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ABRFORABRLGES, FTEHMVERAS HESEHRN—BRBHSIE
AXMBENRE. BHE RSB WERN G B 20 518 /8 4 B w6
B A F KB TR L — 3 ik S B LRGSR B L ANE N,

EXHAENRAEE? KX AR B2 IR CRERES, 2EHERERK
G FR B —REIEN BN, FERIEX A TREEENER ., HExt
R ER, B TiES AL, ] {5 F % (gesture) . £ 1F (facial expression) . i
& (drawing) , & £ 15 % B1¥ ¥l (Electronic Dictionary) F/EHi B, REREA B
I REA],

o, BETEBESIENIES (spoken language) MEEIES (written lan-
guage) BAZLHFEMN, —BMESEIATFHBEHNAREXF R (Basic
Sentences/Simple Sentences) i B BT , A Wi 8 & A R 4 EiF S shiaEE 2 m 8,
G, RERIEXN T THREENT, SEMARK, BT HREKNEENAE
A3, AERBURVFHRESRERD, il SE AT ZRAMMNG, L
HamFER, A ENERES. SENRBABAEMHEETRES.H
ABKIRICIZARER, i EEXHFRENLR (RIEN, B F2BA-F —
s, BBE - PRASNE—R), FFURKENREAARENY
FREMT, EEEMEYPLSARARL, REELEA, M.

E {1 & : The size on the drawing which we faxed to you yesterday is wrong.
(A—MERARRE)
4518 S . We faxed a drawing to you yesterday. There was a size on the drawing.

And the size is wrong.

(R =/~ B/ R Rk, B SN IR (4 4 13 3 R R B 45 )



A B 1Y PR R R T ) DA — AR SR () IR AT, R 5 2 yes/no ) A1), ]
FMARSTREQ-3) . 5RFRSL A, A KA T/ i fshiE, &lm.
Is this your new sample? 7 [8]—your new sample?

Are you Mr. Johnson? —Mr. Johnson? (— fi% W[ ik 3 ] 4] R )

R hR R, A4 A T HE

| BEREIERIS

£ 5 0 [ O 70/ K fay By | S ] L 5o T 6 T ()AL, 4 A i BT
RERGS .

2. —MREERTT

B HEESE P RERBMNEESE, FlmE. aEEEr AR
@ T BE PSR 0T E SR P R R R
% P RITEAR R LY %, TR AL BB, 1k ) # SCBRE
%3,

3. RBSBATIERTT

WA 5 R A R R AR K P ITAS EIRE RN A
Eok EMEERE SIS ARBRE SH RS REEE BITREYH,
Bt RS A . B RBEIRINES, BT A R SRR B TE AR R
SHE, B TERR R D], LI EBR— R A% .

4. NEAKRES

223 4 O FRR LA R 4, R BT Bt A 1A ) FE B RA A AL
e AR A N EI R TR /R S /T B BT AT 8 SR G
%3,

5. RAEREBIRRED

Bt 35S0 B B 3 / 45/ REAE BB B LA S 5, 3R 9 Hh T R I T BE 817 2
b 5% 26 6 51 X B 45 05 , LA B 32 HE 20 R B 18] I 3 SO B 5 4R T o

6. SLAAS BN
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HRIEBEREY, AN, ~EERREAELF %! HAERE KT
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A E{IE (Vocal Position)

REREINUZIE

1. b§ 2. TE 3. ki 4. T
5. B#R 6. THR 7. W 8.
9. HR 10. % 11. A 12. &k
13. HEH 14 2WKFE 15. A1 16. FHF
17. X% 18. B 19. WAk 20. B
21. B 22. WEHS
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Z#r (Phonetic Alphabets)

3% (Consonants) : 2 BERTE (3 25 1)

wraw | mE | 00 | gg A
Position. | Notes . o | Letters Vonsliaslary
Alphabets
A b b |big(XH), book(45)
x p p |pen(%), pencil (41%)

WUE &

(GRF) A ‘m m  |miss(/MH) ,my ()
A w w  |we(F&AT), window (# F*)
<] hw wh |what(ff4 ), when ({7 B )

J& ¥ & A v v |very(IEH ) ,five(F)

e T | ¢ | [ [mendOBik) fneC)

