o)

BRASH
BLRBESREL




37 E’sz
Helen S D SORARLY
Five Minujss

of Englishi

Helen
— R EIRVBEAES
HFFREXTHEHA

Helen
—1 "S54 B
FiFEIH



BRHRE L E

HE®RIT: RNE—B HRERAF
HERE: & W
AXEE: BRE
HRE T BRE RSB AFE R (I RRERA120/E8E M5 710062)
BARRY: RUITRRIGETIRE

29 ESMHERN

ERRd: ik g EBEEHRHRAE

Fx: 1732 ’

E3k: 6.88

FH: 48

BRok: 2001 £6 A £ 1 KK

Epck: 2002 8 B 4 %

HE: ISBN7—56131214-8/G - 915

Effr: 56.002 (L. TH&HE)
 EBEG28.00%

R . BERNRATLEIRZE TR, W R
C RUmERRELEEAREELT
MiE: (0755) 25683657 152 (0755) 25683657




HixA

CHRE AR I——S5 S I BBy IR L TG R T L
ol WRA A L, A AR S R R E
IEFE THS. DERMBHHT HRSMMIRETR, 4
HIAEREAE AR ) 1B .

RifHid, K. HE, B/, BFELRY, MR
RYBEIT LT AL AE J) AT DARE A g A — .

A TG T200 0] ' FEEIB T, TR AR
SEEADRHEN RN, EHAEASE, SHEETTHREDA
PRl 25, BTl T AR B2 i dh, BRlZ Bl X
FRTEEMEN A, . EFA RIS EHF TR B3
&, AEFASRAEREABREGE, XA BET ARG E
L T — A A

FilEE AIE TR I A

Input (4 A) Output (¥i)

AT R ICERA. BARIREE, L1280, Rt
M, e, BELER, WEEME. LRSI, IR




HEARMER AR “Input'(FIA).

AUAEF IR B 2GR LETIEE. &
Bk, N2FTESRBEM LG ES /ARSI
"Cutput " (% th).

ZIRBEN AR BIAHAN BRI EH. MRHEESHILE
R e Y. FRAl TR A CLRE o IR IR A 0T 1 A R W R EUITE K
FINAE AL A —TR B R K AFE LIRS W . FrUAL T H &
TR MIBRATFMNE. OF IR ARSI has
Ly A2 DARTEARI TB LR, IR T A & EEN
BIE,

HAREF I RE L 1, AR E R E AN RERENR
—f0 ., ERIIWEEC—. HARIHE, FRe 2t
—titee, FEEMERBR AR, TEAREENMERE L,
EFriE BRI A EEN ARG, MAARE LT,
ERH S ZEMFEN, NHRERAFORE, M, #R, ¥
SN EART, W TR R, R e
MBM A, i GRS RSP RETEY ZALRENE
PAfE.

ek, DRUERE, REERVER (B) . MaEBE
&, BECIYAFRABIBEERER ., HENESTEE,
WHRIGEIT IS 8. FIe PR RAR ACDE 1T,
JrEGEAE H ).



FHR RS EELES, ST RCET R, 53
BNTRBL, Wil R B BORI 4 AR — R B, AR
SN . A SR RS, TR
RSP, RO IR RS, A
PR

AHRHAE R

1 RERINR. Sz ES|

MVRRIE RN, MR CEENRRTAEL (MEET.
TEMET) ALAMEARHEE. SXAFS. BN L
FERN & AT -

2. HTERSERENED, RiENET

AT WIS B L, R R R v 3
B, B @SRRI E A
3. AFAFEFRNBEROE

& A A P St Rl =3ty G d10F: ;90 PR o
— ELAR L DASE TR Th K 3 100 Ok A 704 R0 B8 A 0 SR 155
Ko MBI AERR IERINEE R SRS IER, &
BB PER0%. EL XL, —EEHT AL,

