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MBI

Do you become speechless when you chatting with a foreigner?

Daring not to speak is not an excuse.

Can’t understand what the foreigners say. Chinese often can not understand
what the foreigners are saying.

Poor vocabulary is not an excuse.

The set of the “365 Days of English” will make you more confident in Eng-
lish. It will also give you the confidence to meet and hang out with foreigners.

Learning English is difficult. Many people can only write and read, but neg-
lect to listen and speak. Many students learn a lot of words and phrases, and also
know a lot about grammar, but can not understand and speak English in practice.
And their spoken English is not appropriate nor spoken in a standard passion. To
learn spoken English well, the most basic thing is to have a good English tutorial.
This tutorial must contain three basic elements—covering practical knowledge,
teaching the correct way of learning ,and shaping the authentic way of thinking in
English. In order to create a truly practical oral English encyclopedia, we invited a
number of senior experts to participate in writing, editing and revising a set of four
books. The books cover every aspect of our daily activities, so you can truly master
everyday “live” English.

Each book within the series not only has its special characteristic but is also
interrelated. They will help learners systematically and comprehensively master
English language speaking skills and strategy. This book set is suitable for Chinese
people to learn English.

This set of books provides the foundations needed to achieve proficiency in
English. I believe anyone who follows its guidelines will be successful. English
communicative competence can not be trained overnight. This series is intended to
be used, at the leisure of the learner, at least once daily over the period at one
year. After a years time, your English proficiency will go leaps and bounds.

Good luck on your learning endeavor.
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- Business Reception W %EB&F et

Jan. 1" New Year’s Day JG H ooooooveeene (1) FBEATE coemonimsmmsersssonnizes (14)
Jan. 4" Meet the Guest Jan. 17" Office Block 7]1/&?(’% --------- (15)

WAE T A, somssvesesusavoressmanmeassores (2) | Jan. 18" Introduce Producing
Jan. 5" Let’s Go and Claim the Luggage AEIB AR PE asssspausenssssosuosmmasosvass (16)

HEIARATE i (3) | Jan. 19"  Finish Visiting & £ & .- a7)
Jan. 6™ Talk on the Way Jan. 20" Flight AEHE o ooomommmmsomsnsnans (18)

o 2R ..o sosranienneraas (4) | Jan.21®" Check Plane Tickets
Jan. 7" Check-in at the Hotel (1 ——— (19)

ERBIRHEIE o (5) | Jan.22™ Book a Plane Ticket
Jan. 8" Self-introduction B & N4 -.--- (6) FUATHLE wosmemsssssssaonssonsosasnane (20)
Jan. 9" Introduce Colleagues Jan.23™ Change Plane Tickets

1t T [ SR ———— (7 &&m%ﬁ .............................. (21)
Jan. 10"  Visit a Factory &% T ) oot (8) | Jan.24"™ Board the Plane B A#l --weeeevr (22)
Jan. 11"  Brief Introduction of the Jan.25"™ Call for a Taxi iT HfLE ... (23)

Company /A 8] /- oooveenenns 9) | Jan.26™  Say Goodbye 3 Fl| «+eoerveeeeinnns (24)
Jan. 12"  Welcome the Visitors Jan.27"™  Lunch Appointment

AR A concsssasasssavuprenenmmsasn (10) B AR cnrcssasssmonssassosses (25)
Jan. 13"  Assembly Line Workshop Jan.28"  Dinner Invitation

TEALR ZE[H] corevnresersssnonicrssnane (11) BT BN cousansyunonssymsssssmmmsnsvas (26)
Jan. 14"  Sample Room # & F ooovvenen. (12) | Jan.29"™ Order Wine & £ & --voovren- (27)
Jan. 15" Visiting Schedule Jan.30" Thanks for Being Invited

A I semimssmmmisismine (13) BRI e (28)
Jan. 16"™  Brief Introduction Jan: 31" After Dinner E J§ -coooveremrimenees (29)
February gL

