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LESSON ONE

A Business Letter
— B AFIEH

Part I Text Explanation i 3 f# ¥

o vocabuiary i
fax /fecks/ '

link /ligk/

enclose /in'klsuz/

have a suggestion for
objective /ab'dzektiv/
strengthen /'strerup(a)n/

programme / 'prougreem/

forward /'forwad/

uL.

L.

ut.

e R

KR, EE

(FEfE) M L.
FEA

Xfeoeee AR
B9, BER
g, L

(ZHEHDTE 3D,
R, B

fRe s , it

(4815 ] get/receive a fax WAL K ;
send a fax K {5 H; fax machine {&
EAHW; fax number £ EB1; by fax
BEEER

(PRl XNMARAEREHHER
BCeEE”, Pl hypertext link #8
XA #E#E; hypermedia link #8 i {4
B

(3] en- (RIS, IN7ER FRIE A
W 2 /i 2 2 R 318D + close
(adj. XHKD

[# 8] enclosure n. BE{EHHEF. B

fl: a business letter with an

enclosure WA B R E R

(R %] goal, end, aim

[(#yid] strength (n. J1, T B) +
-en(BHiAE R, WAEF KL AFES
e 2R shiA)D

(] XPTHMMEIHE L
program,

(#i8] pro- (AU, F/m “7EHT, [
W) +egramGAR, Z&“E, @,
SCFE)

[ ’] xR ay LLAFERIE,
BRER“E A", #l M0: take two



2 | Book 4

attach /s'teet|/

mention /'menf(a)n/

current /'karant/

vt {ERH L BERRR

ot &n R K, Yt

ad]. g‘ém’ iﬁ#

), LS
co-sign /'kou'sain/ ut. EEEZ
be honored to do sth. B 180 3 = T Uk
FoR%E
appropriate adj. BEYHM, B Y
/a'prauprieit/ B, FHER Y
testify /'testifai/ v.  YE iE, iE B4,
BiEH
coordinator n. AN GE A
/kau'odineita/
enthusiastic adj. TRERAE Y, P
/inBjuzzi'sestik/ ;)
best wishes to sh. DEYN-F
HFHIBLIE
personal regards to sb, a3 A B LA
NI LIRS
@ Major Language Points £EIE S 5

steps forward [5] §ij & B #; 38 7]
DREEER, BERETK,
%l M. forward movement [ B
%3,

[(P" B8] attachment n. ffiE () ; Mt
J& () 5 (R FHBA4- 84D B4

[4#&] Don’t mention it. AEZE
K,, A Fi#f; not to mention AR £
W, FIRA b

[P R] XMARAT A RAESE, B
BEKW: KW M7, Bl a
current of air & #i; the river’s
swift current TR ) TA] HiE

[#iA)] co- (RTR, R “BeA,
F]”)+ sign(v. &4 ,%8%8)

[ Xid]] inappropriate
[[R) X iA)] fit; suitable; proper

[#9ial] 2 W L1 co-sign

[$" 8] coordinate v. (F) il

[# /8] enthusiasm n. (¥ 5 for &%
about ) #ul, PE

1. (L. 11) Thank you very much for your fax of 21 April, 1998, with your 1998 Trip
Report and the Links End Report enclosed. #&F 1998 ££ 4 F 21 B & k696 W R R bt
B 1998 EEMRITHFRENZRAEH S, REWS, EFEBH,
enclose vz. (BEES) B L, Bt A
) 4w ; Please enclose a cheque with your order. #H M iTEM L &,
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[41&] please find enclosed. . . ZZ[ff L -+----
44w ; Please find enclosed an agenda for the meeting. W L4324,

