Easy Access to Business English

e BRI 9

RS R, WIEES IR
haFTEED  BRBEMNX

-

MP3




iS5 YeiE a2y

IR HEE Has
wE WER HUF SME

ZEWyd )
L3 - TR - 4EB - o



EEERSKE (CIP) ¥iF

HHFIGEES M/ HEE BagER. — LG FEHR
B 45 jf A H], 2011.6
ISBN 978-7-5100-3418-3

I.Of- T Ok Q- Il Of%— 35— V. D
H319.9

Hh [ iR A Pl 54 CLP BB % (201 1)58054423 5

BERBNEER
wEE A ER

bk %P W s DHREST
3 i e
BB RS 200083
T e BR 2 ) BRI
WA ENRIZEI TR BRI, B S5ERIBKA
(FERRLEE. 021-59110729)
B HUB IR

FA4<: 889x 1194 1/32 E5k: 11.125 F¥L: 278 000
20114E6 A SRR 2011456 A 55 1IRENRI
ISBN 978-7-5100-3418-3/H « 1132
ISBN 978-7-88765-889-0 ( MP3 )

EHr: 28.807T ( H+MP3)
http://www.wpcsh.com.cn
hitp://www.wpesh.com



FHEES S ERH

(EHFIBETHR) UTOPERA AR ME SES b
K, ERTHESEDPHEESH. ABMESE TSR
BRORTE. ST FI5HIMEE; Bk, HRERFERIT
HFHTEL,

ABHAINEE: HEES . mlak, Has. 4
5. BT . BREMESFRT. SMEEEEAENSH
YR, B4 SHER. BRI, BOombimse
X

S HIERAER M TR RENET RENR THLHE S
HHR, A BIEE B B RO ;

Sim RS B R T RN RYE. 81 M8
MO AN . XE . AR AR AN T4 8R4
3

FNCRAR S TE SR EE SRS R FERICAE
B, WEER, HTEEEFRERYET;

HAth# HRE B TR—EEN % i, BRATE
G MBI RE, XU T G P RIE S MR
P, FERTETHE, MEEARGIRETE LM%
#;

AR TIRIE T NERE, 5XE A M xS %
Ao BRTETH & REMEBE TR R b a T E Rk Ml
FHAMyH FZRIX

O‘



FR VT R A R E A, R AL T — X
Ro FEIVT T IMELREFHEME ] . BRG]
SERRI TG E X, R BhEEE B e M s SE NG . GRT MY
A

SHERBNTEBEE RANE, £FIIEPEAH
o

ERABE, AERES DR, EEN CMREHRHES
M, AR TEHEEENA; Wl RGO A
A QX ENEE T RMERNFEL, FROHE N6, X
FERAIFNEEZ et MXERE R OEE, TSR
BAETETE] . g, Adb—REBITAS

(FWHLWEABEER) BOFEREFIIRL EERZ D

FHRAARE A R T RAERS N EE RES 5 ERRR ST L&
HE e,

APARZAL, BIEHIFHEIE.

YE& T K&
20114EH



BB R eererreerrereseerornsatssssterannissnessensanannss D
A A B creerrerererere 2
D= 71753 R SRR — 2

B~ HEFHEE e 2
B BEHELSL ceerereeer e e 7
B BT reeerrreersee e eneres st 8
R THRE woomsmemmmvssvn: soussesssssensrns svus sammsassasensn s 1
AT s DR R AL LR LR L LR T TP P P TP PEPT P LT PP PP PPPPEPIPEIPR 15
= 2 TP P —— 17

BB B 21
S HAFERE creereerrreere e 21
BIRHEIE oo 22

B BEHERLTE veveeerresretmonemmssmnomsosntinsnc e 22
SER ] e MRN8 0 TG RN UGN S Y 27
B =y BT reeeeorree et 12
BT, MEIERLH «oveereermorresmeien 39
B BT coevervrrrerenti 42
S, U] o o e N R S AR 49
BROITTH  cevveeeerriererer 52
BT o e 56

A S . B B B M A A b i D b

|

LA A 4 4 24 4 2" e "