-~ Business Conference &£ J

Feb. 1" Send a Memorandum Feb. 6" Stick to the Principle

AMBER e (31) L =0 1 (36)
Feb. 2™ Start the Meeting Feb. 7" Propose Suggestions

SALTFHB cevnsinvirasnscsasonsasans (32) YR M wvormrcsnmssessremmonsraniss (37)
Feb. 3™ Time Bf ] [&] f -oeovovvereveeenees (33) | Feb. 8" Adding Items 3 An iy £T ..o (38)
Feb. 4™ The Right Time 7 3 4/l (34) | Feb. 9" Different Opinions
Feb. 5" Discussion & it «oeeees (35) AT, W, cssssvsmvsssssossrsnivsasons (39)
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BHERBOBAE  Jeeecoeseen »
Encycopedia of 365 Days Business English
Divergences & JLAM 5 oo (40) B T W, sssssmsmsmvorinarnnnssssanias (46)
Discussion on Sales Feb.23™ Work Plan T3t X] «oveveeene (47)
AERE T covrrrrisneaniesieiien (41) | Feb. 24™  Ttem Speech 1 L o (48)
Views on Pricing Feb.25" Board Meeting & F 2 ) - (49)
b o — (42) | Feb.26™ Arrange and Plan
The Spring Festival & G (43) FHE L TR - eeveenrennrenrorennas (50)
Views on Investment Feb.27™ A Brief Summary
SRPE T M i b sl (44) ARG B2 asaniastimansaniss (51)
Development Options Feb.28" Main Point Summarization
BB IR raovahinravmsesizes (45) BB B sevesvapsrarsmmsassoms (52)
Feedback Opinions
" Business Negotiation ®&i%¥
Inquiry About Catalogue Mar. 18" No Discount T 34T -eve-e- (71)
B H R cnneapesiivm e (54) | Mar. 19"  Concessions ik d (72)
Inquiry About Discount Mar. 20" Tender Invitation 3B 45 -eeevo- (73)
) [T i weconsurssarmensavssmsnssssnes (55) | Mar.21" Tender participation £ #F - (78)
General Inquiries Mar.22™ Insurance & «eoeeerereieseennn. (75)
—HE L e (56) | Mar.23™ Packing 4 3 -coooerereneninenns (76)
Specific Inquiries Mar. 24"  Investment Environment
[ ooyt (57) :}’Qﬁ%ﬂ:ﬁ .............................. (77)
Firm Offer SZ#F --oovevriviiineans (58) | Mar.25"™ Investment Policy
Non-firm Offer & £ «--eoooeevnee (59) ﬁﬁ»ﬁ(ﬁ .............................. (78)
Quality B B JRE «eoeeeeens (60) | Mar.26"™ Form of Venture
No Quotation TG k4| 44 e eoe (61) BTN, sevsssssarsssansronansmessues (79)
Price YA -ooeevemeencsesnesesunsuesens (62) | Mar.27"™  Responsibility of Venture
Payment A s s e (63) AT coevrereerreeeneeieeennn (80)
Coun[er-offer jl: ﬁ ............... (64) Mar. 28lh Shipment ’;ﬁ @ ..................... (81)
Try to Order 4R 37 «eeoveerveeane (65) | Mar.29"™  Draw up a Draft of Contract
Repeat Order FEYT wosewmanssessis (66) BB [B] creevrsessnnemsnmonssssanesans (82)
Accept Order % iT# ... (67) | Mar.30"™ Revise a Contract
Confirm Order # AT 4 -..... (68) A T wsomsecssmtii s (83)
The Number for Order Mar.31" Sign a Contract
TTROEE I ororrmrmmmemmmamvoa (69) BEAT A cvveeeennerneemeineneeninns (84)
Wholesale Prices #t & 4} ------ (70)

‘*" Business Information B&ER
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Apr. 1" A Letter in a Formal Situation

EXfEHE

Apr. 2™

Writing English Busienss Letters
RXEHGEE (87)
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May 4"

May 5"
May 6"
May 7"
May 8"

May 9lh
May 10"

May 11"

May 12"

