al Conversational Business jn¢lish

£ZHHIER + ENRE + TANSE-REHO%K, XAEHRE

s / HE

Zoé Scott  Edward Chaput Saintonge [ % ] 4 %‘B—\E







A SRsR

EHARRS B (CIP) MR

BHIER O/ WA RE. — . P EFA
R4t , 2005. 1
ISBN 7-80144-911-8

[.7A... I.R... 0 &% HE—OE
IV. H319.9

v [ A P 54 CIP BB (2004) 48 133318 &

RUARB & &2 HE®T KAF
RERB & 2 MERW  Zoe Scott

o R

# u ARHEHBLS 6 % 100830
(010)68768548

M #t  www. caphbook. com/www. caphbook. com. cn

g WM FEPs

258 (010)68371900 (010)88530478(f& )
(010)68768541 (010)687672%4(tEX)

HS SERBD WRFHILE
(010)68371105 (010)62529336

& 0 IRFNEHRERAT

B R 2005F28%E 1K 2005 2 2 % 1 REDR|

M B 850x1168 F & v

B ¥ 10.75 *F W 280FF

# W ISBN 7801449118

' # 18807

FHNBRHNRFERORT 5 ZTHMR



fly

FEH#N I HERS K, MARNHSXAN E 5
Z R ABAANERVARBA,ERHERGAKAR
. AHEBT -RNELFLR BER. CELRM
TR mRHMEAL,ERANAL RS R A R BH
M, REWE. MEXHPE, RNEHBRLTRE
(BHAMEROPIAE  FERGHEEREART AT H
b HAFRERAWTE.

AHFRP AR F—HIREHFIERMXK
XREH  WAR ARREHZEANF. FoHLE
BEAEHER BEHREHRAMBEX ARER KY
ZH . HLRE RITLS LHARBFERE S &
EHENE. 2 19NET. BN NETHERLR . Z
AxE ERALIABIAR. EERAFFRAT
EXABABR, EHRARALGBRET B T4
WERFE T NETREAFIRH ENRAN, EH

¥ERH A RPARE, AFVHRIT L. AF AREE
I



 HERENEANFE. BRI ASRA GXE K
Zoe Scott, Edward Chaput Saintonge 8 i ¥y X #, % &
TULEKBEA, MEEFHEB AL HHE,
AP TRENAMRIEC LS4, BETEH, A
E2F UEERYARURS AXEZRESEHA.
ERFEAF SN ELNETAHE, B o R iF
ERAFRARTAEZLA R HEROE LRI, #R.

k]
2004 4 11 A

ERBFH I K¥



. iR o
INtrOCRUCHION e ssrreecrresriestcnnciciceneiioncccccccennns 1

H X Bt/ 2 M5/ & 5L

Airport Arrival and Departure  «ee-eeeeeseererieeceneae 16
LE LS VEX Ea T8 # 3ubis

- EEXIL

Gift GIVING  +reveerrresermesmenneie sttt .32
HFhil/ M5/ E 8L

- RIEAE

At the HOtE| < ceeeseeecarecroriorosaminssioarenssens ceree 46

HF B/ M8/ RAC

LE LS TEX Pon Vo B 3L
I



6. Sk
TOUNISITI  +-crereeerestsancctectoiteeisanesocciaconnassrvane 78
#F b/ 2 A5/ AL
7. RPWER

|nterviewing ............................................. 96

LE S 3 VEL Pog- 75 ¥ AL

8. ITHIR
Making Telephone Calls +ccereeererentineeninnnna.. 112
LE S TEE bin 7k £ b
9. FIRFAE
Passport and Visa  crerecceccciriciiciiiicotiiiiiineans 128
LEX S VER Cp 70 £ 30bN
10. BLWIT
Booking An Appomﬁnent ........................... 143
#RX it/ 2 M8/ 890
n. AHAR
Trade FOrms  corecerrestcercniioseiencicncansaionecens 162

LRSS VEX Eop- 7k L35
I



12.

13.

14.

15.

16.

17.

HrEFEM

Payment ..........................................
FEpidb/ T HMAE/E LT

mmaik

Packaging .......................................

¥ bt/ A%/ E 5L
g by

Cargo Shipp|ng ................................

¥R i/ 2 M55/ E R
[ RA0

BusSiness INSUrance «+-«seeereeesscoscciecececnes

H R beid/ LI/ F ST
WiTU %

Business at banks .............................

¥ Fthib/ TMA /€ EFT
Ak %5

Business Negotiation ..........................

B Rt/ 2 M E/EEFC
1]



18. HIFE5RE
Claim And Settlement c---ccccceecsreerersrccienaans

HX g/ T M85/ 538
19. &=
Advertising and Marketing ...........................

