIAT 103£E,

6. look forward to
[ #X ] toexpect to feel pleasure in (something about to happen) ¥87¥, ByiE
[BIE] 1 look forward to keeping business relations and doing a lot of business

between us in the future. EHF ESERF A HXE, HheRNZ MK

Kby £ &,
[ By R LEEREARRBANHIEMN -ing BRo FToT “Hi1F. B2 X4
RWTUAERNEE “Thope..” , “Texpect..”, F%, Ihope the goods will

have a very fast sale. BB B KW EHE SR H®,

7. go through
[#X] topass through or be accepted by 58, EiZ
{BIRE]  The plan must go through several stages. XN+ %) 2L LAY,
The new law has gone through Parliament. X4 C.2i8:3 T X344k,
[ &Y R | IRF DB X TS go through Customs; FMEFEET A go through

procedures,

8. pay duty on
[#X] to pay tax for some kind of goods A3t {44 S 4hF:
[ BIE ] The goods entering our country should be paid duty on. A& BHH &5
EHHB
[ BT B ) @ duty-free SBi: the duty-free shop at the airport #lHH E R &
JE @ customs duty 5Bt 3 estate duty Rz Hi @ import duty # A8 6 export
duty £ A% ® stamp duty EN#RL

L 3. Comments D

The following factors should be considered when bosting ( £ 5 = A B 15 ) the foreign |

visitors:

® Bring the visitors’ background to your attention and prepare to meet them on their |||
arrival.

® Understand your visitors’ objectives and their itinerary ( 71855, WHRITEEL ) .



part] Courtesy Demands Reciprocity

o Make valuable ( HHERY ) suggestions to help your visitors make best use of ( £IFIA ) B
their time.
Draft ( B3l ) your reception plan.
Arrange the interviews, meetings and field visits ( BLHZH ) beforeband ( T ) .

%

Dialogue Two

Mr. Anderson, the Sales Manager of an American company comes to the office of Bright Ltd.

for his appointment with Mr. Li. Miss Tan, the receptionist welcomes him.

Tan:
Anderson:
Tan:
Anderson:
Tan:

Anderson:
Tan:
Anderson:
Tan:
Anderson:
Tan:
Anderson:

Tan:

Anderson:

Tan:

Hello. May I help you?

Yes. I'm Charles Anderson. I have an appointment with Mr. Li at 10:30.

He’s in his office. Let me call him, and he’ll be right out to see you.

Thanks.

I’m sorry, but Mr. Li is taking a long distance call. Would you mind waiting for a
few minutes? '

Of course not.

Would you like some tea?

Yes, please.

How do you like your tea? Strong or weak?

Not too strong.

(Tea served) By the way, is this your first visit to our company?

Yes. I've heard that you are one of the biggest cotton goods companies. We’re very
interested in your products.

We deal with many kinds of cotton goods. If you want general information on what
we have, you can have a copy of our catalog.

Thanks. (Taking a copy) Your T-shirts look impressive. The design is very original
and attractive.

Thank you. Actually, our products are highly popular in your country. This is our
latest series of products. I'm sure you can find what you like.

(A moment later)

Li:
Anderson:

I’'m sorry to have kept you waiting, but I was talking long distance.
No problem. I've just been reading your catalog, and I'm very impressed.



Unit 7 On the Arrival of Visitors

L 1. NewWords D

appointment /2'ppintmant/ . £J%, I8 E attractive /o'trektiv/ adj. W S| AHY, BEN
55

general /'d3enaral/ odj. BEFERY, AEHY original /'rid3onaV/ adj. B M, RIEH,
ThEIa9;

popular /‘popjulor/ adj. Efs#Y, FITH, 8  receptionist /rr'sepfonist/ n. it R
Byl

n. 79, RE

'~

series /'storiiz,11z/ n. % &L, 5|, A8

I

L 2. Language NotesD

1.

2.

3.