What's the Postage on These Let- | Apr. 17" The Unconventional Way of Shop-

ters 15 UL B covveeeeenreeneean (88) ping B ETG4 oo (100)

Talk about What Has Been Men- | Apr. 18"  The Internet B B [ oooovnne (101)

tioned in the Letter Apr. 19" Set up the New Website

Fhh i Trree— (89) | IR R —— (102)
Tomb Sweeping Day Apr.20"  The Virtual World

B F  scoomesmamasssossaiss aes (90) IR e ninn (103)
Please Enclose the Proposal Apr.21"  Information Highways and the
TR (1) Internet 12 5,75 & & .oororrnn (104)
An Urgent Letter B -ooooene (92) | Apr.22™ E-mail Box W, FHf 45 -eoeone (105)
Prepare a Letter of Reply Apr.23™  Send an E-mail

[ 48 csessssommmsssmmsvassamssszonsrenmanas (93) LM scoonernismassssmsnsnson (106)
Letter for Acknowledging Orders Apr.24"™ Keep Contact Through E-mail

b R T b T R——— (94) 100 o U (107)
Letter for Unpaid Bills Apr.25" The Ideal Medium

o g R S (95) b1k 3 RO p———— (108)
The Difference Between a Apr.26"  Security of E-commerce

Letter and a Memorandum BFREEAD i (109)

EAE SR KR s (96) | Apr.27"  Use Teleprinter

Where is That Memorandum T JH B AEAL oonerernininsnnianne (110)

e A S (97) | Apr.28" The Advantages of Telex

Didn’t you Get the File I% %ﬂ:,ﬁ‘& ........................ (111)

iRl g A R (98) | Apr. 29" Send the Fax EEE e (112)
Trade and Commerce on the Apr.30"  Equipment #:/A % & oo (113)
Internet W _E AL cooeeeeveeenne (99)

Insurance W %&RE ree |

Labor’s Day %z—jj"—ﬁ ............... (114) ) S&ﬁ—{%[@[ ........................... (123)
Talk about Insurance May 13" Insurance Intermediaries
A A pe—— (115) PRI conmssvenssmssrsnsssassnas (124)
Insurance Rate & [& 7% & ... (116) | May 14"  Insurance Claim Setting Agent
Insured Amount & &4 % - (117) Entrustment
Risk of Breakage B # [ ------ (118) 1R FE A TE AT e (125)
Insurance Documents May 15"  Arbitration b B wsssnsprssanss (126)
PRI BE IR sosvsansssmvessumsanisensan (119) | May 16™ Commission {8 4 -voeoeevrerenn. (127)
All Risks — [ --oovveeeeinnnnn. (120) | May 17" Extraneous Risks fff i .- (128)
Insurance Claim May 18"  Theft Insurance fir B e (129)
AR e (121) | May 19"  TLO AFRE e (130)
Marine Cargo Transportation May 20"  Particular Average

Insurance f&ﬂ.%%{%[‘ﬁ e (( 122) -0 D . (131)
Investment Insurance May 21"  General Average
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July

