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step 1 R LR

R B FHRIE send an e-mail: Xf .Y “FEWCEE FHRAF” #i2 receive an e-mail.

AR business card: business Bl ; MeAh, “BH" BATLLA calling card
Y, visiting card N .
- BEAR contact information: contact ¥£ % ; information = &.; i 7] LA F contact
g way Hf .
TRYE . expand business: expand /" J& , "k ; Tfij business ?331_ BER4EE,
55"
5= : available: B 748 “BZ019”, LATLIE “RATRIE".
DB distributor: ZhiFEFE S distribute, R “2EL”
HEM distribution networks: network %%,
1€ cooperate: cooperate with 5+ &1E, ZEIEARLAZK/RH be in
cooperation with.
Bk ER business relationship: relationship K ; ¥ 7] F§ commercial intercourse
TN “HLAER",
FESH fax number: fax {52,

 Step2  ReRekpd

O BRAERI—HEFIRE, SHFERERZIL.

A: Nice to meet you, Mr. Zhang. | sent you an e-mail about my trip here. 464, 1R
SIS, IR A Ak — B PR, HIREIRERX L.

B: Oh, nice to meet you. So you must be Mr. Li from Hongyun Company. M, 7R 5%
WENER, A RIGEAFNFRET .

Tips)

® Have you made a reservation? #5241 147

® Have you made an appointment in advance? {4 fif il 24 1152

2
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® | called you last week about my visit today. | A1 T4 ATl 51564 R E R T .

O BII2TEEFTS0BET, e T _
A: We've been in business for over 50 years. Ik /A FIZEAR 50 LET ,

B:

I've known about your company for a long time. I A H /AR K& T .
® be in business Z5[i 5 Fll
® We’ve had a good reputation over these years. X SE4FEFRA 1A Al LR TARGF 525,
® Our company has established representative office in New York. &I 1A GBI FELL 2157 TR AL

© HEAR—HEHSHIE? '

A:
B:

Could | have one of your business cards? BE25FR— ik #3424 S ?
Sure. Here you are. 348k, #5745,

® Do you have a business card? fE45Fk— K E3 1924 F 7

® Can | have your business card? RE4 35— 9K 311 44 F 2

® Let me give you one of my business cards. #5 #—5kFe i 4% HIE .

O 5ERENSEAREFL?

A:
B:

What is the best way to contact you? 51REk R Wi fEH N B 47

You can call this number. /7] LAFT X 4~ i o
® Can [ get your contact information? n] LA45 gk 2% £y =ng 2
® May I have your phone number if you don’t mind? U15EAS &5 ] LA 3G oL 3 5 45 R kg 7
® When is the best time to contact you? {12 i [a) % £ £ 7

O BIILADELEN RSHIIMLS.

A:

Nice to meet you, Mr.Wang. What can | do for you? {RE24IAIREE, Fiok. A
fH AR LSR5 17

Our company hopes to expand our business with you. ANV FIF Y R SRAT
k55

® ['m sure you're our best choice to cooperate with. FEAf{ 528 Fl IR A 14 1R R RS o
® ['m sure your company could benefit from our cooperation. TR AETA T AR 2 A7)

® Our company hopes to cooperate with you. F {123 vl #iy 3 5 5t 24
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A:

Give me a call at the office if you're free at 10 a.m. tomorrow. IR BHK F4F+ 4
PRAERE], HIRIPAEITHIE.

It's a deal. I'll call you tomorrow for detailed information. ARFEUEE T BAKFRS
PRITHIEF IR

® Would you call me at 3 p.m. this afternoon, please? 4K T4 = & Al LA TR AT 2 1515 7
® We can keep in touch by phone. T\ AT DL i H1 i R FFEC R .
® You can contact me by e-mail. /A] LA H F A FFREC R .

O s RREHEESHEE?

A:

B.

Can | have your fax number? GBI EI’J%E%E—%HE"
Sure. It's 010-88099999. 245X, 010-88099999.
® Would you like to tell me your fax number? A] D) 45153k 50 & 255057
® ] need to fax our quotation to you. So can I have your number? 375 E (& BLA IR ATHYIR .

AT AR — T R fE 159N
® [s it convenient for you to take down our fax number now? {RELTE /7 {#iC F R AL E S5

 step3 BBk

A:
B:
A:

Good morning. Is Mr. Kevin Jobs here? | A B4 ARSI AT e A A 2
Yes, | am. Good morning. LB FRALE. FE4F,

Nice to meet you. J& {7 25 {3 e o — A: REXMILBIE, | sent you an e-mail
BRI, SRETRERE L, | about my trip here.

Oh, nice to meet you. So you must be B: Mk, MEXAE. Kal—E R
Mr. Wang. Welcome to our company. FHAT . WBESRRIRAIAF.

: Thank you. J¢ {128 /) i 247 € Sk | A: i8H#f. Our company hopes to expand

il 55 our business with you.
Have a seat, please. Let's have a talk B: A, MEfTEER—TF.

for more details.
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A:
B

I'm very glad to meet you, Mr. Wang.
Glad to meet you, too. When did

your company set up?

. We are established in 1963. 1l (/]

alis A 50 Z4F [

That's quite a long history.

: Yeah. And now our company has

established representative office in
New York. So we'd like to cooperate

with you.

Glad to hear that. We have been

looking for a suitable partner in your i

industry.

) ==24 &4

> 2 > @

HEZATE ki 24 )y g
Why not? Here's my card.
Zhang Yuan. ABC Company. | got it.

Can | have your business card?

