Actual and Instant English
--Busmess Neuntiatiun

EEEEE @‘*@%ﬁﬁmﬁit o



CEEYA0E
=L P9l =€ &k

=1

E o ot ake

: «ww;wategrbdﬁﬁdm.cn 4 : L 5




nE R E
A BIST IRAVATRES . RE N EFRAF = KES, 2N ETRE
WA EANFT, HiRFRETEMRAMBELHFHONR, BARBMKE
Atk
FAERATHBED KPR REERIFE.

BHBERAE (C 1 P) HiF

BEIGERA LRSS, / E8Em. — b -+
B A F A B H ke, 2010. 6
ISBN 978-7-5084-7669-8

I. O II. O L OAZERH—FEEF IV.
(DH31

o B R 4 B B ECIPEUIE % F (2010) 31263595

B 2| BHHEEERAILHIXEH
{E | % 8 IH
AR A T | PEAKFKE SRR

(deFTg KEWE e 1§D  100038)
R4k : www. waterpup: some cn

E — mail . diles@ waternubh. com. en

HiE: (OLOFBRIGTOSR ( EPWEHL)

= €| FEBAEBHAEPL (PE)
fi%; (01Q) 88383994. 63202643
4 R 4% HiL B TS TGl AENOC: AT S AT 1

H R AR EREERR

ED Bl desti KA

# B | 170mmx235mm 16 FA 18.75 Bk 411 F%
R | 201057 A% 1R 201047 A% 1 WENR

E0 ! 0001—5000 i

= i1 39.80 T

AMELABS, wFaA. AR, LA, AAFHPAFAR
WBALEE - @MER




' &

i

K

I BElESR

S

X

K

i
R
£ ##
% F
FHEETE
ZEIC
FIRE

3hR
F IR
A
o
# W

Mttt
Rk T

XIF T

Bl EER Y

T Z= M@
BEwR BT
FUE EWE
™ ST



B =%

?_____._
CONTENTS
RIS
B-R RHAwWMNRE
— . ATELBUTIER e [2]
Z. ABRFITER e (1]
= FERITEB e [21]
BR KARE
— L e [32]
TOAREE eeeeeeeeemeeeeeens [42]
=LOTRE e (53]
PO, BED ceorvririrrrmeaninn [64]
. B e [75]
TR S e (86]
t. TRNRESHE - (98]
JNL ATH oeveeernnmeennennnnnnn [108]
Fhe BE e [118]
+. BEE e [129]

+=.

£=R

St H B N

= o
’

o

BEJE orrenreeeininenns [139]
FPER -vevrerrenrerenenene [149]
IRPE -ooeeeeeeneenennee [160]
HEARE
RE ........................ [ 172 ]
BEAE oo [183]
TR --evvevererereennonnonns (193]
IDER ---overereereeeeeeeens [204]
FBITIDRT - -vvemmeeereeene [215]
AMBBRG -vvvmeermmenes [225]
T HEERSS oo [237]
ERSBREN e [248]
BERBELL cvevvererrerenens [260]
IS ERIET - vvrreeeeens [272]
BERT <verrrerreerereens [283]



— AR FI R
ARSI &
= MR |



EYEN

EHM@J ﬁmatiﬁlﬁﬁﬁi"] DAE
K ﬂ‘:ﬁii&#‘]iﬁfﬂo—&ﬁ)ﬂ BRI E

ﬁﬁﬁiﬁmmﬂﬁ‘]ﬂﬁfﬁﬁoﬁ ﬁ':E&!!M‘E

RARA, R RE R T,

- ERELSEBZ, BETREWA—TE

© BN, RS, AN TRIENN

‘Tips for
Negotiation
AR ARG

»  Houston, Texas?

T TERREMAHTIRA DRC A A7

There is a matter of great importance.
I believe we’d better have a face—to—
face meeting as soon as possible.

T A—-EEREENAR, RARNERE
- RYwmimEses,

goE

Excuse me. Is this DR Components in ‘

A R, AR, R
R BRI R R
EmEE BEMBRTRERERE,

DB BB OB W W E Ry D EN S RDALRELE LR EES TS

Could 1y0u make it March 5th or :
*6th?
3856 BEL?

