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AXNBEFTRE . WA RSB TAERRO A P A 2 69 598 /18 4 K0 %
#a)F , B TTR B —— B i, 3 ik2F 5 3 LRk~ iR BISC I H Y .

X LEENRAED? L AR IR ENE T, SE L ER
RIS 20, A — B IER B, FERIEN T THEIEENER ., Mt
T 74 38 B, BR T 35 F LASH , t R £ FH - # (gesture) . & 1 (facial expression) . i ]
(drawing) , & 2 i 5 #iE#L(Electronic Dictionary)3 /EH Bl , H 2 1A 348 1Y
H i Bpar

MeAh , B FE L MIE S (spoken language) fl 5 1E 15 7 (written language)
RATEEMER , — 8278 R 75 0 50\ Fh ZE 25 6] #1.47] £ (Basic Sentences/
Simple Sentences) Uit BV AT , A Wi & 4 [R] 1) = 18 2 3l 7] 5L 2 ) B #R R FTiE
REREILX O T B BIRT , SENAR B T AR EiESNRE S IS, &
BERBURDVFRREBZER ,TUSEHFZRIAMMNGE, LLE 34 F
2, B rEMEEES . SENREAEABEES REL, ALK
W AERAR, N _EFRCEF R ERGEER, A F28H -5 —KR, 3K
Ja— T A & A — R, B AU E B R 8 A A A R A
W, EEEMNE Y PSRk AR, REELBIT, fn.

EYEIE T :The size on the drawing which we faxed to you yesterday is wrong.

(A—AE Rk RE)

&5 S : We faxed a drawing to you yesterday. There was a size on the drawing.



And the size is wrong.
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A& 2-3), KB ERE & A, A4 A/ EiEMshiE , il .
Is this your new sample? R 77 [8]—Your new sample?

Are you Mr. Johnson? —Mr. Johnson? (— & 7 ik 3| [a] A) B SR )

AR SE B L 75 2, A F 3L 73 N A BT S 4 -

1 BEREERIT

B AT B A () /) B e B /a) 4 ey s R AT, (] 2 R) R, 45 2 iE TS
&G,

2 —REIEBTT

¥ HEEGE P IS AR IE S, AL BIgUEEE P AR
B AT A 8% P s i AT B2 B [ Ah 2 T R EE LT | OG BERL

WEPERITZR AEFEZWY LS, BTTRE 2, ik 3 #F LR
HELR

3. REZEASIEETT

&I 5 AR N R R SR FE P ITA S RS S A
Z2R SUHEME SUL] ANHRE SHEN REXRE ZITHESY
FEGT MRS FAERT 3K AR R BIRACEE S, BTl B 5 W o B 7 2 983

Xt , LT R T 2B, ik I E B — N %,

4. NFRRES

Hi %2 ) FH 1% B O PR GO DL ME &, 32 BT S H i Rl | 4E B A4 A A
PR a A AR TR/ R/ AR T 51T 8 SR B
%,

5. NAERBEBARTLES

SIS SO PR/ BAE/NAE RS 2 LAt S % | 3131 R B AT BB 4 =) 2]



P14 25 248 1) 50 B ot B T, LA B % HE 2R B 8] B 3 SCRIE A5 456~
6.LFAZEWR

I BT R — LA H AL T ME P RN AE DS H [, g
HERE XXLF WL ERR BREALAELE G EZRER
A SEFERE RS/FEN/AG/BRBBAE Bi6 6 KRAR KT
KEBTN HAR/BFEE,

RIERYAHE AN ET, —EEZRXRKXRETWSHT! H AT R
THAINATFHAL, RE TR, B 2R T 2340 %A
4] F R &Ll , REBOT O, 3889 5, 8RR E DR R E 10~20 5040,
HEA R, BASRGC, BEPRELAT, BSRBER O, WA BT 171

W) %W’”j

201242 A
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S5 (Phonetic Alphabets)

F& (Consonants) : BB NITCE (£ 25 7Y)

HHn

W IE AL B o Pleare Fhk 11
Position Voice Alghabits Letters Vocabulary
H b b |big(X#), book(H43)
¥ p p |pen(%), pencil ($7%)
g &
(4 8B7) A m m  |miss(/MH ), my(FiY)
H w w  |we(FRAT), window (% F7)
A hw wh |what(f4 ), when({a] i)
J& 15 & A v v |very(FEH ) ,five(FL)
a5 ff) . f {|friend (%), fine (KF-9)
u ff |off(BFF)
%Em B d th  [this(iX ) , that (FIf )
(FH LTk
[ e i ik <) p. 7 0 th  |thank (i5 )
P I I =g
(FRWAE - R Frer
AREHI) x i it |letter(5)
5 , z |zoo(Bh#¥ld)
W& s |is(J&),was(/&)
(EFaFm s |see(F),this(iX)
FntR) 7 s ss |pass(iiid ), miss(/MH)

six(75)




