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As the business world is changing dramatically due to the global financial crisis
caused by the secondary mortgage in the U.S.A., office English is more widely needed
than ever. China is standing out as the corner stone of the world economy as the largest
creditor and hard currency owner. Foreign companies are rushing to do business with
China or in China. [ anticipate an increasing number of foreigners coming to China. At
the same time, our products are going to export to other countries with an expanded
trend. For example, Chinese automotive companies are exporting to more and more
countries. '

EEERREISI ZNEREMANREEHLRAARNS K, D AERIENT
RETHUEMMBE. PE,ERRERYOEMEERRIEAEE, LR e
FA P RRAE . SAEAFR S EREHAFERERE. RBEESAELHMINEAKE
E, FE, REMNERSY RH OB HMER, b, PEAKE T IE S 2]
FHEZHER.

With this in mind, we developed a more systemic version of business English. In
this book, we cover a wide range of office English topics, from every day English to
each specialty of business functions. For each topic, we list a number of typical
sentences first, followed by English cultural explanations of the topic, and actual dialogue
examples. Related words, phrases and patterns are listed at the end of each topic. We
believe this way; the reader can benefit best from practicing the dialogues and referring
to the rich typical sentences.

HTXMEE RIMNHEET —AFLEH ERAEWRELXABRE T Z/H
DAEFHEBEIRE, NBFRBIHSFEENG - DHEE L, X TE—-NEE, K
1170 T R E R EGE A, 58— BT T RELE R, P2 T A
i, FEE—-NEERSG, P12 T HXRE SiEMAaR . BRI, X0
AT LA B KRR b 5 B B R T XPE , R, R

Finally I encourage the readers to work hard on mastering English.  Yes, there are
some smart ways to improve your English, but hard work is the key to fluent English.
No hard work, no glory!

BE R ER TSI, ¥ RiE. S8, ¥RHEA -E5], Az
RAGERLEIFOAZEN. RARAY A HER!
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l Meeting for the First Time

]

e © e
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Hello! (Generic greeting can be used to greet any-
body. The answer can be either “Hello!" or “Hi!")
Hi! (Same as above, but even more casual, and the
reply is also “Hi!™)

How do you do? (Older style,
more, typical British. The answer is also “How do

not popular any

you do?")

How are you doing? (Not only greeting, but also a
little caring)

How is it going? (Casual greeting)

How is it coming along? (Greeting, but also asking
progress of work)

Howdy! (Casual greeting, more cowboy style. The
answer can also be “Howdy!”)

How are you? (Greeting and caring)

Hi there! (Casual, greetings between students)
How is it, Buddy? (Casual, and show close rela-
tionship)

How is it, son? (Older people to greet young boys)
Fine, thank you. (Answer to “How are you?”)

Good! (Answer to casual greetings like “How are

you doing?” and “How is it?")

I’'m good. (Not only saying “good”, but also indi-
cating nothing is needed.)

I’'m okay. (It is okay, but implying not very good.
Note: In English “Okay” is not very good. It is “so
s0”. There is a misunderstanding about this, when

reporting some foreigners say something is good in

® e e

MR R

PRAF Y (T L B 45 A — A e
B, 2R “Hello!” “Hil")
WRiF! (FIE EERRE, E SR
“Hi!")

HRiF) (ERBIE LR,
HEAMIE, FEGE “How do
you (io?" )

BEERET (RAUR S8t 0 14 ,
% ORI

iR (MR B AR )
BRI (R 45 18 34 it R A
BB '
AP (RERERORME  EA TR
AR — B EE)
HRIEFIG? (a3 R )

MR (BB, A TR 9 6 )
BEE AR KT (BEE, RO
EICES L)

BEE AR, BT (KBRS 3
)

TREF, W . (4 “How are you?” i

E%)

BEF! (X — Lo B R AR A9 M2,
thin “How are you doing?” I
“How is it?") "
RMBE, (FUNERE, BRR
AEEMA)

RBHF. (LF, BRERART4
o ERER,"Okay" RA AR
REF, fi“so so" B —#., XF
XA LR, Fo s EA G
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China, “OK” is often wrongly quoted.) “OK"RyRH &, 2 H BT EANRERN
“REFT, )

© May I have your name? (Usually people will offer © RAILIAMEBEEMNZFE? (—KA

their names. But if the other person did not, and fT&FEsEHEaEWEF. HNR

you want to know, you can ask.) XT?J“&%LFH&E‘JI?? R IE 48 50

: ffh_fuﬁﬁél"]o )
What’s your name? (Casual asking)