2. (L.16) However, I wonder whether a list of visitors to and from Sussex could be
attached. . . i, I BRI — MR N A ZRFEEHRE -
@ 1 wonder whether/if XM B FARALS I R FE S , whether/if 51 BN T H—
FfEAsA.,
#)de . I wonder if I might have a glass of water? KT vAZ—H K57
I wonder if you could help me? AR#ETH K — A7
@ attach vt. f#ff £, KR
#)4e . attach a document to a letter ¥ AF W 43 P
The hospital is attached to that university. X ¥ BB & TN KE,
[ 947 ] attach #l enclose A “M LM EB . FEEXLEBAELZBBIRIGERR
MIERNPGE R, XNBRBEFHNIAERE—TENNRIAN, FERERE.
(ISR RBHEIEFHR P, attach BB R : to connect one thing to another
GE—RKEMB - EE—#); T enclose A FE R : to put something inside an
envelope as well as a letter CE R ME—RBAGEE) . ATUEH, REAEFREH
B ENMARMER TR AARRAE, HbEFARATUELR. 5#
Sh,EiBEEE AL, NS S0 BEEM LS SCHEEY, FE %K E” R please
find enclosed, A~ fE ] attach,

3. (L.18) ... and things mentioned in the Report are not only the issues concerning the
current year, ---c- HBFROZRERAFERRTSF,
current adj. R ] CEER, BLSLH
%) 4w s the current month & Jl current affairs i ¥

4. (L.19) I would be honored to co-sign the End Report if you think it appropriate, to
testify that the Chinese coordinator has been “an enthusiastic supporter” of the Links
Project. RREESEEXMRELBAS S, WERFHEHEE—E Al
XAZTRBME-

@ i34 would 765X B AR AT ZH ke, TR R R AEEHRE.
#)4w . I f you can manage to help me, I would be very grateful. o R ARK Ik
By e E, RS BRMRA,
@ testify ve. {EUE,{EBA, A
45} 4w . Her tears testified her sorrow. MeJRBIER T R ES.
He testified that the car was being driven slowly at the time of the
accident. #IEA FH KX A X HE ER BT,
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Part 11 Reading Material Explanation g 1% #f £} ## #7

@ vocabuiary 7

résumé /'rez(j)uimei/

Inc, (=incorporated)
/in'korporeitid/

co-founder /kau'faunds/

source /sos/

antique /zen'tik/

reproduction
/irizpra'dakf(a)n/
bronze /bronz/

vessel /'vesl/
polychrome /'polikroum/
ceramic /si'reemik/
terracotta / tero'koto/

statuary /'steetjuori/
cloisonne /klwa:'zonei/

n.

adj.

n.

ut.

N ]

et A R (FE X E
RAFARAAKE R
AEBAEAALD
RPN

HY, HHE
T, ERE
-1 (€D

H4

HFHREN
Ay, 2l
ey Ee
fESh

b 223008 ki)
(R AEEIMEE
Hildh

Pk
RS, 1R
REKGESR

(P ) ANE R/ /r'zjum/,
EXANEFRSE, BEE
“EFIFI, 4L .

CHege] JTAFTEBH R E
CV (curriculum vitae) ,
[4E1E ] write a resume 5 i
Ji s print a resume 7 E[1 &) 7 5
send a resume R

[H#] Ltd. (=limited) & kR
RIEN(FETEEAMRAH
BWRZIE)

[#i8]] 2. L1 co-sign.

[P R] XMasE MR ER
2R O, BB R, b
[EE] —MHRERFAES
BEARF B, EE LT
LA 4, LB B S0 S
XHEH source BART B R
BRERNZAER.



negotiate /ni'goulieit/

catalogue /'keetalog/

retail /'riteil/
execute /'eksikjuit/

distribution
/ distri'bjuzf(8)n/
shipment /'[ipment/

author /'o000/

literature /'lit(a)ritfo/

pen /pen/

conceive /kan'sizv/

placement /'pleisment/

implement /'impliment/
proficiency /pro'fi[(a)nsi/
MA (=Master of Arts)

S

Ut.

L.

L.

L.

8

8

mk, Y,
L JNE

F&
A7, T, B
75 SERR

ﬁ} Eﬁ? ﬁ Zi;
wHE

(& ¥ B . B B&
HALZ B LD
52 ; (YD
%ﬁ’ﬁ%

Bk, gifF

SCHRBERL; 7 n
{R S ED R dh » B
& i

5, %

HIR HRRL TR

BE,mE

SLEL; AT
LV ]
AR+ CHAD
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[#"/&] negotiation n. Bk, W,

e

(HE] XA ERXBER
catalog,

(T R] XTMHEEFANRENS
XTI, ERRBR . HRER”.,
[ b3 ] wholesale n. #t%&

[¥" B execution n. SEFT, 58,
AT ; executive adj. PATH, FTE
B £, BRI 28, 6
. CEO (= Chief Executive
Officer) BHEHITE

[#3i7]] distribute (vt. BC, 5345 ;
fidi%) £# e + -ion (BHEFHR)
(#49i7] ship Covr. B, FAME) +
-ment (ZIAGEH)

TR INMEaRERNREENS
A, BERYER, BIfES; &)
wE”.