HEE TP T e 65
AHEE (—) FARBRERS . 65
BHBRELEE  ceeeeeeeeer 65

BBk AFIME -oeererreereren 65
SR T FERNER oeerererre e 72
/—/‘\’EH%% (:) ﬁ:}]‘é&[ﬂ .................................... 77
BRI e 78
By WG oevvererrsrin 78
BrE o REEIRLE ereeerereeee e 85
B, A4S oo smsmnuees sroses sy mrpgesases 91
BETG: BEHE reeererererenetes s 08
T T s A1 soosemsuwsmaes swvuvavunnss rosommomyonsmsisonis sssuasinos 102
BTN BEIE reeereeeeen 113
BB RER cooererererreee et 120
BB\ BI ooeveeeeeeener e 127
BB BIEE e 132
BBy R ooveererrerereeemrn e 139
Bt —: BTAR e 143
BE+ = BASELZ e 149
BRI e 154
BFIERL e e 163

HIPUES  Bffeeeeorereroreeresrnersmssienssiiioieiinnsnienenes 183
A-BHERE  cererererrerasess e 183
BRELIE e 183

BB fBARGHAR e 183

BT R e 189




A e B B A o M B A B B B S S

A A A A A A A A 4 A 4

BB, QUEBIE -orooremreeree s e 199
B, FEARFELE -oooeerrrrereeemne e 206
GER., PR s sy 211
. BETE coosrennarenmsananss st sasnonsassongasons 219
BB-L. MG ooreeereeremommrie s 272
I = P — 229
BRI, coerrrreermreererrrecns s 233
o TSR NSpR— 238
TR ARIT U osnerssmurrasvars snernssosusssens susnesmsanves 247
A HRERL e 247
BIRHEE oo, 249
Bri— FESEfERRE ooovereeree i, 249
I . BRITASIRE seomssnsuummes sxesmnssss s sa s es 254
= BUISRIE vseersormmsosmavnmsnsssssvensvasnvssssossnssssss 257
R, (SFERER «veoereorrrrrerrrestenineneinnent e nnnnns 264
JECITRTHL oo sesvosesmomnmrmssssinsconsianserinsornsmmesisaanssans 264
BB s wawernws e SN $R NS K SR SEBSS 85 268
BEFREE EHH oo 276
A HEFR:  orererererree e 276
B EIE o 276
B, TVIGPHER ooorevrreeerormeeer sttt nnee e 2776
BB BFRYIREE -correerrerninine sttt 281
IG =, PoEL Y coxsusnsesnnmin s o ss e AR ns R b e 286
BEMN, BEEBHLE oo, 202
BT BPRS «errrrrresmmm it 205



Hgﬁ I ceereermresrerniii st 300
%%%i% ......................................................... 304
FEE BBIRIT-- e 311
/_,\ B :%E ......................................................... 311
BRELEE oo 311
B BUTHLEL coovreeremnnininnneeenene, 311
B BHRERHE somseromomumssammusnmsnpvssesnmmisasens 315
RS AT sorervommmmsaasssmuans: susisssssmsmmssyim s 317
. JPBIBHITELE oo ssnivena s sas s 321
BT R e omerermviessovrensr s s sy 324

o2 =T s D RSO — 128
BEL BBIRE e 330
BB\ IIBBJE croeererererestien e e 134
H;ﬁ FITTHE  vreeerererine e 337
%%%g% ......................................................... 339



Top Corporation® — F & 4 = |
AL AEEFT HA— R NE, K
B E R 6 R AR S ED AL
k, BETRASPRAHIEAR,

A MEX LA HFELS REHF2
A—REEIFHECERZHRAL
&2 Pre)

P T e R R 42 a1 R O 1 TN k)




P W W W W W W W N N N SN
FREBEOBE 4
VYV VVVVVvVVVYVY

YENTopi ERLHEA M, NancyBXELAHIFLE
Bi, MEBEHEHERS, . BEUWaE, BEESHANRE
B, {ENancyHBIRRIANE, AtEEL RENOEERS
TR P HRYE.

5 g H &

Nancy1E7ZE i B R & P A4 Top M=o
REENETHE LRI .

commercial [ka'ma:[al] a. LAY, HHH
sandalwood ['szendiwud] n. &, S



Nancy:

Tony:

Nancy:

Tony:
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Tony:
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Hello. This is Top Corporation. tFif, XELTop, FEF4H
May I help you? ¥HFMG?

