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Part 1 Practical Listening and Speaking( 3£ i W7 ii#.)
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1) Word study
> U G R IL ARG FEA KT TAEAFTANGEGHA . B 222
B ESINICHTE,
> 2EIG LA, T F AR ER T KT RIALAE,
> ERML K FRE BTN S 4w R B 49800 4 B U M AT Bk, T A
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2) Functional listening
SN FMHARSE ARG T NGB LR NA T ERM, F
BRI A B — i TR E F T S R,
> 2 E D 4 KR O ) A AAL T A RAE 2 B A
> ERAM XY THG] FEBEAERRFTRAR RN R ITHE A5 FHEH
FEBEMGABEZERBRESFANRE,
> KR T AL T AR 2 EAA. HFRFEZAARSEEL S
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3) Language check
ST TS T ANGEELETHRNBGTE, A aidir A,
> 2 EY 4 AR PR E R ATIR G RN R N EAR, ATk 5 A B AT M
AR RE R K, B i B R S RE Rk,
> EHME X R %3 A % =284 " # (Functional listening) #5484, N 2314
%R . B, Z3 oM T AE M o EM A,
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4) Controlled practice
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(Functional listening) & £ % , 4% 2 & 5 7 84 97 A 44+,
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5) Business culture
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Part 2 Business Speaking( &% 1i8)
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1) Pair work
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2) Role play
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Part 3 Listening Practice( It 1 3% 88 Il %)
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Part 4 Fun Listening(328A—%)
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Part 1 Practical Listening and Speaking( 3Z F Wr %)

Word study
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BAFey 5, Tik P AT B TR FILA T, KRB F I R, W Tk AB#NTT AV 4,
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Functional listening
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Language check
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Controlled practice

25 & 10 547 . ST T AARIEAIR BT 8] o ¢ A KF RERA .

Business culture

#9510 454F. FIFTAR EFAERIT AIRS NS,

Part 2 Business Speaking(7# 4 01&)

Pair work
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Role play
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Part 3 Listening Practice(Bf 17 Y%k ) :
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Part 4 Fun Listening(Z2th—%1)
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We are extremely grateful to the authors and publishing houses for all the materials

chosen as content in this textbook. We hope that the request for permission to use the
related resources for teaching purposes will receive kind and generous consideration.

Every effort has been made to contact copyright holders before publication.
However. in some cases this has been impossible. If contacted. the publisher will ensure

that full credit is given at the earliest opportunity.
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Unit Goals

<> Getting past the secretary on the phone

<> Answering clients’ questions on the phone

<> Understanding telephone manners

<> Identifying some important abbreviations

<> Taking telephone messages

Practical Listening & Speaking

() Word study

Work with your partner to fill in the blanks using the words on the left. Listen and check your answers,
and then follow the recording. ‘

,6ffice stationery '\

market leader
Personal Assistant
contact

latest model

retail price
discount

from stock
out of stock

e

(1) Your is too high. How about $ 500 per
machine?

(2) If we buy 40 machines, how large is your ?

(3) We can’t supply at the moment.

(4) Do you have a 7-day ? I mean, if the goods
are poor in quality, can we return them to you within 7 days?

(5) The is very important. We need to have your
people look at our machines in time if they are broken-down.

(6) The goods are at the moment.

(7) I'm afraid your is too short. Can you
make it 3 years?

(8) Please feel free to me anytime.

(9) Could you the goods to us as soon as possible? We
can’t wait.



(o8 BT T
d

eliver (10) We are short of . Can we buy some now?
warranty period (11 T work as the to Mr. Jackson, our
General Manager. i
on-site maintenance (12) We are a in the office furniture business.
money-back (13) This is our . It’s very popular with our
Qarantee % customers.

(® Functional listening

Task One (Getting past the secretary on the phone): Listen to the recording and fill in the blanks.

Joy: Good morning. THT Corporation.
Don: Good morning. This is Don Barry calling from PLP Office
Stationery. (1) Purchasing

Manager, please?
Joy: Could I ask what it’s about?
Don: (2) the Purchasing

Manager about the possibility of providing our office

stationery for you. We are a market leader in this field.
Joy: Yes, I see. He is not available just now.
Don: Could you (3) ?

Joy: He’s very busy for the next few days.