Oh, sorry. | forget to bring my

business card. Could you write down |

my phone number?

OK. Just tell me.

> o » W

el :
head Canasasieall

Chapterl B ST ¥

EieA, REralRE,
FWREONAE. RARRHA
A feg AL FY 7

AT 2 7 BSL T 1963 . We've
been in business for over 50 years.
ARE E] EEIAR K T o

e, BAEFRNT A RFEA LR T
AL FrLARATREM R A7 &1,

FRATAR 5 24 W 25X N H B
HHR R X
i A A VRIS

FA1—
MR —E

Could | have one of your business
cards?

R, A

5KJG, ABC ZAd], FRHIIH

REZR T — S’K,U\H@Zh*"‘i?

M, XA, REWER T KA
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Ufry, SR,
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| Step 1 FUE-E 3n

set an appointment: set % HE; appointment 7%, 1 7] LA i make an

ey :
7 appointment,
R discuss in person: in person F&/~ “FEH . HE"; face to face HLA] FEik
; HE.
F{ERRTE] convenient time: convenient 757 {E 4 .
T in detail: detail 415 .
Xih stop by: 45 7] F visit 5% come by ik “FEi HEE,
HER schedule: a full schedule /R “HEfHRIHAY H 2R,
A confirm: confirm 7~ “HIN", reconfirm F/an “FIRKFEIN" .
BUH cancel: tL7] F call off HfLE .
= behind schedule: & 7] LA F late AU
1280 ahead of schedule; 7] ff] ahead of time 35 “#RAT" WER.,
RS punctual: 1] LAEE# 4 on time,

 Step2  Bopcfi b2
© HABFRNSEL/NRIE.

A: What can | do for you,sir? 5ok, 47
B: I'd like to set an appointment with your manager. FRAEFIRATEHE 244t ] .

Tips)
w i TFALEE, FEE P ZRTE R AR ATHIZY, JFEAERT— K, RIEXMSRNFLE
B[] A o

® Id like to arrange an appointment to visit your company. F 8% HEANE (] 2 FE Dy 50 7
® Should I make an appointment in advance? F& i Z 2 ATFIZY— T b7

K caile
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© TRIGHAELMERRETRIFG?

A: Why don't | come by your office next week so we can discuss the deal in person?
TRARWRINA Z LR RX LS5 4G

B: That's fine. How about next Tuesday? JEH %, T J& —unfay?
Tips
® May | make an appointment with you sometime this week? i3 J& 0] DA R4 244~ it [a] ) 2

® Are you free tomorrow or the day after tomorrow? YR K 8§ S KA B (8] 7
® [s it convenient for you to discuss the deal tomorrow? /KRB K J i iRk 2 A g7

© BIANAEALRAER?
A: When is a good time for us to meet? FAVAH S H& LB AEVR?
B: How about this Friday? i & F/E 4F£7

Tips

w i FALSR, AT LAy d A L i [a],

® When is it convenient for you? 31 2 B 5 {#7

® When are you free? {1 4 HHEA %57

O RERREESENHRSERLE.

A: Let me check my schedule and call you back. iEFA &K H 2K, RiEHa1RE
aiE. |
B: Fine.l'd like to see you at your earliest possible convenience. #f-f], FRAERRIER
7 {58 A e 55 AR AL T
® ['d like to meet you as soon as possible. F&AH /e 5 14 UL
® ['m eager to see you at an earlier time. & 1 /ML L ILEIR
® ['d like to see you when you are convenient. A8 75 75 J7 (@RS W23

O BMNTUREERTie—Fi ¢ EHG?
A: Could we meet and discuss the matter in detail? ?ﬁff]ﬂﬂﬂﬁ#ﬁﬂﬁ'i@‘?ﬁ#
E Y
B: No problem. ¥z[a]i,
® [ was hoping to discuss about the details of the plan with you. FeARFIfRIFiE— F X AT HIMAIT .
® There are still some details undone. Can 1 discuss with you right now? i 47 7 2 4t 5 #1f
g, HAERRE—Ritie—Tg?
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A: When will you come over next Tuesday? T J& R ft4 B [B] i e 2
I'll stop by around 9:30 a.m. F& KHE b4 fu S35k,

B:

Tips)

®m Shall we make it two o’clock? F& 1/ &5 UL a] A 057
® |s ten convenient for you? & /R J5 {@ N7

w G EARRTEE, #UAT LA —5] “ICs a date.” (AREEEARK T ).

@ BXE E{RTLIR—#E18?

A: Can you come by tomorrow morning? B KB _FRA] DAk — g ?
B: Sure.How about nine o’clock? 248X . JLI/E AR

Tips)

® Could you come over after lunch? -1/ {5 0] A id A — F 5?2
® Can you stop by after 3:00? I have a meeting before that. {5 A = &2 [ kg7 HRZ fi

KA =

® You'd better come by after 4:00. I have plenty of time to talk with you after that. {21

RZJEH . ARZIGTA 2GS [E RRBIb .

 step3 X Folc
O SEREERNHE

A:
B:

What can | do for you, sir?
FRAANGR A2 1 A ],

Hold on please; let me check the

schedule of our manager.

Thank you.

: Well, he's free after 3 o'clock

tomorrow.

| see. So I'll visit after 3 o'clock
tomorrow.

| got it. I'll tell him.

Thank you so much. I'll be punctual.

: M, IR TR =RZEEE.

ok, Bt adng?

I'd like to set an appointment with

your manager.

 HMAE, IERE-TRITEEM B

*g% o
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