AR

WAL B o Phonetic Tk s
Position Voice Alblabers Letters Vocabulary
o . . no(A ) ,new (Fi i),
now (BL7E)
1 like(E K ) , look (&)
B H 1 I |all(£#8),ball(3R),
et = call (1))
r|red(ZLH) ,free( HHI/Y),
H r ear(H-)
IT tomorrow (B X ), arrow (i )
A 3 s pleasure (it )
sh  |she(fth)
¥ I ti  |station (% ¥k)
¢ |ocean ()
s j John( A 4)
A dz g |gentle (JRFNAY)
ge |age(4EH#8),page(T)
ch |cheap(fEH ) ,teach(Z)
¥ tf t |picture (B F)
tch |watch(F3)
A j y |yes(&), you(#K)
h h |he(fth) , hat (i F)
i " g |good(¥FHY),girl (&)
ﬂﬁ% =] 8 gg egg(x‘-%ﬁ)
(HFHE) k |key($3&),kind (FF2)
JC k c cake (REDF ) , cave (3 )
ck |pick(## ), pocket (14%)
" - ing |[sing("8),king([E F¥)

ink (587K ) , drink (%)




HREERBES (£ 14 1,9 6 4)
B
Phi:f:tic jﬁ& Viﬁjabjll:
Alphabets | ™ S
ee |see(FH),weed(FH)
. ea |tea(Z%),lea(ELith ), meat()
: ie piece(/l\)
e |he(fth),she(fth)
ae |sale(44%),make(fif),take(%)
e ai rain(FJ ) , wait (2512 )
ay |day(H),may(RTE),pay(ff)
2 - e red (2L ) ,pen(%£) ,let(il)
i ea |head(Zk)
T *® a cat(J# ) ,bank (4217 ), hand (F)
& a 0 top (15 ), not (A)
3 a want (2 ), what(f+4)
e N u us(F'AT1) ,bus(A %), cup(FFF)
1 ou |touch(fili#i),young(5F42H))
7% 2 a ago( - Hii ) , about (K %)
er teacher (i1 ) , sister (1% 1 )
BE = ure | picture (% i)
er her (#it)
ir sir(464: ), bird (/M)
& ur church (&)
or |work(TfE)
00 room ( 7 [A] ) , noon (1E 4F)
u ou |you(#R), soup(¥)
0 do (1) '
00  |book(H),cook (%) ,good (#F)
u u put (i &)
ou |could(fB),would(£)
a ball (3R ), call (1Y ), all (£=3%B)
? au |August(/\ A ),daughter(Z JL)
0_€ |hope(#*#),note(FER)
oa road (%) :
< o |go(%),n0(R)
ow |show(Z&i# ), know (F1iH)




NEEF(6 1T
W5 P}friﬁtic Gl iy
ITEM Alphabets Letters Vocabulary
ie fine (1) , like (- % ), nine (J1.)
igh  |right(X#9), high (&)
1 al i find (% )
ie die(%E)
y my (F& i) , by (#K)
2 ju you |you(#R),youth(F 24 )
3 . ow how (Z117T ) , now (BRTE ) , cow (&)
ou out(#p i), house (5 F ) , mouth (¥ )
" ” oi oil (¥ ), coin (4R )
oy boy (55 # ) ,toy (3t 2 )
ear ear(H %)
5 Ir ere |here(iX JL)
ea idea (F48)
are care ( 8 Joi{ )
6 er

air

air(Z X)) , chair (% F)
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| :UN]T Grammar & Conversation Skills

1-1 <2355 &+ 751% 8 (Tone and conversation skills)
1 -2 4n4d] & 4] #.%) (How to make a simple sentence)
1 -3 4nfar &[] ) (How to make a question)

—REWE

General Conversation

2 -1 FEE P WA % TE (Greetings)
2-2 S AR MEBOANRKXIEEE

(Introducing the customer to the boss & the conversation)

2-3  FEVLGENL EE T ZERE 1S (At the airport & in the car)
2-4 7EWJE (In the hotel)

2-5 FMRJE#E P (Picking up the customer at the hotel)
2-6 EWABHREME AR

(The boss introduces the new employee to the customer)

2-7 HAEF P MERINR LA FRS

(Introducing the customer to the boss & briefly introducing

the company organization)
2 -8 $%) H i (Telephone conversation)

14

28
33

36
45
52
55

58

63



2-9 [7] % (Finding the way)
2-10 WAERKEITFERE
(Entering a foreign country & checking the luggage)
2-11 W (Sightseeing)
2-12 % (Shopping)
2-13 7£%&J7 (In the restaurant)
2-14 FERATHE /Wi % /2 F] (At the travel agency /airline office)
2-15 7E &#HL_E (Air trip)
3 REwRAERE
UNIT Business Conversation
3-1 T EHBEMELITHRSE
(The seller contacts the buyer directly)
3-2 3EJE3NKH (The buyer contacts the seller directly)
3-3 KK (The buyer asks the offer from the seller)
3-4 EZ% )k (A phone call from an old customer)
3-5 ZWmBEBERGHB
(The boss leaves instruction with his secretary)
3-6 AbFKH (Handling incoming calls)
3-7 #HEWELHZ 2 (Scheduling an appointment for the boss)
3-8 [EH4% ) (Returning a buyer’s call)
3-9 H—WHEFHRIFRBITAS
(Calling the buyer at the hotel to set up an appointment for
the first time)
3-10 7E% P T H1RJE R (Meeting at the buyer’s hotel room)
3-11 HHMBE 7 TREE
(Bringing samples to the buyer’s hotel)
3 -12 7EJ& % 23 (At the exhibition)
3 - 13 & PP Z&#f (The buyer requests samples)
3 - 14 I /4 Hr (Inquiry & quotation)
3-15 FRm AR AR