Don: Would you mind asking him to call me back?
Joy: Sorry. I don’t think I could do that. He’s very busy right now.
Don: Do you think I could speak to someone else?

Joy: (4) . I can deal

with his calls.
Don: Is it all right if I call him tomorrow?
Joy: [I'm sorry he won’t be free tomorrow. May I

suggest that you (5)

and then we’ll contact you?
Don: Yes, that’s very kind of you. I have your address.
Joy: Right, Mr. Barry. We look forward to hearing from you.
Don: Thank you. Goodbye.
Joy: Bye.

2 1 Unit I Could I send you our catalogue



(1) The retail price of Model 679 is
(2) The man’s company can supply the goods

(3) The man’s company can deliver the goods to the
woman’s company within .
(4) The warranty period of this model is

. The man’s company can also provide

maintenance service.

O
D
b Cp e T

st the secretary on




M: Is (6) if I call him tomorrow?
F: I'm afraid you can’t. He's really busy these days.

Asking to send your catalogue

M: Could I send you our catalogue?
F:. OK.

Task Two: Answering clients’ questions on the phone

Answering questions about prices and discounts

M: How (1) does it cost?
F: Our retail price is RMB 1,300.
M: If we buy 30, what’s your (2) ?

F: We can allow you a 25% discount.

Answering questions about the stock and delivery

M: Can you (3) it stock?

F: I'm sorry. It’s out of stock now.

M: Then when can you make (4) ?

F. It will take one month to produce the product. We can deliver the goods to you in 45

days.
Answering questions about the warranty period and other guarantee

M: What’s your (5) ?
F: Our warranty period is 6 months.

M: Do you have a 7-day (6) guarantee?
F. Sorry. I’'m afraid we don’t have that guarantee.

Answering questions about maintenance service

M: Do you provide (7) maintenance service?
F: Yes, we provide on-site mamtenance service free of charge wmhm the (8)

. Our engineers can arrive at your company within 24 hours after your call |

(® Controlled practice

You are a buyer. Your partner is a seller. Work with him or her to make a dialogue based on the
following flow chart. Listen to the recording of a model answer, and then follow it.

4 1 Unit | Could I send you our catalogue



Ask for the retail price.

; Say the discount depends
Ask for a discount. ;
on the size of order.

Ask for the largest

X . Offer 25%.
discount on 10,000 units.
Ask about the delivery date. Say 60 days.
Ask about the warranty period. Say 6 months.

(@ Business culture

Work with your partner to answer the following questions. Then listen to Justin Comfort and Anne
Heaton talk about their telephoning experiences in China, and fill in the blanks.

(1) What would you do if your mobile phone rang in your meeting with
a client?

(2) When you are having an important meeting, do you think it is
necessary to switch off your mobile phone or put it to vibration (F£3f])?

(3) Have you ever received a wrong call? How did you handle it? If you

dial a wrong number, what will you say to the called party?

Telephoning Manners
Justin Comfort: *1 was having a one-to-one with Mr. Chong Ping, one of my Chinese
clients. When we were having a discussion, Mr. Chong’s mobile phone rang. He stood up and had a talk

(2) , leaving me alone. After his phone call, he didn’t say anything, and

we (3) our discussion. However, after a short while, Mr. Chong’s cell phone rang again. This
time, I said (4) , “Could we finish our business first?” Mr. Chong could not but (5)
his head, saying yes. Just before the end of the talk, Mr. Chong’s (6) came in, telling him that

”

there was an important phone call for him. I was (7)

Anne Heaton: “One day. when I was answering a phone call, I heard a loud voice on the other end
(8) . “Wei? Wei?’ Since the people who (9) call me usually say, ‘Hello?’ 1 knew
that this caller had dialed a wrong number. 1 was hesitant Gt B ) in (10) to the voice,

(1D the caller to speak louder and stronger. ‘Dui bu gi, ni da cuo le. (I'm afraid you have
dialed the wrong number. )’ I finally said, hoping he would (12) . Soon, he was

asking me who I was, my phone number, job and (13) salary. I couldn’t believe he was asking
so many (14) questions. Even worse, I kept on answering each question. I must have (15)

that if 1 answered just one more question, he would stop asking. But with each question answered, he
(16) asking questions. ‘Da cuo le! (Wrong number) ’ Finally I shouted back and hung up.”

BE I 5