Jul.
Jul.
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B HEP oeeeerermrnenenenenaines (132) B ZREE ccoovmersnsnisnnonee (137)
Failure to Deliver Insurance May 27" Seeking Insurance Employment
b | S (133) PRBESREL csniidsrmsissibasanenc (138)
Complaints L (134) | May 28" Reinsurance BRKE e (139)
Asking about Insurance May 29" Insurance Company
W AR coeeeereermnneennaeenne (135) PRI T cooreesrnnenansennnisninans (140)
Introducing Insurance May 30" The Insurance Problem
FI K 3 P (136) AR TE] B covereeemeenerinneeineens (141)
Buying Insurance May 31" Premium £f K5 oo (142)
‘7 Marketing Strategies ZEHEE |
Department Arrangement Jun. 15" Intellectual Property
TITRAE svvvmiswsasmsommamimnsns (144) PRl (R OOy (158)
Culture of Every Department Jun. 16" The Dragon Boat Festival
BT AL, wnwosssemmassnsansavoss (145) ML cosommessanmmnsssusasannssassass (159)
Evaluate E-business Jun. 19"  Corporate Culture
M B BE oo (146) e WU F G o evecsorsvvenionsavassansanes (160)
Acquisition B cesrermenes (147) | Jun. 20" Competition 3 4 -ovooveueiinnns (161)
Win-Win Strategy Jun.21"  Partnership &1 x & e (162)
TR R vvvisssonsamensusasauonsansss (148) | Jun.22™  Product Launch
Marketing Strategy b o - S (163)
ﬁ % ﬁ ﬂg, .............................. (149) | Jun.23 ®  Press Conference
Reorganization V\]%ﬁﬁﬁﬂ ...... (150) iﬂ%‘%%% ....................... (164)
New Organization Structure Jun.24™  Financial Affairs
FHHBEHA s (151) P Brrremamimipden (165)
Cross-culture Cooperation Jun.25"™ Company Structure
B SCAEABE  osmvevssnanessnasanne (152) AB] B e (166)
Management % E ............... ( 153) Jun. 26"II Welfare %E flj “asnessesaisaadasaesaees ( 167)
Corporate Value Jun. 27"  Foreign Trade Policy
AT PEI coeeererienreericnnen (154) Hs B BL R cvuevswonsensousivessassanense (168)
Behaviors and Responsible Jun.28" Management Style
DVNATHE T rreeerenenns (155) - 25y . SRR IR T (169)
Trade Marks B #R -veeeveeeeen (156) | Jun. 29" Production - ) e G e (170)
Performance Appraisal Jun.30" Business Environment
NI A oo mimssammsimaseseaiss (157) [ 37 - T U, (171)
3 E-commerce HEF&H%H 22
Shopping Online W E ¥4 . (173) B _ERE B ....viccinenssonsinsus (174)
Looking for Customers Online Jul. 3®  E-marketing % &4 oo (175)



Jul. 4" E-mail B FEH s (176) | Jul. 20"  Spreadsheet H, F &K oo (192)
Jul. 5™ E-bank B E4BAT «ovoeveeeeeeenns (177) | Jul. 21" Network Perception
Jul. 6™ Online Auction /] F 443 ... (178) PG REAE vovsessanssancsmavasenssnse (193)
Jul. 7"  Online Stock W E¥Bg -oovene (179) | Jul.22™  Online Business Magazines
Jul. 8" Internet FE 4 W «oooviveiieninn (180) Bl Lk oenrermonsainnn (194)
Jul. 9"  Source Transmission Jul.23™  Online News [/ L #7[# - (195)
B BAEH o, (181) | Jul.24"™  Online Education
Jul. 10"  Web Site B3 oovvevreerieeinnns (182) B EBETE --eoosmisemmssivasmasaiinom (196)
Jul. 11"  Domain Name 3 4 --ocooveenne (183) | Jul.25™ Find a Job on Line
Jul. 12" Web Page B TT -oooovevvieninnenn (184) P SR B sosumnsossessnssaionersonunss (197)
Jul. 13" Internet Facilities Jul. 26"  Online Reservation
P25 B o osssuraessessavisences (185) s B — (198)
Jul. 14" Network Configuration Jul.27"  Online Consulation
BIETE - ceveeoeseorimmnaamssunnana (186) [ s - U (199)
Jul. 15" Internet Protocols Jul.28"  The Future of E-commerce
P EEATAN mmsesnimrssmseraprassmnnass (187) BFBHBERE e (200)
Jul. 16"  Electronic Payment Jul.29"  Secure Electronic Transation
e R ——— (188) AR TR T ceevrerenerreneneens (201)
Jul. 17" BBS B, F/A LR coveveeerriennens (189) | Jul. 30"  Digital Certificates
Jul. 18"  Online Negotiation . e b1 S RS (202)
WJ __}_'_ }% i;é .............................. (190) Ju]. 31 L Web Advertisement
Jul. 19" E-brand BT R e (191) 2% comavmmmmrerssromaneasnas (203)
August v r " o
~rr Bank Business $R{TI% rer
Aug. 1" Opening an Account Aug. 12" Reporting a Lost Passbook
TR P oo, (205) FHHEK v, (216)
Aug. 2" Inquiring about Internet Retes Aug. 13" Discounting a Bill of Exchange
WEFIE i (206) BB B cvovmasmmsssessmsin (217)
Aug. 3™ Deposit FE 2K veeeererersererereanes (207) | Aug. 14™  Working Capital Loan
Aug. 4" Transfering Money % i -..... (208) RTIE o & T (218)
Aug. 5" Asking the Balance Aug. 15"  Fired Assets Loan
ol 1= - A (209) B SE TR overerennenmnnanenns (219)
Aug. 6" An Autom%t]jc Teller Machine Aug. 16"  Applying for a Mortgage Loan
Eﬁ]m,ﬁ ........................ (210) *iﬁ'%&#ﬁ‘f—k ..................... (220)
Aug. 7" Cheque X E «orvvrrercoriscaes (211) | Aug. 17" Application for L/C
Aug. 8" The Rate of Exchange 15 B AL B H 3 e (221)
010 I I (212) | Aug.18"™ Opening of L/C
Aug, 9%  Loan EEE  oiwimispssiassasede i (213) AL GE sswmimassmisomensoses (222)
Aug. 10" Credit Card £ | £ -oooeeeees (214) | Aug. 19" The Fundamentals of L/C
Aug. 11" Renting a Safety Deposit Box (DR AR (223)
FAARAE AT oo (215) | Aug.20™ Letter of Credit




