AXHE B D RE

SEHH

&

Practical Engllsh
—Business Affairs

| #%EE—EW&% %




LK 1 g

- SEFH

i 25 Pl

Practical Englsh for
—Business Affairs

W ovorntmi



EBERKB(CIP)MIE

THABEEE/ FXR . BIHEE. —KY:
Wime AR AL, 2004.8
ISBN 7 - 5438 — 0869 — 2

[.%... 1.OF..Q%... I.&%-%E
IV .H31

o [ jR A< ] B 1E CIP $E % 57 (2004) %5 080521 &

HEHE:F H
PR 5 Ak

XHB%RXIE
X BT HE
BE AR MR R R
(KUTERKM IS MEHH:410005)
MHEFEBESLE KYEWER) 0l

2004 5E 8 A 2 MRS 1 IKENRY
FA.850x 1168 1/32 HIFHK:16
F%#:392,000 EN¥:1-6,000

ISBN7 — 5438 — 0869 — 2
G-160 SEH:19.803C




Contents HF

Unit 1 Establishing Business Relations -----------coeeereecens ( 1 )
BUABHXE
1. Business Knowledge ﬁ%%ﬂﬂ:{ .............................. ( 1 )
II. Business Conversation ﬁ‘%%iﬁ ........................ (2)
FII. Business Letters ﬁ%fg& .............................. (9 )
IV. Useful Expressions Qgﬁﬁf'ﬂﬁ ........................... ( 15)
V. Core Words and Phrases .0 iA)i 5815 - ----------- (20)
Unit 2 Status Enquiries .......................................... ( 21 )
RiEmE
I. Business Knowledge ﬁ%ﬁﬁp\ .............................. (21)
II. Business Conversation ﬁ‘%%ﬁ ........................... ( 22 )
IIl. Business Letters ﬁ%fﬁ& .............................. ( 24 )
IV. Useful ExPressions Q;Fﬁfn]gﬂ ........................... (30)
V. Core Words and Phrases B .CrialiC 5515 ----+oovvv-+-- (34)
Unit 3 EnquiﬁesandReplies ................................. (35)
ARSEE
I. Business Knowledge ﬁ%ﬁﬁﬂ .............................. (35)
II. Business Conversation ﬁ%%ﬁ ........................... ( 36 )
III. Business Letters B 4F{S B8 «-v-verevveevererermsorncences (40)
1V. Useful Expressions g;ﬁ;/ﬁ]ﬂ teennesreasttsntnneenienian (45)



V. Core Words and Phrases 8 /0 ialiC S H81i& - --wvevveeee (47)

Unit4 Offer, Counter Offer and Acceptance -+ (49)
i, EREER
I. Business Knowledge 'ﬁ%%ﬂip\ .............................. ( 49 )
I1. Business Conversation B854 v oeereermrerermrnenees (50)
II1I. Business Letters ﬁé}ﬁ‘f& .............................. (56)
IV. Useful Expressions SERVHJEL: -+ eosvseeeesssssennsniensins (61)
V. Core Words and Phrases B0 im) i S8 «-omvveveeeee (64)
Unit 5 Commjssion and Discount -rccccrererreereiiiiiiiiiian ( 66 )
AT
1. Business Knowledge ﬁ%%ﬂiﬂ .............................. (66)
Il . Business Conversation ﬁ%%ﬁ ........................ (66)
1. Business Letters iﬁ%fﬁ& .............................. (72)
IV. Useful Expressions %ﬁﬁ/ﬂz_@ .............................. ( 77)
V. Core Words and Phrases #% Lo iR)IL 5418 «+--vvooevvvee (80)
Unit 6 Orders and EXecution - cccccorveracisiniiininiiiniiiin, ( 82 )
ITHREER
I. Business Knowledge ﬁﬁ.%ﬁg .............................. (82)
I1. Business Conversation ﬁ%%ﬁ ........................... ( 83 )
I11. Business Letters ﬁ%f’%@ ................................. (85)
IV. Useful Expressions ;}Eﬁfﬁjgﬂ .............................. (92)
V. Core Words and Phrases B0 ia il G5 < -oooeooeoeeee (95)
Unit 7 Establishment and Amendment of L/C  ---------- (96)
& FERTF L 5B



