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Unit One BFT OBE AT AR LIS

|. BFT PSR OEFXNTB

1. BFT 2364 XMtk

“CEHBEBINAEANRKEFEKFHZKX” (Business
Foreign-language Training / Test : English , %% BFT : English )

- RHAEFSAELRRESNRFREIGEATHR, EHTREBR

. LR, BBEmEFRITEEENAR. CAERELEE
RAMR L THENSLREEEIERSNERATRS. BEE
WHARBEEERELEUBERAR . FXKEORBERS X
HARTAERERR®RE, MWT. 3. . B HENEEERS.
BATHEN—RAEERSE THHEERNEARRI#HITEEEE.
FRDAY]. B FEDFL, BGOSR IR HR
By o EEAR . EEME. BlRIENOKRE. ARRMENG
I R AR R AT REE .

FHEE AT L H FF#AT, 48 50 20 A5 25%.
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FFHBENE U THE (B £HS, BERRREIF
BHITH BRI S I — R EERTHE (R). PEXMR
F: @ HEZY. B, TERBATHRAR, @ BRASSE
FHEEBAR, @ WNFEZMEHETHEMAR, ONENTHS
TEMERREEIE, © RESMPRIGEZREER B &M
AR. EmgXgA: O BFRREQHEPEBI ., I RERTK
RAR, @ BRIMIEEREEANR, @ RA—EREKFER
BELEEZRHAR, @ BF EREKFETEAEES L
IR LREBFNE, © HESMRFRREFRERXA HAL.




2. BFT o i#3 R &M B RN

MHEHERAAEL T 0 AR W R —, BB SXCRRRES
NEGEESHRIEE. BENSGSRILTE: ESHEALTN GE
&, 1B\, B, WL, SIERGT); BHN (RB%IEHIEZ
RIS 8 & MR MG TE R, FlnEHESE. &,
HHEEIENRE. FIENGF, HETHANAS, FEfhRE
Hsk LR KA A E R B KERIGEN): B (BEE
RER. AR, ERARLEESRNEARE . 0O
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EE A BRI ERNARTRIEHEK, —REE, BERRREA
—SERBE R L U Sk, TIRE RN AR — M T I, s,
5% R AAHL T A Rrik R B SE RN, ESR LR
Bl . DEXRIENMIENEAES SRR
B, A RIS ERE S A RBE A, Bt EE .
THE. KEEAEE. HEFY . WREF. ki, KR, B
W, . HEEP. FREEIIMEX. A WTO KH)%
URFEAT CHERSIEE., XERBAIEESEEMET -1
B OERRNE R, FE5ERIGERTERENRRFE
AT o GBI AE N R B AHE AT B T AR B X RS
RIRIE EU R R E R R —if AR — B EN, WERTE
EEXEMFAPHERE. A, EX SRS EERREAR
MG EEIEE. ik REBRALNEE. REFEFAE.
BARRE SR T 15 S R TIRE R .

3. BFT 24 &Y X AN L

DEHRIL 12 480 HR=AHT

#—#04r: Greetings and Introductions (2-3 4-8¥)
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B WA RERNELSES, TELEEAREHANGERT
HEE MO LRA K O LARREE S, PR RER, RBAD
(W A RS % B H MM RIRE RSB E A B),
ok A X IR E M et KRR R S . FIRTE 4 B (BR
ABTTUE—~TREAEE A (EBNFERE K, 4 AR B
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HE#R4Y: Collaboration (5 434%) »

HE S RBA FEEHEATITE, BB AN S B BRI
FREAFT®. BERSTERERNES, FEEEELERTAR
EHATE B O RE B DA . Bl RHMEBEMA,
RHECHR ALK, RERAERARZULKTSE B
WERTRE.

II. BFT OEEFRIKEKIT

1. VIR QKPR — % WS, PlmERRREB
DM AR, ERRIAEEARE: EREERAFU
FERERT B AT A BRI, ERAHRIERL
RERTENA KBRS, HILERACW A RMEIRIRE
$:47: 1 think that ... ; The point is ... ; As I see ... ; I'd just like
to say that I think ... ; I’d like to point out that ... ; As far as I am
concerned ... ; In a word ...; 1believe that ... ; In my opinion,