How about the end of this week? If
you cannot make it, please suggest
a date of your convenience.
ARASHA R T AN
T BRI -

S
?
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5. 4 RIERHH . BHRTBFBHERAT
I 2 m calling to conﬁrm an appoint- W%’%oﬁ%'ﬁf&yﬂﬂgﬁﬂgﬁﬁgTo

ment with you. Your secretary Miss T.HRBRBHSREH
Zhang made it with me 2:00 p.m.,

2483355
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Something’s come up. Can we
tomorrow afternoon.

- ment. My flight to Europe has been BRAREHL R

rescheduled.
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5 BATHIER AR ST AR AR, & make our appointment a little later? ""
© ORI/ MEAEE I E 2 R T R BET 58 RITIRA RS &
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“aﬁiw@ e B.AREHNHEAND :

I’m calling to make apologies. I’m Would you like to reschedule the E
+  afraid I have to cancel our appoint- appointment? E

Backgmund” ark $THIE
Iﬁﬁl Ahce gﬁ%@%ﬁa

D35 f54F, T iaE MM thEF i 4 DRC
AEG? |
KT B LW, Sk, RY,XBE DRC

AE, WEABEHLR?
O35 B2 LAC AT 8 Mark, BIBHRIK
ﬂ‘]ﬁ%é’h\m

Mark: Hello. Is this DR Components in
Houston, Texas?
David: Good morning, Sir. Yes, this is
DR Components. May I help you?
Mark: My name is Mark from LA Com-
ponents. I’dlike to speak to someone who
is responsible for accounting, L ‘
AL B, BERERNOERNMEHE
e, ABEHRETX -
ment. I will transfer your call to her...Sorry, ! K BERE, REHD o
sheis notavailable now. Can]takeames- ' = Zitth#sa BI50?

David: Yeah, I suppose the person you
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want is Alice of our Accounting Depart-



; vfﬁ%ﬁln "‘3511

i T 4

\
rI

T
sage or Wlll Task her to call you back?
Mark: It’s very kmd of you to do so.

ul

Please notify her to call me back on this"

phone number. * SRl s

David: OK, I will tell her as soon as she
comes back. . Can | take your phone num- .

ber, as this phone cannot show the number,
Mark: The number is (954}336 897 ex~
tension 08. g e

David: OK, I have taken it down
Mark: Thank you again. Have anice day. .
David: My pleasure. Byebye.

T SBHRE RIFE,, -

K- G, mﬁ-—-@’smﬁ&ﬁm R
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: O35 S53,2(954)336 897 #4412 08,

KRI85, BIEFTo
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o3 BREW. THEWt,
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Backg}ound: Alice %5 Mark [8] T B &, Mark &
T Alice BEBM—A LB &, WAL VSR

Alice: Hello, rnay I speak to Mark
please?

Mark: Yes, it’s Mark speakmg
Alice: Hi Mark, it’s Alice, you called
me this mornmg, right?

Mark: Yes, there is a matter of great’

importance about a pending payment ~of
your company has to make. Only a di-
rect meeting can solve it. T would like
to make an appointment with ‘you.
How about this Friday? -
Alice: Let me check my calendar. Un-

©
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fortunately, I’ve planned to attend a
trade fair this Friday. So how about next
Monday?

Mark: I think I can fit it in. But I hope

you can make the payment ASAP, as.

net 10 has been overdue for more than
20 days. I believe we don’t hope this
will affect our future cooperation. .
Alice:. OK, I will let my colleague deal
with the matter ASAP. Please fax me
the proforma invoice again.

Mark: OK, I will do it right away.
Alice: I must apologize for the late pay-
‘ment and we really. cherish the chance to
cooperate with you.

Mark: That’s all right. This is the good
beginning of our future cooperation.
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Thanks for yout attention.
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Confirm an appointment

N P

Background: Bill STHE& 0™ T LA TRA TN /M, A —FREE AR As,

Miss Wang: Hello. This is Shuguang . F/ME:R%F XERB TURRAS.

Industry Co.,Ltd. -
Bill: Hello. I’d like to speak to Miss .
Zhang. o
Miss Wang: Who is calling, please? f
Bill: Bill from Pacific Diversified ,Com—},,

it /R:

F/hE:
ke /R:

RS BB/ NR

T I R A FTRROF A7
BEATREETERATM




ponents. .' /R, e
Miss Wang: Wait a moment! I'll' get: ENME: HHE, RR0d,

her.

Miss Zhang: Good moming, Bill. It’s’ #/ME: 5%, R, RERNE. Rk
miss Zhang speaking. How are you? : IE4FID?