P AT LS AN T I ELAI LIV OBENIIANECERBREEBRRESRTRA

............

Syl [ R (224) | Aug.27"™ Commercial Finance Service
Aug. 21" Overdrafts & % «ooooeeereeeiens (225) [ ST (231)
Aug. 22" Trade Service #f L i %------- (226) | Aug.28"™ Buying Traveller’s Cheques
Aug.23™ Talking about Banks in China W FEFRATHE oevervcmnennnns (232)
K EARAT oo (227) | Aug.29"™ Foreign Exchange Dealing
Aug. 24 Telegraphic Transfers IS AL J  ssvsssssssvonsouiasassinns (233)
B ccovmiasasonimssmme s (228) | Aug.30"™ Long-Term Loan
Aug. 25" Mail Transfers 4B YT sossvosuvane (229) ¥ # ﬁ.%k ........................... (234)
Aug.26"™ Receiving Remittance Aug.31" Consult at the Bank
B JC B wvsrsessssessvnsonenconss (230) SRAT B AL evsvvensvaraenansacas (235)
September e 30 )
@ ces Payment &S ree |
Sep, 1" Ask the Payment ﬁ- 1z 'Iﬁ- HLE ﬁ- ..................... (251)
B3 AT FE e (237) | Sep. 16"  Payment by L/C
Sep. 2" Open a Cheque Account ER R b (252)
FEALKFEI v (238) | Sep. 17"  Urge Opening of L/C
Sep. 3" Withdrawal BLZE oo (239) AR FFALAZ ] UE-+eeevnvvevveee (253)
Sep. 4™ Talk about Payment Sep. 18"  Check an L/C
AR IAF R reimvonns emmimentremnenes (240) BATAE B AR --oovevrereeranennaenas (254)
Sep. 5" Incoming Remittance Sep. 19"  Amend an L/C
VI NG B R (241) PBEBABE T AUE ooeeeereeneminnninennns (255)
Sep. 6" Outgoing Remittance Sep.20™  Payment by D/P
S T B (242) S &3 AR (256)
Sep. 7" Foreign Currency Exchange Sep.21" Make a Loan $ 2k --oooeeenene (257)
SUBE AL AT cemvsesars sssmasiimmatans (243) | Sep.22™ The Mid-Autumn Day
Sep. 8" Payment Problem o G T U (258)
A Z B B vevvsronvonvosssovbusvomsvnss (244) | Sep.25 ph Payment by Installments
Sep. gt Exchange Rates AT B scvmemssosssnsssanisssse (259)
Po B wsernmmesvassebeissrmniseseses (245) | Sep.26™ Dishonored Check
Sep. 10"  The Currency for Settlement TR (260)
=k iy i R — (246) | Sep.27" Prevent the Risks Caused by
Sep. 11" Bill of Exchange L Z ......... (247) Delay in Payment
Sep. 12" The Changing Exchange Rate R T R, TS (261)
IS & RO (248) | Sep. 28" Defer Payment ZER T3 - (262)
Sep. 13"  The Risk from the Changing Sep.29"  Request for a Foreign Exchange
Exchange Rate Loan
27 R O (249) L= N I~ - (O (263)
Sep. 14"  Enquires about Financial Sep.30"™ Request for a Guaranteed
Standing @ £ KA FE - (250) Loan
Sep. 15"  Enquires about Credit Standing i R - (RN * (264)