® ©® #HuftafF? (BEEMEL)
® My name is... (Formal reply) ® RMBFER-- (EXF%)
©® I'm Brian. ©@ HEMAXRE.
© I'm Jennifer. © HBES.
& Nice to meet you! (For the first time to meet some- & MREMABR! (KL E)
body) ® WEMXLET! (LETR)
® Nice to see you again! (Met before) ©®@ FHWR! (NEMEHBEYHIE, X
® Me too! (The most useful phrase when used right.) BARNEE, )
® You too! (Same as above) @ %ﬁz%! (HL)

In US.A., greeting for the first time is not very different from everyday greetings. That is
one of the characteristics of American: casual and straightforward. Americans can get ac-
quainted with you very quickly. They do not want you to feel as a stranger to them. They
may not talk to you on personal stuff when meeting you for the first time, but they are open
to discuss anything else. There was a story. A Chinese lady was traveling with her friend on
an airplane. She could not sit together with her friend as she needed to ta:ke care of her ba-
by. But she did not want her friend to feel lonely for the long flight. She saw some Ameri-
cans on the plane, Therefore she introduced her friend to the Americans. They soon chatted
like old friends. This story shows how Americans are easy to become acquainted.

EERE, MR AEHERES HERBRHEINAR, XUEREEANER BETMEE. XEAA
AL MIIAFERBREACENEEN F—RALE, bIIASRERRES TRANEE, BRILZ S,
KRR R AEIHE— IR AT EL LSRR IRT HAEREE T, AR eE—E.
AT IEMAMEEASRBRE CITHRE AL BAY BN~ E A AITRRRBGRE R, 8
BRENK -, BEXMRETALXEARBESERY.

—Example Dialogue
©  tiEsiT

7N

A: Hello, I'm Brian. A fREF, REAFER,

B: Hi, Brian. I'm Amy. B fRIF,.BEX K.

A: Nice to meet you. Where are you from? A BEMNRR, HREREEA?
B: I'm from US.A. B: REFXEA,
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—Example Dialogue

S S

Related Words, Phrases and Patterns

%ﬁEﬁFF::

Hi!
Hi!
May I have your name?

Sure. My name is Tom Cruise.

=l S

PREF!

PREF!
REEFERM M 22 FE?
E PR ] R R =

HXRIFMFE @
L I'm.. e 4. Sure: %R,

2. I'm from.. BFH - 5. May L. APl 1G9

3. Nice to.. BB 6. My name is.. RMZFEY. ...

®

©}
®
©®
&)

& e 6666
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Where are you from? (Normal question, not respective,

nor impolite)
Which city are you from?
Which state are you from?

Which province are you from?

You sound like from Michigan. (Not popular to use

because you don’t know whether the other person

likes Michigan or not.)

You sound a New Yorker. (Same as above.

people may think “New Yorker”
but others may hate being a New Yorker.)
Did you stay in East coast?

Have you ever stayed in California?

Are you from the North?

Are you from Shanghai?

Are you from Beijing?

Are you from Northeast?

Some

is a compliment,

RABRILK? (E# MG, FER
7o)

Rk B BB EE SR T 7

3k 13 AN 2

Rk G A2

WO R REERA, (R
HHLE R EEN T RERREK
FHR. )

WS RN EEANA. (AL,
HEASU N AN RIEE, T
A AT ERMAAA, )
RtE AR B A 2L 7

PR FE A48 BT A L RG 7
HREAL T A7

YR LAY

R 2B A2

PR R ARILARD?

®

©® ® 6O e

®@ e 6 66 6



® Are you from Tibet? ® WEABAG?

@ Are you from Paris? © HREERAE?

® Are you from London? ® HRELHAAG?

@ Are you from Tokyo? ® HREARTAT?

® Are you from Seoul? © MREERDEIAL?
® Are you from Berlin? © MHREMAAL?

©® When did you come here? ©® Rt ARBENRXILE?
©® How long have you been here? B MEXBFTEAT?

©® How long have you been in the school? ® WEXMFEREAT?
@ How many cities have you lived in? ® REZOANEHEL?
& Have you been to a lot of cities in China? ® WFElghEREH S

Cultural Tips

In the U.S., when greeting people from other cities, there may be feelings about the North
and the South, caused by the American history. In the South, there used to be black slaves,
while there were no slaves in the North. To remove the slave;y system in the South was the
cause of the war between the North and the South. As this has been quite remote now, it is
not that sensitive any more.

