Business English 900

Common Sentences (Second Edition)

E F AWK EHK

Business English )
Business English
Business English
) . Business English
Business English Business English

Business Engtfsn .
Business English

Business Engiish

Business English
Business English

. Business Englist
Business English

EJ M EFE S K HEH

University of International Business and Economics Press




T 4018 B B A £ 5

& 55 & 1 900 f]
(% ZJR)

F K £ 4 AxH

XA IMATE A 5y KA R AL



BEEM&E (CIP) ¥iE

95 SE1E 900 /) 4, FAME EHM. —2 M. —
JEHT: ISR R S KA AL, 2012

(R SMEEN2ERI R 5)

ISBN 978-7-5663-0346-2

I.O/F- 1I.OE---Q@F-- M. Of% - %if -
Mi& V. DH319.9

o E R A 5 CIP $EAZ S (2012) 25 143680 5

© 2012 & IR FRBAXFHEMHEEZIT
AR #EAR

B HEIE 900 7] (=)

4 RAxH R
BERE: 0 F

A& TR 5 K FH R
WETHHXEFHRE 105 AR 100029
BRI ER 5. 010 - 64492338 RITERERIE . 010 — 64492342
Pk . http.//www. uibep. com E-mail ; uibep@ 126. com

FEWLTHEENSARARENE  FHEREILEETAT
B RF. 140mm x203mm  9.625 Eigk 217 FF
2012466 AJLEE2 | 2012486 A% 1 YREIRI

ISBN 978-7-5663-0346-2
Ef%: 0001 -5 000 #f FEM: 25.00 & (&)



FARETS

PREFACE

HEREE T ESFNRERE, MRS ERBEET L+
TR AR ERRMA,; EREFRFEEDE, XMTK
MNEERRE S . CHRINZEATEMAG RS, FHEE,

RIXFAMETE T 5 K2 At 2 #, BATx (R %53k
900 ) XA BT T HIKEIT,

X T, ARFZELLELTILT ST TIE%:

L BBUESON TS, BT — S A TSR Bl
FEEMABMELTR;

2. AN T A AR, R X X R ) BRR A
Rk R, ETiREET . ANK;

3.WMT HERMEANE: RERCTENE, EEFR
5 — I FIRSCH SRR, %6~ OE;

4. BRBEHMXREME TABRE, 1F0RM KK
F; RADTE—RACH B, R AHT TBE, 4
7, SRR, LA

AR LEAKR ., HEBe, SMERIIPARSIGED
ESEEM, WEST KERRE S TEE AEER.

PR DENREFTERLE ., 43, FEAPEX
Jr AR X RIEE A TR



B EM. FAWBEMEESR, B0, HE, XE
¥ T, BRABER ER. AREIEL D, AT
INEE R By R AL ORI UM B, FE IR R o

EFmEKTE, BRREZAE, BE REEAITHEIE.

W A
2012 1 A



Al

3 7 t P A '
PREFACE

il

PFEMAMAASHLE UG, REMIZAEVREH
AR, NFINEFATW A ok, Fat, T
WO 555 H AL, MRV ARBHEEAZ TSN
K, RHREZRIGEERET . N, BIRET
(R %5315 900 A1) XA,

ABRIEERLEEIME AL IR (S HEE 500
Ay B2 ERE WA, TR TR BEE. L.
FEXTESRIORE S, URIBAME B R IFIES, 850 T 4
WTAE, mil, FERRE . FRALPC# | R a % — sy
w, FEVEHS TIENLRFE. KB4 KR =K.
(1) HEXE; (2) BFRA; (3) HRES MG, A+
308, FIRMNAE SR RIEXHE ., H A A
KERF =35 Hp, RIEEER T 65— 810 £ 8,
HAMRBFRARE; 0% A BRI 56223407 U R %HE N
A T

T R4 i iR A RSR A SC B, TRIRS S 38E D
WRIKRE MRS, FE T HE AW T SRR . A
ORISR . A BABIEX BT RiLH, LHER
S TAEEARPFIR,



Af EM. BB, BHEE ., R, HEE
LRI E% . ABERSLRYT, BB THINETHHKF
WAL R S B B, fE RN RS RIR, xR (ShER
Y15 500 A7) MfEEXIEE, B, BB, EH#FE. W5,
BREN . FREEFIM

BFHmEKT, BhARZAL, Bif) KiEEMIHEIE.