October

“* Business Center of Hotel

rer |

BEGSRD

Oct. 1 National Day [E & ST smssmeasy (265) BB Brocisessmmsmiseamasisass (276)
Oct. 8"  Confirming the Reservation Oct. 19" Offering the Bill
BAATAT  svmssassssmmmsesvms roaess (266) R BE I B ussnsrivon svesaamenssy (277)
Oct. 9"  Changing the Reservation Oct. 20" Service Charge
E T i )1 7 R R (267) i - O (278)
Oct. 10" Welcoming the Guest Oct. 21" Making Photocopies & Eff ...... (279)
MBI orsrmmstossmponiicionntos (268) | Oct. nd Typing FMEE revivsssaiasissasiins (280)
Oct. 11" How to Pay fZ 7 & oo (269) | Oct.23™ Arranging the Interpreter
Oct. 12" Travel Service DEHEBREE  seeessivsisiss (281)
¥ A e ——p— (270) | Oct. 24"  Faxes WEEE i (282)
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Business Reception

BANAEBEAREN G —LHEBRAMERDIR, wilFERk.

ERL) AEHUHRTEE, ERSFH T AFEXELRAY
TEEHERHEIRFEWEAHEXR, FAHEARE LA FHE, W:01f 'm not
mistaken, you must be xx from xx company; Allow me to introduce you to my director;
Anyhow, it’s a long way to china..., Z €24 X2 1 A1 ELE , AL AXLH ALK
FARST X RBMAXRATARTEXRNPTERFTONEX, SRH, E2RK
HEH TRMES T, RES A2 F AL DA X BE R

Jan. 1% New Year's Day TG E

First day of the new year, celebrated with religious, cultural, and social observances
around the world.

It is usually marked by rites and ceremonies that symbolize casting off the old year and
rejoicing in the new. Most of the world recognizes January 1% as the start of a new year
because the Gregorian calendar, from its papal origin in 1582, has become the international
reference for treaties, corporate contracts, and other legal documents. Nevertheless, numérons
religious and national calendars have been retained. For example, in the Persian calendar (used
in Iran and Afghanistan) Newyggs Dayfallson the spring equinox (March 20* or 21* in
the Gregorian calendar). :

#7 ‘ﬁ‘mb’ye-bye ?o Seeyou3gx=later!
‘ - - T
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Jan. 4™

A:Excuse me, but are you Mr. Smith

nﬁ from Eastern Electronics?

B:Yes, | am. And you must be Mr. Zhang.

A:Yes, | am here to meet you today. Welcome
to TiandJin.

B:Thanks for meeting me at the airport!
A:My pleasure. I'm delighted to meet you.
heard so much about you from Mr. Sun.
B:Glad to meet you, too.
forward to visiting your country. And now I'm

here.

I've

| have been looking

1. If m not mistaken, you must be xx from xx Com-
pany? BORIRBEINGE B9, AL RF IR A R B
FREH

2. Sorry to interrupt you, but are you Ms. Nancy
from London Trading Company Ltd. ? XA, §T
W—F. REREAASARAANEAH L
+ng?

3. Anyhow, it’s a long way to China, isnt it? A
TERE R B o [ 2 B K AR, A 7

it

A:How do you do? I'm David Wang of Acer
Industrial Corp.