ﬂ

4 PlALEEEERE
T RBR R T &R S R ). AhoEs, 5
HIHrER L -




5. "EE SRHTEAIEPEERHAOERHE
TE AT FRor, WRHIT AT ITERH LeRE LN N, 5
TS

6. RFBERTEATERELA.
MTFABEOUFT R, B FERAT, A7 TR B
7. 2HEBESTENHX.
WEwR BT rIR sMaTREER. @iz

-

% By Bukid.

fefdi BT B TiFE P AMA AR L. ERAT
VEEPAEE SFEHEMTEY. HETBER B0 2: +
W, PE/#i. Fred. Chris, Richard, Mati, Tom.
Laurence, JohnflE -E) & RitARLE. [ #i5
Bl TR B & A2 8 PRS2 2 7%, LR T
WL



Ch 1

Ch.2

Ch.3

Ch.4

Chb

Ch 6

Office English _tBEME® A [iE
WA R BT A3 B IR IB B ) 3 R B A HIE =
i BRI R %,

Cars and Planes K{ZEFHKH
TPEITTE, FENRHAM S E T AT IR A6, Firin
SCINASE : Bptr 3 Ecf:ap a0k i

Phone Conversation HiEiE

PR PUREO BB A 208, BRI AR, AR,

Communications iR 5%
AHELZE 0TI, Tk R A P BB R & -

Job Interviews RERHE
TR AR SRR TS, T e AR T IRZI RATIN
Enge.,

Frequently—Used Expressions & #5i[1iE

SRt KERRITERI LAY S, AT A S, R R A !




CONTENTS

CH1 LFHIRHEIE

1 Get Back to Mc On This Rl oI5 BX %

2 Headquarlers SE6 500
3 Branch Office 434 1i]

4 I Needed Il Yesterday JRRERMGET

L

I'd Like A Word Witli You HA SRR

=

Keep Up The Good Work G444 5
7 Civil Servant WEHZN% bt

8 Qualified &% B ViARAY

9 Cooperalion #r{E

10 Guarantee f4iiF

11 Stressed Out EAHMRA &/
12 Commit #Hi%

13 Workplace | {350

14 Register &id i#}

15 Appointinent 24 B4 07
16 Memo 2 1] P ER e &

17 Promotion &4 #)°

18 Organized & & AEM

30

33

35

37



19 Official £ .40 39

20 Contract &9 {59 , 41
21 Invest % 44
22 Arrangement LCHE 46
23 Use Your Head &I fiif (7474038 48
24 What's Your Occupation {780y -2, 50
25 What's Your Title fRIL#i 2 H 2 52
26 Mess Fl-b Ay 34
27 Clear w8l ik 56
28 Dust il 58
29 My Car's Engine Died FHH% NI AT 60
30 Used Car —“F % 63
31 Drive Salely /B30 65
32 Parking Meter {£%itit33 67
33 Licensc Plate 5] #Hg 69
34 Clear The Way ik iETT 71
35 Wherc Do T Board My Plane FE/ouh LG 73
36 Have A Nice Flight #KiT4rH 3
37 May | Have A RBlanket TR &3 -1y, 77

38 Delay iR 2 79




39 Cell Phone £ 81
40 Ts Someone There FEfEH LN 83

4] What Number Are You Calling RifI o224 85

42 Line (BI3E) 2 87
43 Give Me A Call #3354 83% 89
44 Where Will I Find You 38 _EBFJLIAR g1
CHA4 GRaExER

45 Communication 5l 93
46 Anyone | Know iff, 2INIHHTD 95

47 What Was The Name Again 7 H-EiFE -8 505, 07

48 Don't Bother A~H 99
49 Al Sel ME&RE 41T 101
5¢ T You Don't Mind R BIRIL 103
51 Don't Rush Me 5iI#3% 105
52 I'm with You FNEIRGER 107