FEEE, GRS R A S, i FEE SRR, BEH AT AT S AR KR, 7%
My EEERARE, MALTEERE. HArg I THRENRHATEE SRS, HXECLREAY
A ET FUCEAHEEESBRNIEE.

There are nicknames for some of the American cities. For example, New York is called
the “Big Apple”. New Orleans’ nickname is the “Big Easy”. Each state also has its charact
eristics. For example, Wisconsin is the state of milk. Florida is the state of orange. California
is the sunny state. There are also featured events for states and cities, like the Rose Ball in
California, the Derby in Kentucky, and the Casinos in Las Vegas. I was most impressed by the
slogan from Reno: “The Largest Small City in the World!”

—EXERTAANA. LI, AANFBRKER" FERRARNINER RER . SMHNBERR
FIRR o LU O, BT IR E M R A B 22, 0 B IR 7= M, I I 48 B TR FA S 2 4 . — 6 H AIIR T th B 4%
615 50, (800 75 J2 E 9 BOSR RO BRFE 45 16 0 (088 L T P L SRR 4 AT B R SR . TR R R BT
EPG BB i L BOKE /N

Example Dialogue
S, S

A: Hello! A fREF!

B: Hello! B: R

A: What's your name? A: R4 BFET
B: I'm Jeff. B: EaAR,
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A: I'm Tony. Where are you from? A R, REEE N7
B: I'm from Mississippi Are you from this B: REHEMELLA. YRR A iy A7
area?

A: No. I'm from Chicago. Nice to meet you. A AR, BEZMIFA. BEMXARRE.
B: You too. Listen, I got to run. Catch you B: HREMNAK, B BAILIF HL.

later.

Example Dialogue

XFiEEF—
A: Hi! A RE
B: Hi, there! B: REF!
A: How are you doing? A Eak?
B: Good, good. B: fR&F,1REF.
A: I'm Li Ning. A RMEFET,
B: I'm Liu Li. Where is your hometown? B: Ruxm. RESEME?
A: Harbin. How about you? A WRIRIE, RYET
B: Changchun. So we are all Northeastermers. B: K&, BMARMEBEERILAT .
A: Right, we are all Lei Feng’s alive. A St RIEBREEE .
B: How did you get to Shanghai? B fREARLER?
A: I came to look for jobs. A BRBERILTHEMN.
B: B:

! HEKITT!

Me too! What a coincidence!

Related Words, Phrases and Patterns

HXiAEFENQR . ]
1. . listen: FBAHA  HRWT R 6. hometown: ®% ,EZ%K

2. get torun: ARG FEE 7. look for job: # T

3. Catch you later: Bs6lL! (FH!) 8. coincidence: 4

4. What's.. B4 9. What a.. £4-

5. Where are you... ¥R MBEJL----- 10. We are all.. AR

3 Meeting Foreigners
. S5NEARE

® What is your nationality? (Not very polite. Itis & HHWEHERH 4?7 (REBILE.HBR
like a police investigation question.) REZEFENE, )
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® Where are you originally from? (Asking for the na- ©® HREENTRA? GRREE,H
RIMRARE “RAER? "R A4
B BRAAAR", AL HEX
PTABRTEABNER. )

tional origin because if-you ask “Where are you
from?”  The other person may reply “I’'m from

New York.” And it does not answer which coun-

try the person is originally from.)

® I'm from America. . @ BEEBEA
® I'm from China. ©® EEPEA.
@ TI'm from England. ® REEEA,
® TI'm from Japan. ® KEEEFA,
® I'm from Vietnam. ©® HEHEA.
® I'm from India. ©® HKEEEA.
® I'm from Korea. © REHEA.
" ® I'm from Russia. ©® EEMTEHA,
® I'm from Germany. ® REEEA,
® I'm from France. ©@ REBZREA.
@ I'm from Italy. ® REELFA.
® I'm American. ® REXEA,
® I’m Chinese. © REFEA,
@ I'm British. ® REXEA.
@ I'm Japanese. ® REBEEA,
® I'm Vietnamese. © BEMEA
® I'm Indian. © WEREEA
® I'm Korean. ® REGSEA,
@ I'm Russian. ©® REEKTHA.
® I'm German. @) REMWEA,
® I’'m French. ©® HERBEEA.
® I'm Italian. ® BEEKFA
@® How long have you been in the U.S.? ® HEEELKBTET?
@ How long have you been in China? ® HFEkFPEHEBKEERT?
® Have you been to many countries? ©® MHETEEEEK?