Y A
2007 43 A



CONTENTS 3%

Section One
Everyday Communication

Unit T Meeting Foreign Guests at the Airport

T BB BhBZ oy e « v st x s v s s b (3)
Unit 2 On the Way to the Hotel

T B wams xawv s € RaAlES € SRS S BB namms wamnns e s (8)
Unit 3 Making Phone Calls

g T (15)
Unit4 At a Restaurant

BRI TE  ses cvosns sonmen bnns s 65555 5 bnms amsns nwwmmas (20)
Unit 5 Visiting a Factory

BT wevernerennneeerrrne e (25)
Unit 6 Company Introduction

BB AP wwows swewsn wosens o swens§ 656K KSR bnomme one (31)
Unit 7  City Introduction and Sightseeing

BT B PEIE  -» v conyn smmens s msseny esssons ssn (38)
Unit 8 Talking About Weather

20 T N (43)

Unit9 Parting



S8 BT mees ¢ e s saoeins wamas sames s s 5

Unit 10 Welcome Speech

Unit 1
Unit 2
Unit 3
Unit 4
Units
Unit 6
Unit 7
Unit 8

Unit 9

TR I JA] v vmnrennennennenrii

Section Two
Business Talks

Introduction of Products

}ﬁ‘ﬁjﬁ\gg ....................................

Enquiries and Offers

e LT T T a————

Specifications

HLAE cvvreeree e

Prices

A e

Packing

@24%‘: ..........................................

Shipment

3
%{E ...........................................

Payment

Ty i« s A R S AR o

Insurance

AR wvemremneene e

Agency

Unit 10 Conclusion of Business

JR AT eveeevereneeeneeeieii

........ (109)

........ (118)

........ (138)



Section Three
Extended Business Talks

Unit 1 SWIFT Letter of Credit

SWIFT 5 JH 3 ++vvvrvrnernereneenneenneeneeennennnnns (147)
Unit 2 Remittance

S o smmsmmescmssmn ot AR RAEGESIRS § SRS & HEOIESS HORF (156)
Unit 3 Credit Investigation

18 T G o o ssmmns sicosws 5waken 846555 Smmrn memacs woee (163)
Unit4 At Guangzhou Fair

FES ™ B | vsomcisinons sonnnnsonans o vrnons susus s ssiges (171)
Unit 5 Introduction of a New Product

7L B A B amsrs swvnws cumons sownes ssesns ks i onnne (178)
Unit 6 Maintaining the Cooperation

LR HE A coeeere e (184)
Unit 7 Job Hunting

T L cewvmsmone wesmws sasman comsas o asns § 255 & st (192)
Unit 8 Interview

TR ¢ ennwns smemes vwons s 4655 68 iiwimnn wmanns wwiorms s swmioy o (202)
Unit9 Congratulations on Promotion

it R ——— (213)

Unit 10 Congratulations on the Opening of
a New Company

A NG o | PR (218)
Appendix Related Expressions
BESE AHEEEEE  comm vy romurs smumns ¢ suioses smassns Easins ia (225)



Section One

Everyday Communication






Meeting Foreign Guests

Unit 1 at the Airport

37l #E 5 =

Part I. Sample Dialogue =3z 31i%

In this conversation, Miss Wang receives Mr. Wilson at the
airport and then drives him to the hotel. You should learn how
to meet foreign guests at the airport.
TERAXFEE G b, /N H BP0 B B b SR R R A )
TR . PRI N2 2 AT AN b
A —Miss Wang B —Mr. Wilson
A Excuse me, are you Mr. Wilson from the United States?
T I, 2% 5 [ R )l 7% it e A M 2
B Yes, I am.
R, I
A T'm Wang, secretary of Qingdao Textiles Import & Export
Corporation. '
W, BY AT O AN,
B How do you do, Miss Wang.
&4y, £/l
A How do you do, Mr. Wilson. Welcome to China.
b, BURE e o B E K



o—— EHIEIFI0 F](FE_IR) —

Thank you. It’s very kind of you to come and meet me at
the airport, Miss Wang. I hope you haven’t been waiting
long.