1. Business Knowledge f 25 IR +covreeerereereseresvennne
1I. Business Conversation ﬁ‘%%ﬁg ...........................
I11. Business Letters B {5 0 ++worvreerrererneessennaseeans
1V. Useful Expressions ;Q}ﬁfnjgﬂ ...........................
V. Core Words and Phrases # .0 )L S48 1E ----evooeeeee

Unit 8 Packing and Shipment ««--«-:--seseseseneneinnnes
ok it

1. Business Knowledge ﬁ%g‘mp\ ..............................

I1. Business Conversation B 25 2E «-eveeverreeerericrnees

III. Business Letters ﬁ%ﬁﬁ:@ ..............................

IV. Useful Expressions %Yﬁqlpjgg_l ..............................

V. Core Words and Phrases 8oL G5 1E ---ovcvoeeevees

Unit 9 Insumnce ...................................................
RIS

1. Business Knowledge ﬁ%%ﬂ]}{ ..............................

I1. Business Conversation ﬁ%%ﬁ ...........................

III. Business Letters ﬁ%%@ ..............................

1V. Useful Expressions ko =2 =] i PR TP T PP PRIV PPYPIPRRPEPRE PP

V. Core Words and Phrases #.CiR[IC 5 801E ---vvvveveeee

Unit 10 Claims and Arbitration -:--rcveveerorrrrieerncn
RIS R

1. Business Knowledge ﬁ‘%%ﬁy\ ..............................

II. Business Conversation ﬁ%%iﬁ ...........................

I11. Business Letters ﬁ%%@ ..............................

1V. Useful Expressions i}ﬁfpﬂﬁ ..............................



V. Core Words and Phrases B.OC i 58 ig - (161)

Unit 11 Agency ................................................... ( 163)
¥
1. Business Knowledge ﬁ%ﬁ]lg{ .............................. (163)
I1. Business Conversation B 45 & i --r-e-revremerrerenreeees (165)
111. Business Letters ﬁé}ﬁ%@ .............................. (180)
1V. Useful Expressions Qéﬁa/n]ﬁ .............................. (186)
V. Core Words and Phrases B 0o AL 5 AHTE ---o0oveeeeee e (189)
Unit 12 Joint Venfure --c---crocoseerersrormssmmessnenesanees (190)
Cpigiall
I. Business Knowledge B RENH ooeeeemee (190)
I1. Business Conversation ‘Iﬁ%%ﬁ ........................... (192)
I11. Business Letters ﬁﬁ'%& .............................. (199)
IV. Useful Expressions g;;g/,,—lgg .............................. (222)
V. Core Words and Phrases BRI S 1HE --oooeeeeeee (225)
Unit 13 Inviting and Entering Tenders :-ccoceerereereereen (228)
B 584
I. Business Knowledge ﬁ%gmi};’{ .............................. (228)
H. Business Conversation ﬁ%%ﬁ ........................... (228)
I11. Business Letters and Documents 7415 oR-5 3
............................................................... (238)
IV. Useful Expressions Qg}sﬁ/ﬁ]ﬁ .............................. (255)
V. Core Words and Phrases B i L S48 «-ooooooveeee (258)



Unit 14  Visiting Trade Fair, Showroom and Factory -+ (260)
NG S, HEBTS5T)

I. Business Knowledge ﬁ‘%ﬁ]m .............................. (260)
I1. Business Conversation ﬁ%%ﬁ ........................... (260)
IT1. Business Letters ﬁ%fgg .............................. (266)
IV. Useful Expressions Q;Fﬁ’ﬁ]ﬂ .............................. (271)
V. Core Words and Phrases B Lo 5451E  o-vveveeee (27171
Unit 15 Business Travel --ccccccceveererrimiiiiiinieiinninnnnenn. (278)
[-B:7 353
I. Business Knowledge ﬁﬁ'%ﬂi}:{ .............................. (278)
II. Business Conversation B & Hf ooevroerererneriinnennnans (278)
I11. Business Letters ﬁﬁ.{%‘& .............................. (287)
IV. Useful Expressions im/ﬁjﬂ .............................. (292)
V. Core Words and Phrases B Lo ENC 5415 -+--eeeeeeeeeee (294)
Unit 16 Accommeodation-In g Hotel -« - cccecoverenrenennnn (298)
RIS
I. Business Knowledge B cooveeeiiiiininii, (298)
I. Business Conversation ﬁﬁéﬁ ........................... (299)
I1I. Business Letters ﬁé}fé@ .............................. (306)
IV. Useful Expressions ;Hﬂﬁﬁ .............................. (309)
V. Core Words and Phrases B0 AL 58015 =---eveveeee-- (311)
Unit 17 Bankmg Facilities --------cccoccereeeriicninainaniiii, (314)
WA %
1. Business Knowledge ﬁ‘%ﬁ]m .............................. (314)
II. Business Conversation ﬁ%%ﬁ ........................... (3]4)