LE S VEX Bin Tk ¥ S0k



Introduction

/
i

Wﬂfﬂn

ERE

NBRBS I LG EE 7,

NBANBRF W, Bk H ode 5 ) 9 A8 2 %
BROARED AEHA- B S Sota B8 A Je
ALRBO—FTANBERREN—F, EABRL R
o~ RERAALNAEG LKAk, o RARE
5, BN BBRE,

BAARE—RITREF IR TRk, 2448
ARG TRF BB —TH, &IN85, —




BRAGLEBETRHEELE, AHRFHAN, K EHE
ARFREBKNGE®E, WERENSFT L TFHPRF
WATAK,,

o, LB XL R BFARSER P EEHR
Hy AETFMARLEBHBEFARNE —HFERZEL
ATHELE, RRLHAN,EFHFH I ERIKGAL
#,mAEARY R, ARFHEBLANRARREATH
Bl t, BENF LA, BiEaRFRiE, FBIFE
FHEELABRMANLA Xk, WRERBCHAILRLY
89 AL, BN A RBRALRITH ‘

May | introduce Tom to you? He is from America.

WAFBEBNE T, XURNERRFARMAEEE,

A: George, may | introduce Tom to you? He is from America.

B: Nice to meet you. | am Tom.

C: It is very kind of you to come to our branch depart-
ment.

B: Thanks.

A: Do you have any thing for us to do ? Please be sure to
let me know.

B: No, thank you for your consideration
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B B: 8. BTG,

C: YREERIRAT 4B, LR AHF T .
B: i}t
AR EH ABREE, FEFR.

Allow me to introduce your new boss to you.

BN —THRNFLEHES,

A: Allow me to introduce your new boss to you. | suppose
you have got the news, he is George from America.

B: Nice to meet you.

A: Well George,would you like to say something now?

B: No, thank you. | just want to have a look at our work
here. )

. A: Tom, please show George around our company.

C: OK, this way please.

A: It was nice meeting you.
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I hope you will give me some help with my work . %

FEEB\IARAIHE,

TO > >

A.

B

A:

B:

: This is your room.

: Thanks a lot.

: This is your office table.

: Would you like to say something to us?

: Well, thank you for your consideration. Since | have

just got here and havn't got used to many things , |
hope you will give me some help with my work.
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Hi, every one! Glad to meet you!

A:

B:
A:
C:

This is the new comer Jack.

Hi,every one! Glad to meet you!

Would you like to make an introduction?

All right. 1 am Mr. Green. | am a secretary for our Min-

ister.

FOsrerndionad Bousiness Fonglish
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E:

| am Bill looking after our sales business.
I am responsible for our general affairs. My family
name is Liu. let us all work hard together.

A XN RFTHRIIATE.
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ARTB B R H—TE.
C: 3. AN, RIFKIBH,

D: REBFHEN LR,
E:

RRAFEH 0, RGN, S5 —RHHE,

This is my first time working here so | feel a bit nervous.
XERF—REXEAFTILE MUBIATR,

A:

This is Miss Wang she has just come to the business
section.
It's a pleasure to meet you.

: Miss Wang is a postgraduate from Beijing University.

She speaks English quite well. But America is a new
place for her, so she may need your help in the future.

: | am from Dalian in China. | have leamt English for four

years at Beijing University and for three years here. This is
my first time working here so | feel a bit nervous.

: Ok, thanks. Peter, what is your opinon if | ask Miss

Wang to be your assistant?

: All right, | just need a person like her to help me.
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C: ¥ i), EFRAEATFABH.

| am considering you fo look after the promotion of the ads.

HWiLRA M EEERTE,

: How do you do?

Fine. How do you do?

: Please have a seat.

. Thank you.

: First let me introduce our company to you.
Our company is doing trade business with America,
mainly focusing on the collection and transmition of the
information.

B: | see, and what about my work?

: | am considering you to look after the promotion of the
ads. What do you think?

>P> 0>

>




B: All right , please give it to me.

AfREF.

B: fR&F.

A:%é&o

B: #it.

A RKEANB-TAEMER. ROIAFEMEE LT
A5 A6, #ATE B ENEE.

B: REAHT . MEHTIER?

A RBEIERA T EEEOTE. TLAG?

B: 47 i, H AT

If you have any questions , please ask Helen.
MRRE 2 BIEATIE , 80X AL AR /NE,
A: | am Mr. Smith. How do you do?

B: | am Mr. Carter. Glad to meet you.

A: If you have any questions , please ask Helen.
B: Ok. Thanks. Glad to meet you, Helen.

C: Glad to meet you too.

A. Have you understood your part of the work?
B: Yes, | have.

A RBBHEH, 5.

B: AR IREF.

A NRIRE A BRI, FRX AL E /A
B: 571, R4, ME/MH.
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C: R%F.
A XFIEREZRHE TE?
B: BKL,BHEAT.

Then you are my senior fellow apprentice,

REBMITSR T .

A. Good morning!

B: Good morning!

A: | am Wang Jun and | am new.

B: Really,| am Zhang Kui. Excuse me , which university

did you graduate from?
: Beijing University.
: Really, | graduated from that umversuty the year before
last!
A: Well, then you are my senior fellow apprentice. Glad
to meet you.
A:RB L¥F,
B: B k&7,
AR EE, BFKH .
B: HiY. RMiKE. AR, KRB FRK?
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