Bill: I’m fine. Thank you. And you? B AR TR, W, R0

Miss Zhang: I’m quite well. RME: BEBRE.

Bill: Miss Zhang, I’m calling to conﬁrmé B4R SR/NVE, BT RIERHHIA—T

an appointment with you. It is 9:30 am. F?&J:Q‘—jl,f-ifii%‘{dxﬂ’lé‘\j%é‘ :
the day after tomorrow. ‘

Miss Zhang: That’s right. F/E: BH.

Bill: I will be expecting you. b 4R RBESERE

Miss Zhang: Me too. So see you then. e ROE, RAERERL,
Bill: See you. Good-bye. B AR: 88 B

Miss Zhang: Good-bye. LA B

Cancel our appointment

Wit 2
‘Background: %/l\!{ﬁﬂ%ﬁ%ﬁﬁ%%& B R TR
“z. ' |

Miss Sun: Mr. Shute, I hope I’'m not
disturbing you.

Shute: No, not at all
Miss Sun: I must make apologies. I'm

.Wﬁﬁﬂ%ﬁﬁ%ﬁﬁ%
FuMg: SP4G S BEREITHL.

FaeEE: .88,
FvhE: RIEE M. BDERTFERR
SERNBHUR, RETERT
HE, B EREE,

afraid I have to cancel our appointment. I
have no choice but something urgent

comes up.

Mr. Shute: Oh. That’s all right. It’s

AR E: RXR, TRURR,




F—R KA AR
understandable.

Miss Sun: So how about we meet on . FvMNE: BLERHNAEELR?

Thursday then?

Mr. Shute: Let me see. Sorry, I’ve got : ##%k: BT, 8K, BMBRR

a very tight schedule on Thursday. HRE

Miss Sun: OK, [ would suggest thatl' FIVIVIE: JDRIEER, RBUEHEY

you talk the matter over with my col- . RER/VB%,

league Miss Wu if you like.

Mr. Shute: Sure. That would be most | #4552 T o BHREF, HARER
_helpful as the matter is very urgent. il

Miss Sun: Thanks again for your kmd N : BORBPS RN, B,
understanding. Bye—bye. : '
Mr. Shute: Bye—bye. : SAEE . B,

v

. Excuse me. Is this Pacific Diversified | 1. %%, HREAHKTFHETHRL
Components in New York city? L e
2. | was trying to reach the accounting de- 2. ABRB AT
partment.
3. Excuse me. - Whom am | speaking to? L 3., A AR KA
4. It is imperative for us to meet as soon as 4. ROIBAFREG R R NE, HIAREH

—t

possible as the matter cannot be put off T,
any longer.
5. How about 10 a.m. tomorrow? L 5. BIR B4 10 REAREY
6. What is the most convenient time for 6 B+ ARFIRITE? -
you? : '

7. Can | see you tonight if you are not 7. SRESBARCI EREG?
busy?
8. Any time between seven and nine to- @ 8- 91X 7 KB 9 KA AT

O



morrow is OK. ; \
9. How does Friday the same time sound to 59. BT R, GaeA3 tufa 2
you? ‘
10. Can you suggest an alternative? 10, EHRAMA EE R
11. I'd like to meet you at three o’ clock in 511. RELRAESR T =i 5RLAE.
the afternoon. ; ' ‘ : ~
12. I will be waiting for you. 12. REGEEH .

13. I'd like to check with you the program '13. 3T FiF—4%, REFAKEIA—TRA
for Tuesday to make sure that every-f “HHE,

thing is in order. - ,

14. I’m afraid | have to cancel our appoint- .14. BHHRARABIHLA &

ment. :

15. Something urgent has happened. | won’t : 15. ZRH T AHFHFE, SRTFRA
be able to make it this afternoon. BEAMAAT .

16. I’m afraid | won’t be able to keep my '16. Wi BH—SEAE, REBHRL
appointment with you on Monday. o EEAT . b T

17. I’m afraid I’ Il have to postpone our ap- il7.ﬂ*lﬂﬁ$f§$?&i&ﬁﬁ]ﬁ‘]ﬁ§‘ﬂ

~ pointment. . ET.