we should ... ; As forme, I ... ; In my view ... ; From my point
of view... HEREXRABEAFZERERIEESA: That's just
what I was thinking! ; I couldn’t agree more; You know, that’s a
good point; Yes, you are damn right! ; I have the same opinion
with you on this issue; I agree with you entirely that ... ; I also
think in the same way ... ; Great! We have much in common on
this issue; 1 don’t think so/ that ... ; I (totally) disagree with you
that ... ; Maybe you are right , but I really think that ... ; What
you said might be -missing the point ... ; What I am going to say
is just opposite to your opinion ... ; But I have a different opinion
that ... ; Well , I have a point here , but ... ; I see what you mean ,
but ... WHTHEIEKRIXES: Sorry to interrupt, but-... ;
Excuse(pardon)me , but ... ; Excuse me, Xiao Li, what did you
mean just now by saying that ... ; That reminds me ... ; The way
I sec it ... ; I’d just like to say that ... ; By the way ( to change
the subject)... ; Um ... um ... um (repeated until the speak lets
you speak). A MLAGIHERE RIS : According to the
pictures, we can see / conclude that ... ; The picture shows
/tells/reveals us that ... , As is shown / can be seen in the
picture ... ; The picture is ( gives information) about ... ; It
can be seen from the pictures that ... ; From the picture we can
see clearly that ... # T E A S BERIKFIAES: There are
three/ four points I’d like to make ... ; And another thing ... ; I’'d
like to stress several points here ... ; Firstly ..., Secondly , ...
Finally...

2. ZRABRPEFEBACIFENKE, FRRNICHERGHE
HREENTEUREAM 2R AREICHEEERE
SEPERE R, T RSN, AEME TR AR EE.
BTl “Do you like classical music or pop music?” 15

YR A% “1 like pop music”, BLEBAAKD, WIREER &
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EXRHHES, NATERREEATH., DRRLHNAEY
SR A EE T DA A EEREC AR . SRR
WAMRE, HIEEPETFSETHEIREAGT. b, RER
R AR EUR T H A AF RRA L FEE S M E e, ZEREHE
ERhE, ®iE, RITFRIRR, Bl “Fresh air contributes to the
good health. As soon as the tickets are available, we’ll go to the
cinema” M. “ Fresh air is helpful to the good health. As soon as
we get the tickets, we’ll go to the cinema” sl LERIFA L.

BE, RLNRARIETHE R RIMIEERERENIEZ
BUYNREES. ERENEHEIERESHCTREFR,

#Hltn  “additionally, in addition, also, moreover, furthermore,
besides, not only ... but also, what’s more, again (G, for
example, for instance, such as, just as, as, like, a case in point,
take ... for example, as an example, as follows ( RAZEH): that
is, that is to say, namely, in other words (E7R[RIfiL); similarly,
correspondingly, in the same way, in the same manner , likewise ,
in fact , in reality , as a matter of fact (R7~#f1L); the first, the
second, the last, firstly, secondly, thirdly, to begin with, to start
with, in the first place, in the second place, next, afterwards,
furthermore, moreover, lastly, in the end, eventually, above all,
the most important of all, first and foremost( RRFI%5); as far
as ... is concerned, speaking of, regarding, concerning,
considering, as for, as to, with regard to (FALH) ; so, thus,
therefore, as a result, consequently, due to, because of, owing to,
thanks to, so that, so much so that ( F7<ER); but, in contrast
with / to, conversely, on the contrary, while, whereas, on the one
hand ... on the other hand ... ( &7"%f); instead of, rather than,
not ... but..., whether ... or, either ... or, neither ... nor, both ...
and ... (FR%EHF); even so, or else, however, nevertheless,

nonetheless, in spite of, despite, although, regardless of, on th




other hand, after all, even if, even though (F7Ril#): in
conclusion, to sum up, to summarize, to conclude, in brief, in
short, as has been mentioned above, on the whole (/R B 45).

. EHHTIT R, E#4ECBEAENAKS, AR TRE
“partner” , thEBGFHCOAY, EFHS5WTE. R
FiR K%, FRATE HHE A OiERARTT, BRMIER.
W, EAEMARARKIEE, ERSRIERIE AR
—IBERRM T, EYHERER. HRPERIE
A sk i 3 T LA 38 5 AN B0 1) SCiR) B R # 55 b —Fh iRk
T, MMBARAT I FFEEBETT .

. HREFROERES. U ERMNOBEITHEESEET®
WA fE % BFT DEER, HEFESNNEEERPEEER
HE— M REFHOIERE. LRENHEENELARS, BE
ZFR P ARMEEK, BArREERERS. BHERERE
AR S CEOERSHRE. AE5ERTRKRIER
ELLWK, S ABEE CAENEERTERKRENSE
Bidl, XERSEEMINKES. BHFAREMEERSH
PUXPERIE B AEEM L EREELRPRIE—DREN
DERE, REHACNFERKE.