[45iE] product literature =¥kl ;
sales literature B RS ENRI S
(FEE] AERPH literature A FEHE
R .

[(HEE] AR K pen 7 EEH R AL
“E”,

(EFE] X aiahRKE/i/ ¥
BARRE o, M—REX T KEFRE
FRAEG i, iDEXHE—IOR:
“%B 1G5 e, BRIEATEA T c.” 10
conceive, receive Fl deceive,

[(#3ia] place (vt. B #B) +
-ment (ZEFH)

[ 3] MS (= Master of Science)
AR L (220D
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classical /'kleesik(a)1/ adj.

magna cum laude

Mass, (= Massachusetts)
/ imeesa'tfusits/

BA (=Bachelor of Arts)

cum laude /'kam'lodi/

minor /'maina/ vi.

major /'meidze/ n.

vi.

CT (=Connecticut)

AP (=advanced placement)

R T

[ T#E] U
% B Bt (%
ERFEEE
B BRR B =4
BH ¥R RS
IS 4
(RE Bt
=M

X#+

(Hr T & AR
ERFEMN T
KE@ED
(FEXR%F) BB
GRE

(R#) BB
H; CRE##D B
BEHB®
¥

(R EBH
Eyg‘ﬂk;(j"\—?’é
#DEBEFLE
R, LW
(e
FEXHEE
(RE) REX
M
B B iRE
(REFEAE
ER TS MK
REZHHR
B Mm%, w
REH K R
SBiLFE, KL
B REKRF
LB TN

[t 8 ] BSc ( = Bachelor of

Science) A+ (2£47)



LESSON ONE | 7

ecole /ei'ko:l/ n. [BiE R
Alsacienne ( = adj. (¥ 5 ] B /R B
Alsatien) Brad

/eel'seifjon/

‘ Major Language Points £ EiE55 &
1. (L. 6) To obtain a position as a teacher of English in Beijing. FX#8— /L3 T AYERS
& R -ERIP—BRARTENA T, MEASERE AR, X— AR R
(objective) , Bt LA R K F1 B MBIARE R
@ obtain vz. K18,183
44w . I haven’t been able to obtain that book. HRiEZAEIFH|ARA S,

2. (L. 10) Travel in China to source and evaluate suppliers of art and antique reproductions,

EhERT, FRNTEERBOEGEEH RO,

@ X—RENBHREHN 1996 FESWTIELT ,EE BRIRTENF XL T, B
A, A+ 405X — 2 3 Sh AR R P i iR M — e AT Bl

@& evaluate vt. fhifh; ¥ FA ,
[#i7] e I HY T ex FR“HK+ value (n. HrfE) X e + -ate GhAELD
#)4w . I can’t evaluate his ability without seeing his work. K&K AL Ik

bV N? & 27 R A L I

3. (L. 13) Negotiate contracts with producers and export agencies. . . 5 HiE# 5 H O E

MR ER -
negotiate v. Bk, ¥, BE

#) 4 ;Union leaders have negotiated an agreement for a shorter working week. L4

MY BB ET —HHad A LFe R,

4. (L.17). .. catalogue companies and retail shops, <+ REATMEHENER,
@ catalogue v. KB H B FIAB R
4] 4 . Can you catalogue the VCD sets you sell and send me a copy? KR fEfelk
M8 ey VCD % A% B RER—7

@ retail n. BE
#) e .a small retail business B ERE L E &G JE
the retail price & Wris
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5. (L. 18) Execute import and distribution of shipments. ¥ £5¥805# N8N,
execute vt. LAT, BT, BIT; W
#)4e ;. The directors make the decisions, but the managers have to execute them. ¥ ¥