i, EAME, BRI ER AR KRERT, H#EERA
A E,

No, not at all. Have you had a pleasant journey?
Befta, —H EREE!

Yes, very nice. The service is great and the food is good.
REF. ARSI, FZEBASS

I’m glad to hear that. Is this your first trip to China, Mr.
Wilson?

RN AU, BRI A, ERIRR H E g7
Yes, the very first.

W, =

I hope you will enjoy your stay here in Qingdao.

A EEIEE BB,

Thanks. I'm sure I will. I would like to know where we
are going now.

i, LHFEK, RAFERNTEZEEDIL,

Our car is waiting over there in the parking lot. Let’s go to

~ the hotel now so you can have some rest.

FEAEARINF 25, VA TR 2 B SRR AT LUK BAR B
That would be best. Thank you.

ARG T o B

May I help you with one of your bags?

HHEENEIE!

No, thanks. I can manage. Let’s go.
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AL EE. RACHETT. RITER!

Part II. Useful Sentences &% fa]F

1.

You must be our long-expected guest, Mr. Wilson from the
U.S.
HB—E R BN ZEAGEA L E K6 B AR A

. I’'m happy to have the pleasure of meeting you.

LEF Y TR

. I’'m glad/pleased/delighted to meet you.

REEREE,

. Nice to meet you again.

BFt, BRLAE,

. I’'m so pleased to have met you. / It’s been my pleasure

meeting you. / It was nice to meet you.
RFsknE, (GEA AE)

. How was your flight/trip/journey?

AR S0 AT ?

. How about the flight/trip/journey?

FRIE S AT 7

. I hope you had an enjoyable flight/trip/journey.

IR e

. The in-flight service was satisfactory. / The air service was

satisfactory.

LR SRAANBE, /I EIRSGRIT

10. We’ve been expecting you ever since you sent us the fax

informing us of your date of arrival.



o— BHFHIFEI0F(FE_IR) —

11

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

AMMErekiz B BEALERMNAE, BN —AEBEE
Beh 2k,

And I'll be very happy if I can help you with anything.
Yo Rt A 1525, R FH L,

May I help you with your baggage/luggage?

BB EEHTFFS?

I would like you to meet our managing director Mr. Wang.
KO ENAB-TRMNBEERI AL,

May I introduce my colleague Miss Li? Miss Li is our sales
manager.

RO ENB—TARORFF N, RAEMNGHE LR,
I have been looking forward to meeting you.

K— A AL,

I’ve heard so much about you. Glad to meet you.
ABMKXE, SBHALREZE,

Well, isn’t it Mr. Wilson? How are you?

X R GE R A DT AT

Thank you very much for coming all the way to meet me
yourself.

WG F A RAER,

I would like to introduce you to Mr. Li.
RBRENBEF L,

I’'m delighted to make your acquaintance.

’BSARE,

Mr. Truman has often talked about you.
BENREZTHIE,



e——  Section One %

Part Ill. New Words and Expressions B iR F155i5E

secretary Fib

textile 25 42 %
corporation /A #]
parking lot 1% % 37
manage % 3% 3t ff
enjoyable i #y
inform i# %n
baggage/luggage 1T Z
managing director B ZE; LB ; ¥ HEF
colleague 5]
acquaintance A7, # A

Part IV. Compose a conversation based on the
following situation. 1&& %1%

Mr. Green, one of your customers, is coming from
England. You are now going to the airport to meet him. You
have never met each other before. Wang Xia, your assistant,

will also go to the airport with you to meet your customer.



