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Chapter One Greétings and Introduction

Fw NS

Section | Business Background Tipe

F-7 WAXRKEESHRY

1. A4 (Introduction) % T/ FWEE—IF. BREMAEFEWX— K, BAXERYTBRER

o 05 L ) R B 42

2. BREFGA NI —MREEAT AE B FRIE S (Greetings) WA LU SHA# & (Body Language), 4l
##F (Handshake). #i#l (Embrace). £k (Nod). #F (Beck) %. BT & AEMMmaTHA, #
FREMDEESET. EEMOEEHET, —BRBEHIAREHRLHBFRIELT EEHTF, FUE
BADERER. BT50cBFN, NRBRRE-TALKNFHERS. F—#0, E4K (Senior) B
AR AEMTE, 4/ (Qunior) SBWARMAATHFE. BFMNERTTFE, #HTET. BFN
XU H AN 77, MEBE. ARG EEERBRMRMA, —BRESELA TR ACKEUE, WarkE
W, SHAZEER -ZALRAE, RAKBENT,; X—HZXMPKEAHRIRE, EHZHEHT

3. TEBREER, XUO5THRERAE R KT RAE —E ALY (Ceremony) FUFFL. HLUBiH E A
FHANAR, WRREFR R, PA%EEIEEL/N Gunior) MAALERK (Senior) MA, FEBRRIEA
NBLBAIEIN, BAEBANBASEAN. MERFE, WkFHNMALLT . ENABLAKFR, —
BEE RN BB, NN, BROLMELKEst, —RNEY. BEESRELE. SRAL
ARSI, BARAE RBEUR LA FrRon

4. REANAEHOKRERASBEREN L. ARRRS, URNE. PEA—BMEECEKSE
A%, WHAEBRFEFAREEE, NZ&ALSHIEN 7 ¥R ISR Kk 4 R 3
BB TG R i i 4 PSS, X T R AT LUINYREN S, EEEM RN A ORZREYNEE, 55
EEEMAKEANGLBFRESTEMEREY, . ZFEN, HRER.

5. FERR, TIPS TR A LREIE (Chat), BARIX S FENE T E KSR X, (AT AR RAE
AHUE IS DAER S B R, b R R ORI T R . ERBARA, RARZ D
AR E. JERARBENM: First friends, then partners. :

6. WIWILTE IR E R AMRAO S — A 26 b H Ci4 4 (Business card), XRMKER AR FE
K EE ARSI, R, R EERRIRN AR S R, TR A KRR A TR
RrRIRE4 . SHEES LN, NiZEENTFET, HEFHETLHEERAL K, BiFeRx 7
AT, BROREAERUREN. MRS FRS kG REGLHBER, MZRERT L, FHFRIER
BHAMRTEERR. SN, NZELWREERRL N, AEELPHESWAZRE K.

Section 2 Useful Words & Expressions

$=-F TRHET
new comer T ' hometown X5
corporation /NG| I Canton oM CHFR

brief introduction 5Pl I born HAE
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postgraduate fill - ek A= ' I am flattered JUR. "4
Tsinghua University Ty =4 l appreciate ar
major 24 l section chief EER S
economics Gy I colleague GiE=-
look forward to doing Bt ' absolutely L

the States 2H ! Ohio RZAM
brand new BHE I hesitate nH
joint venture Eop |4 I TGIFA=Thank God It’s Friday Again
mainly EEM ! i L@ X B
focus on TET | 1Y
unique R ' nine times out of ten PN i
collection W l colleague G
information =8 | definitely b
Canada JIIE-PN ' cafeteria ‘ B BT
China HhE ! buffet dinner B B
Italy BAA ! buck %7
Germany it ! honey moon %A
European e | relaxing Ji Gy
consider ‘ Y7 | enjoyable KR E
promotion S i romantic RER
What do you say RN AR l fancy A

in charge of il | coincidence nE
personnel department ANER I Client- service department % /' fR %58
awesome REFHY |

Section 3 Situation Dialogues

FIF IR

Stone is a new employee of the corporation and this is his first day for work, so you can see, how

the dialogue is carried on:

Situation Dialogue 1 IBRYIS 1

Amy: This is our new employee Stone.

30K XEAFKIFRIESE.

Stone: Hi! Everybody! So glad to meet you all!

Wl KK, RERRITRE!

Amy: Would you like to make a brief introduction about yourself?

K PRATEMB— MR B R A ?

Stone: Sure! Thank you! First of all, my name is Stone. My hometown is Canton, China. I was
born and raised there. I love it very much! Second, I’'m a postgraduate from Tsinghua
University and my major is Western Economics. I’ve heard so much about this




#—% RE5ND %
P . $~é %

corporation and I’ve been looking forward to working here. Last but not least, I speak
English but The States is absolutely a brand new place for me, so I might need your help
in the near future. Thanks a million.

Wl W W e, RMETE, BRETESM, REBEHERKK, RERN
K%, Kk, BREBEREETEFANOBIEVE. ARBAT KRS, BRXE
THERBEFCANSER. BEF—K, MAREERE, REWRE, BRREN
RUsR—MEENY, FERKUFEEXM. BH!

Amy: Okay! So firstly, allow me to introduce our corporation to you. Our corporation is a joint
venture, which is doing business with China, now, mainly focusing on providing a unique
collection of sports shoes of different types and styles. As a matter of fact, our company
leads the industry and most of the goods are sold to Canada, China, Italy, Germany and
some other European countries.

ke B, Bk, ERAKRNMATRINAF. RIAFALE -KEHAN, EETET
BFELSE, BIEBHT RIS HARRRE MRS A EE. FxE,
BATAFTRATUTRE, AR RHEMER. FEH, BXRA. BEMHARRK
MWER.