When people from different countries meet, there is an automatic reflection of national
identities. There are people from rich countries, and there are people from poor countries. The
US. is a superpower in the world. Most of Western countries are developed. People from de-
veloping countries can be sensitive if treated not nicely. No matter which country you are
from, it is essential to be polite. )

HERAARFAERWAL KRR, BERATIRS KB — S E RS, EAKATENER,
MALARBEFHER ZERMR FOBRKE, BETEH BB R TR HERREEYAR
BN HEERRR. TRHREABIEAR IABREEAN, '
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Example Dialogue
@ xtimtrr—

A: Hello, may I have your name? A REF, T HMERGEF G

B: Sure. I'm Linda. B MER FMHA,

A:" My name is John Smith. Where are you A: Fnj#ysgy - Fa88r, RMABRE?
from?

B: I'm from Greek. B: BMFEER.

A: Really? How nice! A AWM KiEFT!

B: Yes. Which country are you from? B: 2. MANBITEEREY

A: I'm from England. A FMEEE,

B: How is the Queen? B: L ERLIFE?.

A: Oh, I'm not very familiar with the royal A: M, BW EREFEARBEK, XHEEFB L
family. You’ll have to ask my wife. Ko
I see. Then tell me something about your B: M, AAKRBFIFHRIERKSIME. ...
homeland...

—Example Dialogue

@t

A: Hi! Are you from Asia? A R PR AT I 3 g 2

B: Hello! Yes, I'm from China. B: kg By, E&¥EadE,

A: Wow! I've been to the Great Wall! . A ! ?ﬁé&ﬂ{éiﬁi}

B: Have you? How did you like it? B: RIG7 3488 AR

A: It was great! That was five years ago. A BEFICE2ELAENHNET., PEHE —E
China must be much different now. HIEKAR 7

B: Yes. China changed a lot in the last a few B: W, @7 289 JLEBTE A, REid
years. Have you been to Shanghai? LG -

A: No. Ididn’t have time. I wish I can A ¥#, FRKEAMET. EARFKREE.
be there next time.

B: If possible, we can go together. I can B: H[BERIIE, RITATL—iE %, RATLURAH
be your tour guide. 2.

A: That would be great! A R

B: Let me know when you plan your next B: TWit¥EZHEMNIE, -EEEIFRK.
trip to China.

A: Sure. I will. Nice of meeting you! A MR ERSW . BEISIARE!

B: Same here. See you around! B: ##E, B!

Related Words, Phrases and Patterns

Bl A

L. country: @& 4. I'm not familiar with... X REK.

2. royal family: EEFKK 5. You’ll have to... fRah%------

3. May I have... FAJLf------ a2 6. How is.. - EAEE?
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7. Great Wall: % 11.  See you around: Fili..

8. tour guide: i 12.  Are you from... {REHRG ?
9. trip: ikE 13. I've been to.. R Z £l
10. Same here: —#f

Meeting People of the Same Gender
| SRERE

& How are you? B Rl

@ How old are you? ® MEKRT?

@ Do you have any hobbies? ® WA LZL?

® May I know your age? ® WEeABERMERWY?

® When were you born? ® WfrarHERE £

©® Where were you born? © R AR

® How tall are you? © HREEEL

©® How much do you weigh? (If the other person is & {REELL? (WEM Y EEE
obviously overweight, don’t ask this question.) Big , AE XA EE, )

Cultural Tips

In western culture, with people of the same gender, you can ask something more person-
al, like age, weight, height etc. For people of opposite gender, those questions would not be
polite if they are not familiar with each other. Sometimes, even with people you know, you
may not ask questions on age.

BTSRRI E A RIS A RANEE, FInER KE 985%. MRS AREN R
PERIE LE ISR, TR A ALER A . AT, 8 A 2 ) R R AR A R T

Example Dialogue ———
C @ wtiwmr

A: Hello! Ar REFY

B: Hi! B: fR4F1

A: What’s your name? A R4 E?

B: Lynn Smith. B: A B,

A: I'm Jennifer Martin. A RUBEH-ST.
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