Unit Two Friendly Contact

I. Greeting and Introduction

According to the Chinese custom, it is normal and polite to greet
a friend or an acquaintance when you meet him or her for the first time
during a day. This is also true of the native speakers of English.
Chinese and native speakers of English share hot much in the types of
set phrases and expressions that they use, as a result of the differences
in culture. For example, it is normal to greet someone in Chinese with
“Have you eaten yet?” In English such a question would be regarded
as an invitation to eat rather than a greeting. Similarly, “Where are you
going?” a common way of greeting an acquaintance in China, may
cause English-speaking people embarrassment and confusion. If they
know little of Chinese culture, they may consider your rémark as an
invasion of their privacy.

Many native speakers of Enghsh Americans in particular, greet
each other informally except on some very formal occasions. They
rarely shake hands except when they are being introduced to a new
person. They often call one another by their first names, even when
they do not know one another very well.

As to introductions, when you meet someone you do not know
and you want to establish a friendly relationship with him or her, or
just appear to be polite, you may introduce yourself first. Normally the
other party will then introduce himself or herself to you. When you are
introducing péople to one another, your introduction should include
names, appropriate titles and a very brief statement of their




relationship to you. It is usual, though not important in all situations, to
introduce the man to the woman, the junior to the senior and the

person in a lower position to the person in a higher position.
1. Related Situations

(1) Mary :Hello, Peter. Come on in. You must be Jane. ’'m so glad
you could come.

Jane : It was kind of you to ask me, Mary.

Mary: Not at all. It’s lovely to see you. Now come and meet some
people. T want you to meet Paul West, Peter. He’s as mad
about cars as you are. Paul, I want you to meet Peter Jones
and Jane — I’'m sorry, Jane, I didn’t get your last name.

Jane: Turner, Jane Tumer.

Paul: Hello, Jane.

Peter: Mary says you’re mad about cars, Paul.

Paul: I have to be. I make my living selling them.

Mary: Before you two start getting technical, let me get you a
drink. What will you have, Jane?

Jane: Oh, a soft drink, please. Anything.

Mary: Peter?

Peter: A beer, please, Mary. Thank you.

(2) In the Department Office

(Chen Wei and Jin Lan are filling out some forms at the request
of the department secretary when Dr. Samuel King comes by on his
way to his office.)

King: Oh, hello, Mr. Chen. How are you?

Chen: I’m fine, thank you, Dr. King, how are you?

King‘: Good, thanks. ‘

Chen: Dr. King, I'd like you to meet my good friend and

q



colleague, Jin Lan. We worked together in the Computer
Engineering Department at Beijing University for many
years. Mr. Jin is also here as a visiting scholar now.
(Turning to Jin) This is my advisor, Dr. Samuel King,
Chairman of our department.

Jin:  How do you do?

King: I’m glad to meet you, Mr. Jin. Welcome to our university.
Mr. Chen has told us so much about Beijing, I feel as
though I’ve been there. How long have you been in the
States?

Jin: I’ve only been here a few weeks, but I plan to stay at least
two years. |

King: That’s fine. Chen, the next time you come and have dinner
with us you must bring Mr. Jin along with you.

Jin: That’s very kind of you. I’d be delighted to come.

Chen: I’ll certainly do that, thank you.

King: Good-bye. It was nice meeting you.

Chen & Jin: Good-bye.

2. Useful Expressions and Language Notes

Formal Greetings

Hello, Mr. Brown. How are you?

Good morning /afternoon/evening, Mr. Brown. How are you?
Hello, Mr. Brown. It’s nice /good /wonderful /delightful
/marvelous/exciting to see you again.

Hello, Mr. /Mrs. /Miss/Ms. /Dr. /Prof. Smith.

Good moming /afiernoon /evening, Mr. Smith.

Fine /Very well, thank you. How are you?

T



Informal Greetings

Hi.

Hi /Morning, John.

How’s it going /How’s everything going?

Hi, John. How are you doing? /How are you getting on? /How are
things with you? /things going?

Hi, John. What’s up? /What’s new?

Hello. Beautiful /Lovely /Nice day, yeah?

Miserable weather / Awful weather, isn’t it?

Hello. It’s so hot /a bit cooler /extremély windy today, isn’t it?

Responding to Greetings

Hi, /Morming, Mary.

Fine. / O K. /Alright. /Not bad. /Not so well. (How are you?)
Fine, thanks. And you? k

Not too bad, thanks.

Yes, isn't it? /It certainly is!

I should say so!

Formal Introductions

Mr. Brown, I would like to introduce /you to meet Mrs. Smith.
/Mary Smith. She is a good friend of mine.

Mr. Brown, allow me to introduce my good friend Mr. Wang.
May I introduce you to Miss Brown? She is my secretary.

I’'m sure you'd like to meet Mr. Brown, whom you haven’t met
before.

May I introduce /present Dr. Brown?

Ladies and gentlemen, allow me to introduce our speaker Prof.
Brown.

Ladies and gentlemen, I take great pleasure in introducing our
speaker Prof. Brown.
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