At k% 2 2K 22N RMAT,

6. (L. 23) Conceived and launched company. .. #¥fFeIHLT -
B xR BORIES 1995 B 1996 FHTELS, A FEEFREC LA FENHEX K
T, MAXETIER, AR REREENTENTRA.
@ conceive vz. R, ,RXE
) 4w ; conceive a plan 18 H — AR
Scientists first conceived the idea of atomic bomb in the 1930s. 20 ##2 30 %
RAFRMNP—RAT RTHEGRA,

7. (L. 28) Implemented direct marketing campaigns, company promotions. 1T M ##) T
BEEEHMARNOENES,
implement vt. 3£ ; BT
#) 4o  implement the new procedures K& # 64 FA4
implement a contract JEATEF)

8. (L. 30) Devised and led program of study based on students’ needs and proficiency levels.
BRIP4 R R E BRI E S ML R
proficiency n. B4k, 58
4w ; proficiency in music WK F K
proficiency in English ¥ il 235

9. (L. 36)MA in Classical Studies magna cum laude, Boston University, Boston, Mass, , 1993. L
R BRI ST S ML S0, A, MW, DEEEEMN, 1993 5,
MA (=Master of Arts) {2+
#y4e:an MA in English literature 3% B X ¥ M+

10. (L.38) BA in Classical Civilization cum laude, minor in French literature, Boston
University, Boston, Mass. , 1992. (Awarded prize for excellence in the major). LIAFH
BT B 0 MR B, B WKE, HTE, DIEEEN,
1992 &, (EBEELRFFER)

@ BA(=Bachelor of Arts) 3%+

)4 : Susan took a BA in French. ##3KR T kEFLF44E.
@ minor v. (FEXZ) A GRED

#) 4 . He minored in literature. #L&44 T X%,
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#® major n. (RF) EBHH, Tl (KER)EBREB IS, S WK¥EE
#l4e . Her major is English. #u8) T4 8 L %4E,

Part Il writing 5 il %
EREE

1.

2.

FXHE B B VEIR N : consideration (f&1{) . conciseness ({8 &) . clarity (GEMfi) . courtesy
(#L5R) character (“{~)F1 completeness (58%%),

EXBIEREN:

{3k (heading) . HEEFAMAMEF Y. NEEFENEG LA, UL /NBIK, &8
(7. HBEM TSR June 1, 2000(%) 2K 1 June, 2000(FKF) .,

##ht (inside address) : SRR R ERME R, FE LEREE EXTBUE A KR4
ik, B—BETFELN T EENEATHENMLE. SBENER. WREERN, I
RS EIH G

FRIF (salutation) : £PIMHEIRPI1T, D Tk B R—47. R R, MFREEXS 7 8 R
{i,40: Dear Mr. President; {5 & —#A &K W FTFRIF Sy My dear X; J0 R LB M o9 A
AT LAFE Dear X,iX B dear AR BEHHEE.

EE3X(body) : [EHEEAR

2= B 3, 17 #1 & 4 (complimentary close and signature): — At {E R A %5 B A A Yours
sincerely/truly/faithfully, IR RZABMEL Yours respectfully R AL . FEHE LA
(4 AT LAAR B LA Yours ever/affectionately,Love, With love from. . . % B&. Z5RALiA
THERFESR  FTESATHETHES. B4 —BALK.

Wi F1 B J3 (enclosure and postscript): MR A M F, M UERIFENBATS.
Enclosure; XXX, MR BAEEHEEHT, A P. S Ik, #x“ g, X R,

ekt EERIEARL THE LB AN, HEMES L co FH.

(&4t (superscription) : B {5 A& ik FEH A LA GUEHETFES L) .|
B AR Hhak N FEH P RBWA .

Exercise
Bl—4 K82 ) AR 2 UM E SN E R E BT 4 e B — 315, R EESRL N 4
—TFTHCKIFER.

Director of Graduate Admissions Services
Graduate School of Maryland University
Baltimore, MD 21201

Dear Mr. Director,
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I am a college graduate in China. I have just graduated from the Business School of
Shanghai University, holding a bachelor degree and awarded the title of Excellent
Student,

I am interested in your graduate program of International Management and will be
most obliged to you if you would send me your catalogue and necessary application
forms for admission and financial aid at your earliest convenience,

Enclosed please find my resume, attesting to my outstanding academic performance
at the Business School of Shanghai University.

