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Unit 1

Preparing for Meetings £8i:#&
e —————————— .~ —n

Key Expression and Sentence Patterns 3§ ) 5!

1. Would you please check on the availability of the
conference room for that day?

2. Where do you prefer to meet the guests before the
meeting starts?

3. Do you think it necessary to add this item to the
agenda?

4.Good idea! In that case, everybody could pay
attention to it.

5.I’d like to keep each item to twenty minutes; other-
wise we’ll never get through.

6. How about the microphone and speakers?

7. Have you prepared some paper and pencils for the
attendants?

8.1 come to tell you about a meeting scheduled from
ten o’clock this morning,

9. The general manager asked me to report on the
company’s sales for last year at the meeting,

10. ’ve put the minute-book and some paper copies

of the agenda on the table.
11. ’ve come to tell you that you’ll have to take the
minutes this afternoon.
12. That’s very difficult and hardly ever necessary.
13. You just make a note of the topics that are

discussed and the result of the discussion.

RAREE—THBRLIWNENE S
o
SWIFERTEBEIDERA?

VRIAAE BEAEINFE R INIX—TRAG?
HER! BHEGPABLIRT,

BATESIINE 20 640, 31K
IR,
RN OR RS L HE?
RASEE RS T HABEL?

BREFBSIMLEF 10 SFEHS
WA=

BEBIURAES LE—PXFATE
FHETNRE.
REWSWERANM—LLWETY
BEHMAERT L.

BREREFR, SXTFBEEMEIID
Ro

EEAE, FELELE.
RRBER—TIHENEEMERR
BT
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Pop Conversations #[11&%8

Manager: Would you please check on the availability &B: RIAFKEE— THRRLIWENFE

of the conference room for that day? F1E5R.
Liu Yang: OK. If that time slot is open, I’ll reserve it. X4 #FH. MRBIHELINERE,
BRRFTT TR
Manager: Where do you prefer to meet the guests &H: SINFFIARIEMEIDNERZ A?
before the meeting starts?
Liu Yang: Let me see, in the next office. X#: BE—T, EREHAE.

Liu He: Do you think it necessary to add this item XI#: fRINABREEIFERENX—
to the agenda? Tng?

Shang Li: Yes. It’s really important. W 28. EREE.

Liu He: How about placing it at the beginning? MR WEMEFLEAH?

Shang Li: Good idea! In that case, everybody could M§: FE&E! XHESPALBLIEEE.

pay attention to it.

Lin He: So there’re altogether five items on the N#|: BAWEEHLERT. RITES
agenda. Id like to keep each item to twenty Tte 20 4344, BRFEAIKIZ
minutes; otherwise we’ll never get through. HWIIEFR R

Shang Li: Fine. Then the meeting is due to finish at MiRE: FH. XHESIWRIZTE 4 LR
four o’clock.

Mr. Dickens: Is the room ready for the meeting, Miss #WERTSELE: BR/NE, SHHEHFT
Chen? ng?

Miss Chen: Yes, Mr. Dickens. Everything is ready.  Bi/INE: 280, BRsc4 , SHEIFT .

Mr. Dickens: How about the microphone and speakers? i SERf5e4:: & 5 RUFRIN CEREE AR

Miss Chen: I also have got them ready for the meeting, B&/NH: FRBEZESITFT -

Mr. Dickens: Good. Have you prepared some paper MR/ RBiF, RASLEBLET

and pencils for the attendants? KANFREND?
Miss Chen: Yes, paper and pencils have been laid BR/NE: 2/, E&IFT. Ht52E)
out by their name cards on the con- ERNRMBERIRMIINE

ference table for each attendant. FRESNELT.




SR 3B R R & S TR S

Liu Shan: Mr. White, I come to tell you about a XI#fl: TFissd, MREFESEME

meeting scheduled from ten o’clock this F 10 RFF ISR,
morning.
Mr. White: Oh, that’s right. And the general manager ¥Fi§sd: B, 4700, BEHWIFRES
asked me to report on the company’s sales EB—DRF AT EEHETN
for last year at the meeting, Ei-e=
Liu Shan: By the way, the meeting will be held in X#f}: IREH—T, SNEENHLE
your office, not in the conference room. 2T, MPRESINE.
Mr. White: OK, thank you very much. PRiFsedE: |, KFT, BHER.
Liu Shan: Not at all. That’s what I should do. Xk FRES, XERMIZMN.
Jack: Is the room ready for the meeting, Miss Z552: B/NE, 2T R&FTIL?
Zhou?