II1. Business Letters ﬁ%fg@ .............................. (321)

1V. Useful Expressions ggﬁﬁ/ﬁ]gg_l .............................. (325)
V. Core Words and Phrases #:0iR){C 58 ---ooeveree (327)
Unit 18 Business Contracts and Agreements «:-::reve0oe (329)
#sakmShi
I. Business Knowledge ﬁ‘%ﬁnp‘ .............................. (329)
II. Business Conversation ﬁ%%ﬁ ........................... (330)
1I1. Business Contracts and Agreements B5E R S5thil
............................................................... (333)
1V. Useful Expressions ’;Q}fﬁ/:ﬂgﬂ .............................. (356)
V. Core Words and Phrases BRI S81E - oooeeee (360)
Unit 19 Passport, Visa and Custom Formalities -+ (363)
R BIESIRE T
I. Business Knowledge ﬁ%%ﬂ‘l}]\ .............................. (363)
I1. Business Conversation fj 85& i «ooreerrerrimrerennenneens (364)
III. Business Letters ﬁ%fg@ .............................. (369)
IV. Useful Expressions ifﬁ’ﬁ]ﬁ .............................. (372)
V. Core Words and Phrases % U8 S5 E ---vvveeeeeee (374)
Unit 20 Recruitment and Job Application -------ovvoeeeeee (375)
I SRR
1. Business Knowledge ﬁ%ﬁ]l«}j\ .............................. (375)
I1. Business Conversation ﬁ%%ﬁ— ........................... (376)
1I1. Business Letters ﬁ‘%fg@ .............................. (384)
IV. Useful Expressions i)ﬁﬁ’:ﬂ .............................. (393)
V. Core Words and Phrases #0 IA L SGHLE --oooeveveveees (395)

6



Unit 21 Appoinunents and Dinners ........................... (397 )

Ao S
I. Business Knowledge ﬁ%”fﬂb‘:{ .............................. (397)
11. Business Conversation ﬁ%%ﬁ ........................... (398)
I11. Business Letters ﬁ%{g% .............................. (407)
IV. Useful EXpressions g 22 K] Fi | ERTT TP P R PP PRI PRPIPPRPRIPRPY (410)
V. Core Words and Phrases B iYL 5 51E r-veveeereen (412)
Unit 22 Businms Meeting ....................................... (413)
55 2l
I. Background Knowledge ﬁ%%ﬁ/{:{ ........................ (413)
1. Business Conversation B 45 231 <+--vreerrreremsereeaneens (414)
I11. Documents For Business Meetings B %S 3CH -+ (426)
IV. Useful Expressions %mfﬁjﬂ ........................... (436)
V. Core Words and Phrases ¥.0oiflil 5501 ---ooo-oe- - (438)
Unit 23 Business Reports ....................................... (439)
RS IRE
1. Business Knowledge ﬁf’iﬂlﬂ .............................. (439)
I1. Business Reports ﬁ%*ﬁﬁn“ ................................. (441)
III. Useful Expressions SERIAJRE  «ooovoereeernnneninenn (461)
IV. Core Words and Phrases .0 id8)iC 55iE oo (465)
Unit 24 Documents and Forms in Business --:----oeooooeee (467)
IR % Bk
1. Insurance Policy ............................................. (467)
2. Irrevocable Documentary Credit -++--cwecemeresensenseenees (469)