Thank you for your time.

Yours sincerely,
(signature)
Li Xianghua

Part IV Translation BiEil &
i3k LIE

BEEEEERELNER, TERA N XEMS . FAR ARG . RME. BIFEY
BWENEEESRERETRANERANES, FREXAFESRBEFTHNIRMES
FR.

B R BB AR E R EEEIR BUERE.

SRS R Y T s

(1) BEFETHTEZH (acceptability), WTEZHIFXREHALE RENEGHE
HREI B,

(2) REEREHE.

(3) BH1E50F .

Exercise
Translate the following into Chinese.

My dictionary defines happy as “lucky” or “fortunate”, but I think a better definition of
happiness is “the capacity for enjoyment”. The more we can enjoy what we have, the happier
we are. It’s easy to overlook the pleasure we get from loving and being loved, the company of

friends, the freedom to live where we please, even good health.

(e By, S R e i

?ﬁﬂ@ﬂ#ﬂ%“i?ﬁ”?ﬁ@%)ﬁ%“%xﬁ “Hiz”,ERE, %vk?@ﬁﬁﬁﬁﬂﬂ@%lﬁ
“Bpup e, ROTEEERAERS, MBEE. AU, BARE, KA, HE
P e R0 T, T3 BB SRR X — I BT R PR AR A 5 9 AT 2B
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Part V Key and Text Translation £ % & & & 1% 3

‘ Key to Exercises 43 %

1__ 1) The author responds to the fax
about the end of the link project.
2) 1998 Trip Report and the Links
End Report are enclosed.

3) He has no particular suggestions.

4) The objective of strengthening
contacts between Women's
Studies programme in Sussex
and China has been forwarded

by the visits in both directions.

'5) Women'’s Studies programme,

6) The End Report is a summary
of certain projects.

7) The author thinks that an End
Report should not only cover
the the
current year.

8) He will co-sign the End Report
with Dr. Eileen Yeo.

9) He is an enthusiastic supporter

issues concerning

of the project.

10) Four.

2 1) Thank you very much for your

letter dated December 20th,
2003.

2) 1 am writing to ask if you have
any vacancy in your institution
in 2004.

3) Please accept our apologies for

the inconvenience this matter

has given you.
4) Please excuse these clerical errors.
5) I will write you particulars in my next
letter.
6) Will you please reply without delay
what your wishes are in this matter?
7) We are anxious to be of service to
you.
8) We hope that we may receive your
further favors,
9) We are looking forward to working
with you soon.
10) Best wishes to you and the family.
3 DA 2C 3B £HC 5 A
6)A DA 8B 9B 100C

Translation
ZERENR, NMEERE KR, ERA
WReENfEEGHEERRBE, &
XHHE, BE¥EETRAERHE
AREBIEEEHXEEREERE. Al
ARBEREERYEROEZHRE
ZEROHA— NG 2FEREET
TERNEERKR. AREME,

Ak

Reading
DF 2)F 3)F T 5 F

6 )T DT F T 10OF
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‘ Transkted Texts £ &3¢

>4

199844 A 22 H

BOCH - Aigt
HEETEHKF

BIRBR - AW BNI 9QT
*H

2 .0044-1273-678835

FEAIOH - L1t
BT 1998 4E 4 H 21 H R R BEMRY 1998 ST IR & MR 845
&, REWBEX B, BIXTRSEMEBREH 2N ERY, T2RFREN
B, BSOS EAINGE T A AP EERLNERE T ENER”. RETE
— W ZREE R, AR E GRS, KPS R RBTA
BBIUR T4, IREUANIBEMREEN, RBFAESEEX MG LRES A,
LHERAR B Z M E B RAR, PHEEE—H “AiF "X e mdi e .
WMELRT ERMNHKEKE.
RBARMNYFPAEBER . BE. BRAFERRMBIIHARARL.
) s R WA SF .
i Y
¢ =9
BOEK
i
Bei
BRABEEB
LR EIERE
o [ JL BT 100089
#£ /3% . 0086-10-68453058

B3, FHB 44 : lougq@263. net

— B RiP

B3 )

H. PEY - BRHHE

WA H#E:19694 4 H 4 H
A AR AR EZRETH I 1225 MSR 1V2