H ff |off(BHF)
wEE A ) th |this(3X ), that (FF )
(FHETHE
Ji] e 4 <) ¥ 0 th |thank ($5}35)
d , desk
mew | A | 4 | [CSiet
(FRWALE L g v
FREmR) % : it |letter(f§)
& z z |zo0(Zh¥)H)

W H s |is(&),was()

(ETFFm s |see(&),this(iX)

FEHS) ¥ s ss |pass(iiid),miss (/M)

x  |six(7%)




% (Consonants)

wram | EE | | 0 W
Position Vmcer Alghahets Letters Vocabulary
4 . . no(A) ,new (B #9)
now (H7E )
1 like (%K ) , look (&)
A 1 I |all(£¥),ball(¥R),
L call (1)
r red(ZL.19) ,free( H 1Y) ,
A i ear(H-)
T tomorrow (B X ), arrow (i )
A 3 s |pleasure(MfitR)
sh |[she(fi)
¥ I ti station (%4 )
¢ |ocean (¥ )
" i |John(A%)
H A d3 g gentle(ﬁ*ﬂﬂg)
ge age(fﬁﬁ%) ,page(ﬁ)
ch |cheap(fEEL /) ,teach ()
% tf t |picture(& )
tch |watch(F&)
H j y  |yves(&), you(f&)
h h  |he(ft) , hat (¥ ¥)
2 |good (471, girl (0 B0)
o 3k 7 B | g |eag(18%)
(FmE) k |key(#3f) kind(Fh2)
% k ¢ |cake(KEDF) ,cave ()
ck |pick (3 ) ,pOCket(Dﬁ)
ing sing("8) ,king(@I)
ol v n  |ink(BsK) ,drink (1)




& (Vowels) : ENEE, O KEEREEF (X 14 7,2 6 4H)

LR | mE | 00 | w8 "o
Position Voice Fiontie Letters Vocabulary
" Alphabets
o) ee |see(FH),weed(ZHE)
e 2 %), lea(Hiith), (A)
AY Ejﬁz &iﬁc 1 (:: :ii((:e ( llx)ea i
Eo— e he (f) , she (1)
Al = H g I i [six(75), will ()
s ae |sale(#5%),make(f),take(F)
2z B2 ¢ ai rain (Fi ) , wait (% %)
A ay day( H ), may(®] fig) , pay (f})
e e |red(£L/),pen(%),let(ik)
i P ¢ ea head (3% )
HA Y ® a_|cat(i) ,bank (§47), hand ()
1 s o |[top(Ti), not(AR)
B A& % HE a want (), what(f4)
2k u  |us(&AT),bus(A%),cup($FF)
i th A A ou |touch(fili#), young(FF42H))
o B 2 a ago (- HiT) ,about (K #y)
er |teacher(ZEJili),sister(ihk)
| ﬁ ﬁiﬁ& L ure plcture(?g@)
e er | her(th)
- ir |sir(%62),bird(/MN )
w3 HH » ur | church(# %)
or work ( T/E)
00  |room(J3 ), noon(iE %)
s K& u ou |you(f&), soup(¥%)
FE_—:E; 0 dO(ﬁ)
N 00 | book(45) ,cook (%) , good (#F)
% u u |put(E)
Gl ou |could(fE),would(%)
a ball (3R), call (WY ), all(£2#F)
i B ¥ au |August(/\H ) , daughter (% JL)
EhE 0 |hope(#H#),note(FE )
A oa |road(j)
= A . o |go(%),n0(F)
o show (FE 3 ) , know (H13H )

S L Yo . AN GrhalE- o s R oa i it
B ume oo ik A e WMT. i




NEBE(6 T)

a4 8 | JIF | =g W

ITEM Alphabets Letters Vocabulary
ie fine (479 ) ,like (B ¥ ), nine (JL)
igh |right(%} /), high (%)

1 al i find (F& )
ie die(3t)

y my () , by (#K)

2 ju you |you(#R),youth(7 %)

: £ ow how (H0148] ) , now (BR7E ) , cow(4+)
ou out(ﬁfﬂi),house(%?),mouth([%)
oi oil (# ), coin (%i#)

. - oy boy(%&),toy(ﬁﬁ-)
ear |ear(H-Z%)

5 Ir ere here (iX JL)
ea idea (FHAH)
are care (i )i )

; - air air(ZK,) , chair(# F)
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1

1-1
1-2
1-3

Grammar & Conversation Skills

215 & 18 M £275 16 8] (Tone and conversation skills)
14 & % 88 4) (How to make a simple sentence)
U147] & ) /7] (How to make a question)