- take a long distance call

[ #X ] to have a conversation over the telephone with sb. in a different city ¥&—
MIRBIE

{BIE ] M Li took a long distance call from ABC Corporation. ¥ %247 —A~ ABC
NS TR KERIE,

[ B3 & ] @ international calls EERE @ local calls TR EIE

How would you like your tea? Strong or weak?
[EX] REBHARKHER? BRFEIHR?

deal with

[#X ] todobusiness, esp. trade with 038, B XK, MER

[ BIAE ) The gallery deals with 19th century paintings. BB REZE 19 RS,
The merchant deals with silk goods. ENABFAMLALE

[Esy R OEEIXS. SEHNETUA “deal in” kB, QHEANA

“dealer” RTEBA, X5H. @ “dealeraids” RTREEE M, EHEEHMEL



part] Courtesy Demands Reciprocity

4. The design is very original and attractive.
[FEX] EMRITRAEIRES T BRI N

5. Actually, our products are highly popular in your country.
[#EX] F:XE, BN~ RERNERIFEZRL,

L 3. Comments

We all hope our customers have a positive experience when dealing with ( 5% % ) our
company, motivating ( #%& ) them to favor us in the future. It is very important for us to create
a good first impression, which makes receptionists and telephonists very important. They
should be well-meaning ( ER Y, /08 ) and aware of ( BHE, FiRZE| ) the effect they
have on people. Receptionist’s skills should be improved to raise the awareness of customer

service at the reception desk and assist delegates ( {3 ) in providing exceptional ( 45369 )
customer care.

Exercises

Part One | Learn to Talk

TaskOne Role-play

Mr. Smith is an American businessman who is coming to China to visit WY Company. Mr.

Chang, the sales manager of the company, welcomes him at the airport. Make up a dialogue
according to the scene, and use the information given in this unit.

it

R R Ry, b ? —




Unit 7/ On the Arrival of Visitors

Task Two Communication Activities
< SectionA

Directions: Match the phrases in the two columns to make sentences. Then practice
them with your partner.

1. I felt deeply sorry that ... A. ... but also very comfortable this time.
2. How long does it take ... B. ... and there was nothing left in the restaurant.
3. If you are interested in our products, ... C. ... during our visit to the Summer Palace
4. Will you please call back later. ... yesterday.
5. How do you like your coffee, ... D.... I'd like to give you a quotation.
6. Wait a moment, ... E. He is not in now.
7. They arrived too late ... F. ... when will Mr. Black go back to his
8. By the way, ... country?
9. Our journey was not only delightful ... G. ... and our manager will be with you shortly.
10. We enjoyed ourselves ... H. ... with or without sugar?
L. ... to travel from Beijing to Guangzhou by air?
J. ... the contract was not sent to you as early
% P

< SectionB

Directions: Work in pairs. Using the following sentence patterns or phrases, make a
dialogue with your partner. Then present your dialogue to the class.

Scene: Welcoming a Foreign Client at the Airport

Excuse me,

Here’s my card.

I'm from ...

My name is ...

Glad to meet you ...
Welcome to ...
Thank you.

It’s very kind ...
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It’s a pleasure to ...

... have a good flight ...
... along trip ...

... freshen up a bit ...

... take a rest ...

... overcome the jet lag ...

That’s very considerate of you.

Part Two | Further Dialogues

i

Task One Filling-in

Directions: Put the most appropriate sentences in the following blanks.

Li: Iunderstand this is your first visit to our company.

Peter: (1) . I've always wanted to see China’s achievements
with my own eyes and now I've been more than rewarded.
Li: Isee, butIhope you've had a pleasant trip.
Peter: 1 did, thanks. Well, let’s get to the point. The purpose of my coming here
is to inquire about the possibilities of establishing trade relations with your
company.

Li: Let me assure you of our best intentions. (2) ?

Peter: Cameras and photographic goods. We are distributors with business
branches in most major cities in Britain. Now, if your conditions are
favorable, we'd like to introduce Chinese-made cameras.

Li: (3)

Peter: There might be few models we would be interested in if I could go over

your latest catalogs.

Li: 4 . How many copies would you like to have?

Peter: Ten please. Id like to airmail some back home.
Li: Anything else?
Peter: (5) ?

Li: Why not, Mr. Liu over there will take you down to our showroom.

Peter: Thank you. I'm afraid I’ve taken a lot of your time.
Li: Notat all. Glad to have been of help. Hope to see more of you in future.

10