This is Tony Li from Max Import- 33 sefffiitih O RIMFE
Export Company. | know from the Jg - &, MBS ELF
TV commercial that your company R|HAREEH+TEHBFH
has a large collection of Chinese ., REELATRHER —LEMG?
fans. Would you recommend me

some?

Of course. We have three major 4#, BILtEH=fMED

types: silk, sandalwood and paper.  RI5FF: LH5. MESEM
£h5i.

Are they expensive? Hrs iR g7

We can offer a superior product at [FHRI™iR, BIIEH#LKH

the same price as our competitor’s BHEN]Z S FHEE, £

products in the same class. BEEH.

Sounds good. May I have a look at WrEEHEAY. REFEX

these fans? Ao R

Sure. Would you come to our WL, tREEFER— EFIN

company on Monday morning at X812 7?7 e, AT

9:00? You’ll know more about our LIS B NN =R E BIFHIT

products. B

OK. Thank you. See you later. HE. M. FR,

NancyRi X% F#5%,

Wj— E¥E, Nancyst#Bl—HREREMBIE, XITiRd
MBI R ERE. AR, EAELEF—-1R22
W, Nancy&iHigbPE 7 iXAMal, EREEREPAEIA:

emergency [ima:dznsil n. BE2EH, EFFMH

unfortunately [an‘fa:t[ anatli] ad. FE#

©
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fault [fo:1t] n. i, S5, B
replacement [ri'pleismoant] n. {XEH; E#
apology [a'polad3i] n. E#X

Nancy: Hello. This is Top Corporation. May {R#f, X B RETop. BN
I help you? RSN 7

Tony: This is Tony Smith speaking. May I 2B - S5, HHR—
speak to Mr. Tong. THEEE,

Nancy: I'm sorry. Mr. Tong is at an XF7E&, BHX4EFHEF—T
emergency meeting. What’s the BE2W, HH4FEB?
problem?

Tony: We’ve just received the goods for RATHIRIML R 1015 iTH A
order No. 101. Unfortunately, the %241, HEIIKRK TR
goods we received are not what we RE{IFTITIIH,
ordered.

Nancy: I’m sorry to hear that. Could you RIZENTHRX LD, B
please send us some samples of the 88 NT1F /L MEBITFH, B
goods so we can check them. If it /1ZEE—F, WREENH
turns out to be our fault, we’ll send [55F, H 52D |1 H
you replacements right away. %,

Tony: I'm glad to hear that. BRI A8, BREH.

Nancy: Please accept our apology. EEZFETINE#,

Nancy A& P 2yt fi .,

MR A R RS A BB e AR W, TR B R
s, NancyIE S ARIEE LI E] , X B X35 i BEAY

B

leave a message B/ N{E

engage [in'geid3] v. (EAFHT; H50m
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Nancy: Hello. This is Top Corporation. May {R#f. XHE RETop. #BHAK
I help you? By g

Nick:  Hello. This is Nick Green from Hair. #REF, REERAFMER-
May I speak to Mr. Tong. Ak, HIR—TEAE.

Nancy: I'm sorry. Mr. Tong is not in for the 3 F&, BWALERENE,
moment. Would you like to leave a R EFTOEBB, #HHE

message, Mr. Green? -4

Nick:  Yes, please. Could you tell him that ¥, ERFEEMES - #§
Nick Green phoned him. I’d like to AR 4Tid &, RAEAX
see him tomorrow morning. A,

Nancy: I'm afraid he’ll be fully engaged BB HRES, 8
then. But how about tomorrow BIX FEFATLIG?
afternoon? Does that suit you?

Nick:  Yes. That suits me well. Thank you ¥[8, JEFRE. HR.,
very much. Goodbye.

Nancy: My pleasure. Goodbye. IES, B

B R AR B A KRR T

R AR
* Hello. I'm John Smith with Taikoo FZTaikooZA AlEIAR - L&
Company. Can I speak to Mr. Tong? [ LAFIE 5B TEG?