Miss Zhou: Yes. I've put the minute-book and some F/MB: 281, RELLIWDRAFI—
paper copies of the agenda on the table. ESNETNE NS REST
And paper and pencils have been laid by L, HERMEHBES I
their name cards on the conference table BENE/RFL.
for each attendant.

Jack: Thank you. How about the microphone Z835: BHEHR, %35 KUFIHI\IR?
and speakers?

Miss Zhou: I also have got them ready. B/NE: BUESEITFT.

Jack: Good. I've come to tell you that you'll Z32: FHRT. RERESFR, 5% T

have to take the minutes this afternoon. FHEMESIIER.

Miss Zhou: Should I write down every word that B/MB: REIZ TS ABHEAE

everyone says? ng?

Jack: No, you needn’t. That’s very difficult Z532: F2H, BHAM, HERHEHR

and hardly ever necessary. You just make B, RRAEER—TititHER
a note of the topics that are discussed FERME T o

and the result of the discussion.

Miss Zhou: And should I type out the minutes from F/MB: BIFEBILILITFITEI Lk
the notes? fg?

Jack: Yes, of course. AN HRT.
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Word Service Station 173E ik

agenda i¥F2 availability ATFM, SCRM; B
conference £, it1it%, g2 item JNH, &
microphone 358, E3X reserve FiE; f&e; BHH
schedule FtjE)%; #E®R slot EHIRMO; PEIE; 244
Enjoyment Station R RIF ik
— Jackal and Lion

There is a story about a jackal that was going to be eaten by a lion. The jackal
said to the lion, “No, please, you can’t eat me! You can’t eat me! This will be a great
mistake. If you eat me, that will be terrible, that will be a disaster, that will be the end of
the world!” The lion was very puzzled and said, “How come? How come if | eat you,
the world will end?” The jackal said, “Because if you eat me that will be the end of the
world for me!”

FHT

AR, —RSMREIMTFIER T SIMTE: 9, 2! RREESR! RABERZTR !

BER—MRAMHEIR! MBEETR, BRIST, 2ERE, 22HRFH!” W7 RS BE ) -
‘BT ABREHRERIHRRA? 7 $IEAL: “DUREETR, MR TR
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Unit 2

Speaking at Meetings £ RS

Key Expression and Sentence Patterns 3% &) 5!

1. I would like to get everyone’s opinion on the issues.

2. It’s my honor to start the ball rolling.

3.1 assume everybody has previewed the profit and
loss statement.

4. Why doesn’t it include the payment by BCD company?

5. My presentation will show you how we can work
together and achieve the win-win situation.

6. There are three parts in my presentation: people,
processes, and products.

7.1 wanted to know whether this problem is a general
one or not.

8. They regard it more as an inconvenience than as a
serious production problem.

9. May I suggest that we proceed in order and take a
look at the proposed campaign first?

Pop Conversations #|1i% 5

Manager: I would like to get everyone’s opinion on
the issues.

Mr. Smith: We all expect to have the chance.

Manager: Really, Mr. Smith? Then the floor is
yours.

Mr. Smith: Certainly. It’s my honor to start the ball
rolling. In my opinion...

BRIXLE, RBELREAEEDAN
B

HRREE-PRE.
BEARMELBIRERT .

At 4 E#ER’RHA BCD ARMEKEK?
BHASSRTRINNETEEIIXE
BRHIRR o

BMRED=MS: AR RN S

BRF BB EMERZ—RIMEMN.

A R R, EFREREERE
REANAEF B,

B, BRAOERRIZEFBEMHTT,
SRR — T AR EZITRIR?

S8 GRXLEE, RHELRERES
PARIEL.

SERATSEE: RIBHELSR.
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—Fg?
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Unit 2  Speaking at Weetings

Paul: The next item is the financial report. Now the R%:

treasurer has the floor.

Susan: Thank you. I assume everybody has previewed 753l:

the profit and loss statement. Then I’ll make
an explanation.

Paul: Why doesn’t it include the payment by BCD fR%:

company?

Susan: The statement is made at the end of the month F3l}:

and their check was a few days late, so it
missed the cutoff point.

Paul: Will the payment be shown in the next month R

report?
Susan: Yes.

Rena: My presentation will show you how we can Fi:
work together and achieve the win-win
situation.

Peter: That’s what we would like to hear. s

Rena: There are three parts in my presentation: people, T#:
processes, and products.

Peter: Sounds good. Please go ahead. 8

Manager: Well, gentlemen, as you know, the purpose
of this meeting is to make a preliminary
evaluation of product CP21. At this stage
we have three main points to consider—
you have them on your agenda. The first
one is: potential market. Tom, what can
you say about that?