3. Confirmed Irrevocable Straight Credit -+c--xr-eeeeeee (471)
4. IDVOIGE +woerrrvrrersrreesesertre sttt (473)
5. Packing LSt v veecenreansamraransasassaseuasainoisititantiaes (475)
6. Bill of Lading ................................................ (477)
7. Inspection Certificate of Quality «+=+sssseressserreserreees (478)
8. Inspection Certificate of Quality and Weight «--------* (479)
9, Sanitary Inspection Certificate -=weoxreresressseresereeees (481)
10. Check =--errerrerrererrsenmmmenmennastsetnrnsiconenannnnes (481)
11, Draft  ceeererrormrrreserristiiiiitisiaistss (482)
12, LInvojee  sereserererereoserormrrini ettt et (484)
B %
Appendix I  Writing of Business Letters HHERNE
................................................... (486)
Appendix I References gj'g—;ﬁ,a ........................... (498)



Unit 1
Establishing Business Relations
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I1. Business Conversation 7§ %21

1. Meeting an American Foreign Trade Official

A: Are you Bureau Chief White? My name is Wang. Mr. Li sug-
gested that I come to see you.

B: Oh, you are Mr. Wang. I'm very happy to meet you. Mr. Liis
an old friend of America. Have you had previous connections
with America?

A: Not yet. Our company manufactures Chinese medicines which
we believe that they fit American people’s needs. We hope to
export them to the United States.

B: Here’s what I suggest. Write a letter enclosing your company’s
product catalogue and send it to our Foreign Trade Bureau in
New York. Then, we can arrange to invite you to go to New
York for negotiations.

R, ®SR—UEAARNE R

A: BRIERKG? REE. FRENMBRERLE,

B; W, HBRESE. BREMARE, FRERRINVENA.
AR FRRAT A R ?

A: BEBER, RIAFESDY, HEXMRESEXEARKT
B, RNFBHOIBREE,

B: REXHME, 55, WERAFANSHER, FIR
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. Meeting a Customer at the Airport

Excuse me, aren’t you Mr. Thompson from New Jersey?
Yes. And you are... ?

I'm Zhang Ling from ABC Import and Export Company.
How do you do, Mr. Zhang. Thanks a lot.

You're welcome. I'm very pleased to meet you.

Do you know where the baggage claim area is?

Yes, it’s over there. How many pieces of luggage do you have?
Only one suitcase.

Let’s go and pick up your luggage.

OK. (At the baggage claim area. )

How was your flight?

Just wonderful! Good food and good service.

: Is this your first visit to Hangzhou?

Yes.

We are glad you come to meet us in person.

Thank you for meeting my plane.

It is the least we can do, since you have travelled so far to see
us.

It makes negotiations easier if we meet each other in person.
How’s business these days? )

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

Do you think it’s a general trend?

Oh, I hope not. 1 think it’s just a slump. Things will improve

soon.

: I hope so.



B:
A

- Dragon Hotel.
B:

The blue canvas one is my suitcase.

Our car is out in the parking lot. We’ll take you to the Yellow

Very good.
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Meeting a New Customer at a Trade Fair
: Excuse me, could you tell me where I could see some electrical

appliances?

: This area. We'll be glad to show you what’s available. Here’s

my card.
: Thanks. Mr. Excu.....

: Xu is my last name.

: Sorry, I’m not good at Pinyin. Here’s my card. I'm George

Brown from ABC Trading Co. Ltd. We import electronics and

transistors.

Please have a look at our samples.

: Your development of electronic products has been remarkable.

Yes, our research has had good results.

: Do you produce digital video recorders?

Yes. We produce four modes of them for different purposes.

: Is there one that can be used underwater ?

Yes. This mode can be used under water. It’s quite profession-

al.

: I see. I think I’ve already seen some items we might like to or-
der, although I'd still like to study them a bit further.

: OK, go ahead.

: I’ll probably be able to let you know tomorrow.

: I'll be expecting you tomorrow morning, say, at nine.



A:

Tomorrow at nine. Good. I'll see you then.
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Meeting a New Customer in the Company

: Hello!

Hello, aren’t you Mr. Smith?

; Yes. I'm a representative of AAA Business Machines Corpora-

tion. Here’s my card.
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