(The buyer inquires the catalog & price list)

82
93

98
104
111
116
121

130

134
137
140
143

146
153
157
162

180
187

192
201
206
217



3-16
3=17

3-18
3-19
3-20

3=
3, =22
gL 09
3-24
3-05

3 =26
3-27

&~ B~ B
|
wn B W

TE N @l #f ff % 221k (Meeting at the office showroom) 222
JE& 7R i B s ik A 238
(Showing the buyer samples & bargaining prices)

ek % F T 1T 5 (Persuading the buyer to place an order) 238
% P[] i 4577 B (The buyer inquires about a trail order) 247
BWEGRERERSWI] 244
(The buyer asks a sample at an exhibition & an arrangement

for a visit to the factory)

Z M T.) (Visiting the factory) : 251
#1758} {5 FHiE (Pushing the order and L/C) 267
% J #1418 1 5% (The buyer pushes for the late shipment) 272
FTHERE 54 4 (8] 8 (Problems with the counter samples) 286

P R ) [R) 7 A B AR ORAUES (T P R R AL BT 289
(The buyer calls for the information on the defective percentage,

warranty, durability & compensation)

% F1 ok H1 41 42 (Complaints from the buyer) 298

B REHBARELH 304
(The buyer complains for high defective rate)

FRACHEF (Looking for an agent) 307

w7 AR R 45 2]

ST
Situation Practice

H A 44 %5 2] (The practice of self introduction) 334
ol B TAREE R A 4 45 336
(The practice of introducing your job and your company)

7= i At 43 %5 2] (The practice of introducing your products) 337
T ML 545 4 28 45 2] (The practice of introducing your factory) 338
LA DL 339

(The practice of picking up the customer at the airport)



4-6 IFTHIEMEPITAS% 341

(The practice of making an appointment with the customer by

phone)

4-7 RURSGEGEP % 343
(The practice of receiving the customers at the exhibition)

4-8 HEHSERMEFINSAEES 345

(The practice of the business discussion with the customers at
the showroom)
4-9  ITHIEHE(E RS S 3R Kk 347

(The practice of pushing for L/C amendment or for payment by

phone)

410 FTHLIEAENR 585 349
(The practice of pushing for the late shipment by phone)

4 — 11 H i [B] B 25 7 4048 Y 6% o i 45 ) 351

(The practice of answering the customer’s complaint about the

quality of the shipment by phone)

A s %] .

s fy ]”.4,» [Hl} 1 L L n
~ B " "B - - - - y ‘11‘ ’

m Applicatic t Int
5-1 4] 5 R AE oR A B T 3R 356
(How to write an application letter & resume)

5-2 245 [ R BF 8] (Setting up an appointment for a job interview) 347

5-3 FEANZFEHRIT (At the personnel department) 362

5-4  4n{a] 8% 1R [A] 8 (How to’ answer the interview questions) 364



6-5
6-6
6-7
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6-12
6-13
6-14
6-15
6-16
6-17

6-18
6-19
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Appendix

o [ B K # (Chinese family names)
e 44 F (English names)
2T /EB 1) 48 7R B R
(Names of companies/departments & titles)
HFr 55 % LA %5 2 18 K Ik 4 7
(Noun phrases abbreviations & business vocabulary for
international trade )
& Jb F % 4 FK (Main hotels in Taipei)
5 1% 3 % % M 4% FK (Popular scenic spots in Taiwan)
thCHFE R F P R
(Mandarin phonetic symbols & Roman alphabets)
% E 3 4 (Menu for various kinds of food)
K S & (Weather)
Z95 / A i / B 1 2 FF (Season / month /week days)
H 3 /6 8] / B335 505 / Hr ik
(How to read date/time/phone number and price)
Bl 5,44 FK (Colors)
7= fin 24 & (Names of products)
i 3& F 25 H 25 FX (Chinese holidays & American holidays)
7K 5 2 % (Names of fruits)
[ 32 225 H #0535 (The stories of Chinese main holidays)
P B R 4 B 32 BT 3 S0 4 R B ek i ARG
(English names and codes of the main cities in China and
global countries)
100 A] ¥ 3L iZ1% (100 English proverbs)
BESCH A HEAT 5 B il )
(English frequently-used expressions rankings and example

sentences)

e 383

387

390
396

400

405

409
412

413
418
419
420

422
424

428
430

432
452

459
463
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