Tom: I asked the four regional managers to do

two things. Firstly, to make a rough estimate

of the number of customers in their territory -

who might be interested, and secondly, to

pix:

75

T—MRMFHRE. WEBAMS
FERE.

. BIEARMBELEIRE
RT o THRRBE—T.

Aft4 LEigH BCD ARMK
K2 ;

XMRRBERA RSN, i
MR T JLREEM, FrAsEL T
EHiEH.

ETPARER LEERIXELR
FRAG?

=0

BNRSSRTBRNMAEEHF
IREI BRI IR o

XIERBAVEELER -
BNEED=8D: AR K2
M=o

WS RANEE, IHARERIE

MR, SEAEA, MRMERENE, Z0R
WK BERNEXNH =& CP21 £
BRI TG FEIMER, 21N
BREENEFER=R—RX=
RERMNMINEERLHET .
B-RBEBENTZ. 7558, X
FiX—RIRBERIKNG?

D RBIENURIREEE T A

. B—RERMGTTE MM
XA, BZOBERXNF=R
ATRESRNE; B RITIEAH
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Manager:
Tom:

Manager:

Tom:

Manager:

sound out one or two of these—very diploma-
tically of course—and find out their reactions.
Basically, I wanted to know whether this
problem is a general one or not.

And what were their findings?

than we realized. But most people just accept
it, they regard it more as an inconvenience
than as a serious production problem.

Do you think the idea has sales potential?

Yes, 1 do. The results obtained by Jones 5Zif§:

Electronics are quite impressive.

Thank you. Now, the next item to consider &5

is the probable cost of going into production.
Bill, can you give us some idea of the
investment required?

Manager:

Pat:
Mary:
Manager:

Shall we begin, ladies and gentlemen? 1 £8:

believe you’ve all had a chance to read the
minutes of our last meeting. Shall we accept

them as written?
I make a motion to accept them. g
I second the motion. HoRN:

All in favor? ... Accepted unanimously. Now, &8 :

to the business of the day: our new line of
screwdrivers and wrenches. It seems that
we’re about to take the market by storm.
Mary, why don’t you take it from here?

Thank you, Mr. Smith. Our research shows FOFF:

there’s a great potential market for our new
products. As a matter of fact, all we need
now is a good promotional push. I under-
stand that Mr. Milton has worked out an

&m|:
Well, it seems the problem is more general B :

£58:

TEANBR—4RE+H
NE—TRMNIRR . Has
LBRBFEBX P EEERE
—HRERY .

ffi AR A 5 R an A ?
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A AN RRERE, B3
REIRCEERE RN a8,
RREBNFENF = RAGHE
i-aks

=, BIAAM. FETEF L
RITRSHNERAABTTH
HRZMENR .

R RNEBEEPT— =
TR R TR B E R A
EER, RAIBABRAN IS RIRE TS
EFT R

KA, REN, BRAVMEFE
F2E? RERNBELES
EREWHRUWERT . B2
RERER?

REE.

B,

HWEE? - 2HEY. HER
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Part 1 Daily Business Unit 2 Speaking at Mectings

impressive advertising campaign for us. THEN&EETR.

Pat: (He interrupts) I'd like to make a suggestion. #%: (FTHDIRABIRMNEI. BRI
Since we’re introducing something com- EREH—FETNES, BN
pletely new, I think we need completely BRI BEL TN~ 2B
new names. We have to show that we’re BINARMNGIEBRINM =5
modern, up-to-date, progressive. ' BRI, BT URER e

Mary:  May I suggest that we proceed in order BW: W, RINEFRREF%E
and take a look at the proposed campaign BT, SRR FHREMNE S
first? THRIE?

Manager: Certainly. If there are no objections, Mr. &H: MR, MREBH RABEREIE,
Milton will proceed to outline the campaign. 5L IR R AR FF 48 A4 Hh i

— RN,

Word Service Station 535 /il a4

assume XEY; 2 financial W, $Eha
floor (K£)%& & inconvenience i, R75E> 4
issue [a)F; 455 potential ATERY; SBIERY
preliminary Fi&8; ¥50 profit FjiE; ZM4h, B2
roll JRFh, #E; (iR treasurer If 555, HHR
Enjoyment Station & 53234
—— Save Much More

“You will be pleased with me today, mother,” said Dick to his mother, coming
home from school. “I saved on fares. | didn’t go to school by bus, | ran all the way after
it.”

“Well,” said his mother laughing, “next time you should run after a taxi, you will
save much more.”
E#TES

‘W8I, REX—EALXNBHEN,” 18 52 T B 3R 5 X a4, ‘BETTER. RE¥at
RN, TR ERE A 8 — BB 2 hy .

“M,7 BT, TRFBRELISEEEN, BosmEs.”