« I'd like to speak to Mr. Smith. AR M TR &

- Is Mr. Tong available, please? My &M E L AEEG? REHH - #
name is Marry Green. o

« Thank you for calling Top Corporation. B /RE(Hi Top. A AW LUAR
May I help you? oG

» May I ask who is calling, please? R L7
+ Who shall I say is calling, please? T [a R RSB hr 7

@‘



* He is on the line. C&EE, HEiE,

+ When is a good time to call? - ARHRITERIESE?

« This is a good time to talk. PRAEH T B

» He is on another line. fHIEFESTHE,

* He is out now. fIEFHET .

* He is on a business trip. 2T,

* He is tied up at the moment. BERA T 5

* He has company at the moment. BREREA,

* He’s on holiday / vacation. fEER,

* It’s urgent. Could I have his mobile A S H, W RAelUHFRMHITF
phone number? e

* I'm sorry, but I really have to speak #iik, BEESXEFLMiEE. &
to him today. Isn’t there any way to 47 Ea] LIBKZ& {7
contact him?

» Please slip this message into him.  #F¥5XME Bk,

*I’m calling to fix the date of our FITHIEREHIAWNEH
meeting.

* I'm calling to check our order status. FRF] 815 ZAZBERNIAIT IR .

» I"d like to see him to discuss it. R BEA V2R E

#,
« I’s imperative for us to meet as soon FATUHURRILE, FEEHET o

as possible. It cannot be put off any

longer.
» We’ll have to make it some other FR{TEAFLIAHHHFE]

time.

IR REEN THERE

Receptionist:  #Rif. XHRTop. fERRBFHW?
Client: I’m Jiang Lin. May I speak to Mr. Tong?
Receptionist: ik, EXAFATS. KEAMBE NOEE?




4 $—5 HEHEL b

A B A A A & & 4 & & 4

Client: Yes, please. Could you tell him that Jiang Lin phoned him?
Receptionist: ~ R&S5MEER, ELLARERE,
Client: Thank you very much.

EEREAE - MHERIN2ESI, EEFMNancyRy
B EHETHE,

FoRB B X TR E L P ia)

agenda [o'd3enda] n. ILFF HFE

projector [pra‘'dzekta] n. #E{X

(X3

g !

Mr. Tong: I need to work out a time to get 375 B A0 A F1 K KRl
together with our people. i

Nancy: Let me check the schedule. Friday % EEHEZLH ., BAA L
mornings are usually the slowest 5 221120 1RZHL

around our department. AT,
Mr. Tong: OK. Make sure the conference room #89, BEfRIEHEEF L
is ready for the meeting. =,

Nancy: Yes, sir. I’ll put the minute book, 3FH#9, 4., HLBEN
some spare copies of the agenda, L EH, EHHWE, &K
paper and pencils on the table. MEHAERTFE,

Mr. Tong: We need a projector. BINRE L

Nancy: I'll reserve one before the meeting. FFLBTELTIT—1

Mr. Tong: Make sure everyone should be at the T iF KX K #& 0t & 04
meeting on time. Blo

Nancy: No problem, sir. R, *£%,




HitEARE

« I'd like to fix a time to meet you next A &N EFI AR E T HAH4
week and hear what you all have to <, WIFEAHER,, .

say.

 What about setting the meeting for FF£ 8t A EER — LT 105E4

Monday at 10:00 A.M.? FE?
+ Is the room ready for the meeting? SWEHERLF TS
» Please set the computer. TH 0 H BB HE 2557

* Make sure there are enough chairs, ZIFTIHRTERIR L R . E5E
memo pads and pencils before the FIHT%,
meeting.

*I'll send meeting notices to the LIPLSIEMELEHE M.
different departments.

CINRET > EAEE R TENRE
Manager: I"d like to get a time to meet our people this aftemoon.
Secretary: S K TFF3AEARE?

Manager: OK. Make sure everyone is at the meeting on time.

Secretary:  RAWAUGAEKLENET.

EroRUIR, BEHE: REME; SEEANIR,; Bk
F3); #8EH; SmARE; RORAARMNRFEEMNR
o

Nancy B RBESERFREEN, SRNEHERKRE?

FERFE N E PR H IR 9]

have an appointment with sb. F13: A G #i4Y

expect [iks'pekt] v. $i1F; P