53 Arc Things Gefting You Down 4B {RiX4idiE 109

34 Do [ Make Myscli Clear {58H17F%pE0i500 111




35

36

57

38

59

6

=
]

63

64

65

66

67

08

6o

70

—d
| ]

73

I Heard So Much About You 4 [F%

When I'm Good and Ready Y% 45 4B

Youre Too Much # AT

No Way To Tell Aol o &

[ Cant Accept That L gEE=

[ Don't Want To Alarm You Ik R0 ik
[ Don't Mind &F/A& A

Tave It Your Way F4R(4 b=fi

Teaving So Soun 3% 2,k

Dot Ask $48T

Don't Be Goue Too Long M@ 0w

Does It Work Tor You {RiEMEIE &)
Don't Give Up Too Fasity 352814 %

It 1 Were You JUEBE R

Believe You Me #E{5%

My Pleasure i) s

Don't Speak Too Soon Rt HE Fikie

Guess What BT A #F

Know Whal Mg H 2.1

113

115

H7

133

135

137

139

141

143

147

149




74

75

76

77

78

79

80

&1

82

g3

34

85

86

T've Got Work Ta Do FRf7 FZl

Don't Waste My Time iR FpU0}E]

Don't You Know The Answer HEE {504 TU0E 0y
Look Who's Here BEifEfiix L

What's Keeping Someone 212 FEIE T H A
Welcome To Our ITouse HIMEIRNTFASU
Datc #)=

Whether You Want Or Not AEREAR
What Brings You Tlere {RE 275X )L

From Where 1 Stand &5

I Can't Go On Like This ®E B AGELHE N5 T
What 1f | Do WHRFE 2 AT A5

No Sweat j&Afr{-a BATHH

87

RS

&9

a0

91

92

Interview & Fi4

Strength {LAZ4E E TS
Experience %45

Referenice HERERE WEFFIR) MRS
Skill 15 Fres

Apply For Somcthing &

151

153

155

139

16l

163

165

167

169

177

179

181

183

185

187



CH.6 3N

93 After You fR5c FMins 189
94 This Time Around jX—iK 191
95 On Tland ¥4k 193
96 Taken \i#f 51/ 195
97 Swear ki 197
98 Gather W(BE H&H K& 199
99 Have Faith In &{s1 201

100 Ways Off R 203




Get Back To Me On This
o[ 2k jif il AR X FF
"{zet back to me on this.”

R RAHERE L E S RICHR, —R T ERdE R 2%
R EAF AR,

.

P Here are some name cards to look over. Get back to

me on this before Monday morning.  (REPEAT)
Mg T e, 2 - R —T,

R

> Boss: [ere's a contract for you to look over. et

back to me on this hefore Tuesday morning.
(RFPEAT)
R aEFEEE—T, REH 8 280N
il Rix .

Emplovee: Surc thing. Mr.Martin. (REPEAT
- €. Martin %4,

> Boss: When vou finish the design. get back to

me and we' 1 talk. (REPEAT)
RN T B RS, I -, ke
You: [ will. (REPEAT)
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Get Back To Me On This [0 %30 4 34
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| Sure thing, Mr.Martin. |
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| Here's a contract for you ‘\
| to look over. Get back to |
me on this before Tuesday | K
! morning. /
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> “name. card" & ST, A DAF "business card" kR,
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Headquarters
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» Many companies have their headquarters in Hong Kong.
(REPEAT)

BEAHIWRIBRTE T .

» This news is from headquarters. (RepraT)
XA B AR ML EHE LAY

» Fred: You're too much! I'm going to report you to the

headquarters! (REPEAT)
WA LA T s S B A,
Brad: Go ahead. Sce if I care. (REPEAT)

AR, BT AETF.

» Tom: Where is your headquarters?
(REPEAT)
PRI Tl ST A R R
Sue: My firm's headquarters is in Shenzhen.
(REPEAT)

& o IRy R AR T

Headquarters 23 ©.750]



