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Useful Words & Expressions
appointment  n. #4& in charge of % %
representative ~ n. X& . o OpPOTuMity  n. b
sales representative business relationship
mHERE N5 %%
hospitality  adj. ¥F & & honor n. B
inconvenient  adj. » o Catalogue  n. HeB X
N & o rack n RE
sales department 44 4% 3 o @ SPacious  adj. R A

abroad adv. EE sample n. #d

agency n. RE textile n. 2R

expect v. BF&F > e intellectual ~ adj. % fE#9
register n. Bitk price list 4B &
appointment  n. < b
He, HE
look forward o A4, B2 ."‘\-“
medical adj. B4
instrument n &%, B ‘5 “
sample n. #&
purchase v. B% . %
silk n #49, B4
contact v BEER, K% o

detail n. #iF, @Y
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Useful Sentences
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Excuse me. Can you tell me the way to Mr. Wang’s office in the Sales
Department?

HRHERERENI B ELAE?

I"d like to see the person in charge of purchasing.

WA — WARSTRBEAIA

I have an appoiniment to see Mr. Smith at ten.

A S EH G LE R L

I have an appointment with Mr. Smith.

HALHEH LA,

Do you have an appointment, Mr. Cheng?

BrRiet, BEAALG?

I phoned earlier for an appointment.

WFRATHRIEAL T

Yes, I believe Mr. Scott is expecting me.

R, WEHER A EESFR,

It was very nice meeting vou, Mr. Kent.

R L RN, Bkt

[’ m looking forward to our next meeting.
HHHEELN T WA,

I’ m looking forward to meeting you again.

a2 -Gl WUEI

I’ ve come here today to see whether you have interest in our new
product?

A4 KX RAHE B WA BA B a2 8 DGR

Good morning. I’ ve got an appointment with Mr. Smith, General Man-
ager at 10.

B EtF, HEEANREEE L EHEAE 10 JH MY,

That’s the reason I’ m here—to build up the business relationship with

you.
Rk R HR M B —— SR T A B R R
3



. <) We specialize in medical instrument.

KA1 TTRBERTHM.

ioe P I’ ve been looking forward to seeing you.

K—HEBERBE

‘P Do you have samples?

AR G?

<P If you have any questions, please feel free to contact me anytime.
MR EE AR, HRERREEKR.

P I'm glad to have met you, Mr. Camegie. Good -bye.
EHEMEERE, FREEE. AR

=R i 1
Situational Dialogue 1
MTRE ABC EFFBAAANBSRRGBALEET—RAAS

HARKXFXBEENANSFAXBEENBEURFPIBEALHR

BIER .

Xu Yang: Good morning. I’ ve got an appointment with Mr. Evans at 9.

Secretary: May I have your name please?

Xu Yang: Here is my business card. I'm Xu Yang from ABC Medical In-
strument Company.

Secretary: OK. Mr. Xu, Mr. Evans is expecting you.

(Two minutes later, in Mr. Evans’s office)

Xu Yang: How do you do? Mr. Evans. I’ ve been looking forward to meet-
ing you.

Evans: How do you do? Mr. Xu. I’ ve been looking forward to meeting
you, too.

Xu Yang: Mr. Evans, I’ m the sales representative of ABC Medical Instru-
ment Company, I wonder whether you have interest in Medical
Instrument.

Evans: Do you have samples?

Xu Yang: Yes, I have samples of all of the new products.

Evans:  Good. Let’s go to it then.
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Situational Dialogue 2
UTE—REBARNEERREBEBII—RAARTEHER

VR iz AR — R R R I E EEE.

Cheng Qing: Excuse me?

Clerk: Yes. Can I help you?

Cheng Qing: Yes, please. I’ m looking for the General Manager’ s of-
fice. Do you know where it is?

Clerk: I’ m sorry, I don’ t know, but the guard over there should
know.

Cheng Qing: (Two minutes later) Excuse me, young man?

Guard: Yes, sir?

Cheng Qing: I’ m a sales representative of a computer company. I have an
appointment with the General Manager. Could you tell me the
direction of General Manager’ s office?

Duard: Certainly, sir. Just take the elevator to the fourth floor and
turn left. You can’t miss it.

Cheng Qing: Thank you.
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Situational Dialogue 3

UTR—UARMLZRHEMEB —HRLAALEFHZARAR

RMHFR%RLE,

RRAMAXRRLBFT AR EMSRBRIXIE,

Secretary: May I help you?

Xiao Li: Yes, I’m looking for Mr. Roberts who is in charge of purchasing.

Secretary: I'm Mr. Roberts’ secretary. Do you have an appointment?

Xiao Li: No, I don’t, but I have some important business to talk about.

Secretary: Sorry, Mr. Roberts was suddenly called away. He should return
soon, though.

Xiao Li: How long will he be back?

Secretary: In about an hour at least.

Xiao Li:  An hour! I couldn’t be possibly wait that long.

Secretary: Would you care to schedule another appointment?

Xiao Li:  Yes, let’s do that.

BH:
CETR
RE.
H
0E H

B

AT LU A T2

Ay, WA TRINAFTRMWE B HR L,
REFMFSCAEBLS . FRGEHH29?

A, BAH. AdRA - LREENEER,

WA, PHELEBIAEFHET Af, BEIZRIER
MR

KA At fx?