A:Excuse me, but are you Mr. John-
son of City Bank?
| am.

B:How do you do? Glad to meet you.
A:Did you have a good flight?
B:Yes, it was enjoyable, thanks.
A:That’s good to hear.

Meet the Guest I#EE A

A:The more you know about our country, the
more you'll like it. I'm sure you'll have a pleas-
ant stay here.

B:I'm expecting.

A:Mr. Brown is having meeting now. He'll come
to see you later at the hotel. Please give me
your luggage check, and I'll get them for you.

B:Thank you, here you are. I'm sure | can count
on you for help during my stay here.

A:You are welcome.

Qﬁ 4. Allow me to introduce you to my director,
Mr. Lincoln. i foif AL+
& M e
5. Excuse me, but aren’t you Mr. Maguire from
United States? #3#k, &2k A & EH K & 2 /R
FerEng?
6. Pardon me, are you Mr. Louis from England?
[ HR A 1 T 22 1 [ 5 3 e A g 2

ALK, 7 ) AL R AT B A e A g

B:2ay, A,
AREF ! FRZHEH IR E KT

B! AREPGARIR.
A:RHLIRAT R PR 7
BT, dEH R, A .
AT BRI B ELAF o

The most important part of socializing and welcoming is to put yourself in the shoes of the visitor, FFEug

The more you think about the other people and the relationship, the more relaxed you will feel and the =22

more successful your conversation will be. A good coversation is like a ping-pong game. One person hit

the ball to the other side of the table. The other player hit the ball back as the conversation continues. On the

contrary, the conversation stops. One person says something and the other responds right away.



Jan. 5"

at the airport, Mr. Wang.
B:Believe me, it's a pleasure to meet friends

nﬁ A:lt's nice of you to come and meet me

coming from a far.

A:The pleasure is mine. Now will you show me
where the luggage claim area is?

B:It's just over there. How many pieces of lug-
gage do you have?

1. How do you do, Mr. Smith? Let me help you with
your luggage. YR4F, Wl oAz ik FRH AR
T,

2. Do you know where the baggage claim area is?
AUEATZE AU AE W B 7

3. Is this your_baggage? XA TEEG?

Qn A:How was your flight?

B:Just wonderful! Good food and good serv-
ice.

A:Let me help you to carry the luggage.

B:Thank you!

A:By the way, how’s business these days?

B:Not bad. But sales are down a bit due to
the revaluation.

A:Yes, you are right. Do you think it's a gen-
eral trend or just for a time?

B:Oh, | hope it’'s not a general trend. | think
it’s just a slump. Things will improve soon.

A:l hope so.

Business Reception_ﬁﬁiﬁ% Jilulal%“y

Let’'s Go and Claim the Luggage #HEB#17Z

A:Only one suitcase.

B:Let's go and claim the luggage then.

A:OK.

B:Did you have a good flight?

A:Just wonderful. Good food and good service.

B:Anyhow, | think you'd like to freshen up a bit
and take a rest to overcome the jet lag.

A:Yes, indeed.

Qgg 4. {_carried a piece of baggage. & T — 14
fi%.
5. How many pieces of luggage do you have? fR7FH
JL T2
6. Let me lead you to the luggage claim area. 1L 77
BERTFAGALE!

ArRAT R PRIG?
B:fR%r! "I OE Y, ABIK RS

AL ER BT

B:iffifit .

A B ] — T, R A G 7

Bl 4T {1 T8 T FHERSE BUA AL TR

ARK BRI, RIAIXRRKBHERRS
s — Bt ]

Bk, RAEARXHEMEE, REXERAR
KB . FHEAARSBORA

AFRA AN,

A qualified business receptionist must assist guests in an efficient, courteous and professional (=g

manner that maintains high standard. He should maintain a professional appearance with a positive at- 2=

titude and be adaptable and flexible in regard to the needs of the guest. He should be outgoing and

friendly.