18. You’d better make it a little later if it’s \ 18. MRGITERIFLL 26 FRHAER
convenient to you. - —Re

19. Somy, | have an engagement this evening. .19- ik, SRREEH HET.

20. I have a very tight schedule tomorrow .20 REXTFZHRRE.

afternoon. :

21. I haven’t got much choice. 121, RUAH AR

22. Would you like to reschedule the ap- 122, R HE L BT IEIRG 7
pointment? ‘o

23. My preference would be July 5th or 6th. 323- BABERFRZTHSHR6H,
24. That would be most helpful as the mat- |24, SOPETRAF , IHIRIEA

ter is very urgent. : , . ,
25. Would you like to decide on another 225. PR AR 5 S e At ?

time?




engagement

keep an appointment

calendar

posfﬁone

cancel

make an appointtment
schedule -

come Up

have not much choice
reschedule

trade fair

extension

»

regret
rearrange
" detail
convenient
program
confirm
colleague -
put off
urgent
o
agengda
disturb
handle
contact
delay an appointment
chetish
available
dealer
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1. I is very important to make appoint-
ment before the formal or businesslike visit.

Generally speaking, we should make appoint-

ment by writing letters or making calls in ad-

vance, and making calls is very popular. On
the phone, we don’t need to tell the details,

but to state our own identity and our will ‘to |

meet the responsible person.
formal English and be polite when making
calls. -

2. We should confirm the appointment be-

fore the arranged date. If something unex-

pected happen and we cannot keep our.ap- |

pointment, we should notify the other side to

cancel or reschedule the appointment. Firstly,

we should make apology and state the reason . R BT —A ], ZER A BIRT

G- O -

We must use '

\

of doing so, then we should  suggest another '

time for appointment. Afier we receive the un-

derstanding from the other side, we should ex- .

press thanks to him.

1 BE SRR & b T, Btk
BEE, —BOoRU, LAE SRS h
AU IR A R AE L,
FOUARAS, RERTAMIRRA,
HU O RSB HRRA AR EIS R
BB, 4T 5, B E R 2 |
RS,

2. EERAERE , RITMAELAEH
RITTRIERA— T ELEME MR EE
TSR BUR G S, Tk 2, B R
BRI TR S, AT EHAL,
BB, BORBUR e R E, R )E

TR, B
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Negotiation :
ARKT BAHE N .

of production of our products but E

, also upgraded their quality. » -
second manu- .

We're the sccond largest paper mamu- g 41y s e Bt P K, IR
facturer in China. R R ; -
RITRPEE _AER . _ '

I’m sorry, but I’m not authorized

@ F e EBY :XviovoEBEEF LR

This plant was built seven years ago.
RET BRI

to give out that information at this

B

stage.
B, ERBANAEXI N B ES
i fgﬁ o ’ 7

We have not ‘only increased the rate
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5eRREHER e 3
We are specialized in producing b+ . Our' factasy. covers an " axéa’ of ©

tech elestronic products. - e, 30,000 ’s:tiuare me’t'érs N . E

: &muéﬁﬁ%@%ﬁmwzo;,v[ &MIFﬁﬁmmm¥ﬁ*o .
"6 R ' aar@m " ; :
At»preSent we have more than 1 000 7 We will soon be celebratmg ou:r E
© workers i in this plant. : B T IOth*anmversary : o -
HETRITXA T #H BT 1000 &% ﬁ{n«mﬁ%mmgﬁ 16 }EﬂiTo e

Background: ?.'E%E’b‘?ﬁi%*—)ﬁ:ﬂ%%ﬁilr#iﬂ,#T%@l*ﬁ%&‘]f‘s?""ﬁ?ﬂo

Mr. Xu: Welcome to our factory, Mr. #iiiki@%@]ﬁmr 515!"*#1':@
Jefferson. e N DT |

Mr. Jefferson: Thank you. I'm reélly - ##ﬂ?&iﬁﬂa‘o ﬁﬁé@ﬂ@—t}ﬁ%ﬁ%
TTREAPHR, REET
the factory is operating at full capacity. I Zfé'jj‘ii._#., . o
ot Re, ROUKE T ARMKIT
%, HERGGHEN

impressed by what I’ve seen. I know

Mr. Xu: Yes, we’ve received plenty of

orders, both for home needs and for ex-

port. |

Mr. Jefferson: Is any of your work | A ¢ FINRBE-ET htEs
done by subcontractors? CTEEH? '

Mr. Xu: No,we are fully self sufficient. B 0H RNEHABE R R
We have . laboratories, quality control . METRE, SRELB
department and packing department all REERSIT.

here.

Mr. Jefferson: Have you been produc-. zssismhsks: {RIT4 =X FHSMA