—f i

2

General Conversation

B P W & (Greetings)

 RBE P MERAR R IEEIE

(Introducing the customer to the boss & the conversation)
FE WL 8 0L B i v FE M iE (At the airport & in the car)
TE4RJE (In the hotel)

B4R JE # % P (Picking up the customer at the hotel)
ERNBFRAME AR

(The boss introduces the new employee to the customer)
NRBE P RMERARRA AR

(Introducing the customer to the boss & briefly introducing

the company organization)

2 7 #, 1% (Telephone conversation)

14

25
28
33
36
45
52

55

58

63



2-11
2-12
2-13
2-14
2-15

(] #% (Finding the way)

AR ETERE

(Entering a foreign country & checking the luggage)

W (Sightseeing)

% (Shopping)

& T (In the restaurant)

TE 147 4L /#2522 7 (At the travel agency/airline office)
£ %L L (Air trip)

Ry 2ik

W W W W
| | |
wm W N

W W W W
! 1
NeB- )

3-10
3-11

3-12
3-13
3-14
3-15

Business Conversation

EHBEEMLITERE

(The seller contacts the buyer directly)

75 % 3 3 # (The buyer contacts the seller directly)

C 75 3% e, #1 #t (The buyer asks the offer from the seller)
%% F13k 8 (A phone call from an old customer)
EHREE AR

(The boss leaves instruction with his secretary)

4b 78 3% #, (Handling incoming calls)

5 % 8% % HE 294> (Scheduling an appointment for the boss)
6] B3, 45 %& F* (Returning a buyer’s call)

% KMEFRERBITAS

(Calling the buyer at the hotel to set up an appointment for
the first time)
£ % /9 T H34R JE T % (Meeting at the buyer’s hotel room)
HHGHE P THRIRE

(Bringing samples to the buyer’s hotel)

75 J& %2 3% ( At the exhibition)

& P & ¥ (The buyer requests samples)

#4r /B4 (Inquiry & quotation)

% pif e H R R4 B R

(The buyer inquires the catalog & price list)

82
93

98
104
111
116
121

127

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

3-21
3-22
3-23
3-24
3-25

3-26
3-27

3-28

4

TE 23 Wl FE i 2 53R (Meeting at the office showroom) 222
J& 7R A il B Y 38 A 231
(Showing the buyer samples & bargaining prices)

Uik & F* 7 1T B (Persuading the buyer to place an order) 238
% P #0817 B (The buyer inquires about a trail order) 247
RUEEHEERERSUT] 244
(The buyer asks a sample at an exhibition & an arrangement

for a visit to the factory)

Z M T.J (Visiting the factory) 251
#17 % K {5 Ak (Pushing the order and L/C) 267
% F 418 H 5% (The buyer pushes for the late shipment) 272
FTHE#E 50 A 0] 8 (Problems with the counter samples) 286

% PR R E A R IER A RSB 289
(The buyer calls for the information on the defective percentage,

warranty, durability & compensation)

& F1 % 83, #2348 (Complaints from the buyer) 298

& PR AR B 104
(The buyer complains for high defective rate)

F AL 7 (Looking for an agent) 307

i FlAR e g > 323

Situation Practice

B 3 1+ 4 % > (The practice of self introduction) 334
N F R TAEH R A 4 % 336
(The practice of introducing your job and your company)

7= B A 8 45 3 (The practice of introducing your products) 337
T HRR & A %43 (The practice of introducing your factory) 338
DL P4 339

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



4-6 FTHIEMNEITARY%] 341

(The practice of making an appointment with the customer by

phone)

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

4-8 FERESHVERMESEA ES 345

(The practice of the business discussion with the customers at
the showroom)
4-9 ATHLERE (S AR 0 BUR 205 347

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

phone)

4-10 FTRUISHER 1T 5 349
(The practice of pushing for the late shipment by phone)

411 e i (] % PR A% 5T A B gk 351

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

quality of the shipment by phone)

5  REREveIRGS ]

353
WApplication Letter & Interview

5-1 e 5 1k R R B T R 356

(How to write an application letter & resume)

5_2  #y% ifiRI (Setting up an appointment for a job interview) 361
5-3  7E AEF ] (At the personnel department) 362
5—4 04 [E % H R 6 B (How to answer the interview questions) 364