Stone: I see, what about my work?

Wl R, XFE, BARMTRTIEE?

Amy: I am considering you to be in charge of the promotion of goods. What do you say?

WK RIFHBURFATTFRATHHEN TR REFUA?

Stone: No problem, please give it to me. I will do it well. You can count on me!

Wi WS, EHRORARE, REMIFK.

Amy: And if you have any questions, please don’t hesitate to ask Helen who is in charge of the
personnel department.

Wk WEAATM RS, EERARERNER.

Stone: Okay! I really appreciate it.

Wil i, EFRE.

Sttuation Dialogue 2 IBRYIS 2

Stone: Excuse me! If I am not mistaken, you must be Helen, right?

. B ERERELG?

Helen: Yup, I am .And you are?

. RH, BE?

Stone: This is Stone, the new comer, nice to meet you!

Wl REAFNFAFNE REXALER!

Helen: Glad to meet you too. My pleasure! Wow! You speak English very well!
WA RENIEMR. AER! B! RINIGEHE L

Stone: Oh, thanks a million! I am flattered!

Wil W, Ao !
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Helen: I hope you will enjoy your stay here.
B RAEERERE TEMmR!
Stone: I appreciate that. And I bet I will.
WiE. i, BAEGEREN.

Situation Dialogue 3 BHENIES 3

Stone: Excuse me. Helen, could you by any chance let me know where my office room is?

Wil PRI, W, HEEFRBEERKAEG?

Helen: Sure! This way please.

B BARFLL Kk,

Stone: Thanks a lot!

Bl

Helen: My pleasure.

B AES.

Helen: This is your room. And this is your office table, just next to Mr. Klimm?’s, he is the section
chief here.

B0, XEFRNERAMET, SHRRFIEEE, MEXKENRH.

Stone: Thanks a million. Wow, so nice!

WiE. WA, MY RS

Helen: Would you like to say something to your colleagues?

WS AR R LAG?

Stone: Well, thank you for your consideration. Hello, everyone! Nice to meet you all. Since I
have just gotten here and haven’t gotten used to many things, I hope you will give me
some help and especially some brotherly and sisterly advice concerning my work.

e, PR, WHEAS, ERAIZOm ! RENRIE N RERIEIZIL, FRES

Situation Dialogue 4  IFRWiIE 4

Mr. Klimm: Well, aren’t you a new comer here? And if 'm not mistaken, you must be Stone,
right? _

BRI . AREE! FRRFTRIIE? MRRBEH, RZRHET!

Stone: Yep, I am .And you are Mr. Klimm, the department chief here, right?

Wl B, SEXERHC, RFISLAER!

Mr. Klimm: Yes, so glad to meet you !

RAIAEE: RN, RENFRILE.

Stone: Pleased to meet you. It’s my first day here.

WOl RENAVE . XREE K LB

Mr. Klimm: Well, warmly welcome to our corporation!

RIRIS A 1B AABRI !

o
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Stone: Thanks! So, I hope you don’t mind my asking, but are you a native American?
. BHAE! FEEHNERZFENE, SR AL?
Mr. Klimm: Not exactly! I am from Germany originally, but I have lived in the U.S.A. for 35 years.
FASEE: AN REEEEE, EREERET 35 F.
Stone: To tell you the truth, I am not so familiar with Germany, could you by any chance let me
know something about it?
Y. #EsLth, BAKRBER, enrgl—Twg?
Mr. Klimm: No problem! It’s in central Europe, right smack in the middle.
FOR A R BRI AR, BAEIEF .
Stone: Wow! That must be a fantastic place. I look forward to visiting that country someday!
Yol ! BEER-AEHT, HEF-RALUERT.
Mr. Klimm: Oh, really? My brother lives there. If you are there, don’t hesitate to give him a call, he’s
retired now and he’ll be pleased to show you around there.
BRI sEA: HN? REEEERE. mREIARBIL, C8EMME, RELBKRT, i
DRI REE
Stone: That would be very kind of him and how hospitable he is!
Wil MhEEE!

Stuation Dialogue S BRiE S

Helen: Hi, Stone, TGIFA!

B WREF, HE, ARPES!

Stone: Hi, Helen, TGIFA, huh?

Bl IREF, WS, ARBRIR!

Helen: Say, we will have a TGI Friday party tonight, and you know, nine times out of ten our
staff will be there, would you like to join us?

WS T, RINSMA - NRAKKS, AFKEIRTHR, RRA?

Stone: Sure, why not? Since I am new here, I can meet a lot of our colleagues.

Wi HEkW, BRNE, EHFTLARATIKEZE.

Helen: Definitely! How nice!

B X, KEFT.

Stone: So, when and where?

Wod: AT ?

Helen: 7:00 pm, at the cafeteria, we will enjoy a buffet dinner there.

#ie: b7 A, EAMET, RINTEANEHBBRE.

Stone: Deal, I will be there. Thank you !

. —FhE, Wi

Helen: See you then, bye!
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Shuation Dialogue 6 KBRS 6

Helen: Hi, there, Stone!

0. PRI, HiE!

Stone: Hi, there! Helen! You look like a million bucks tonight.

Wrl: JREF, WS RS BITH R EES.

Helen: Thank you! I am flattered! And you look sharp!

B B T, RE.

Hans: Howdy, Helen, Nice to see ya here, so, how was your honey moon?

PE: UREF, B MENEXILREWR! EHER?

Helen: Very relaxing, enjoyable, and romantic! I really had a great time! Thank you for your concern!
Oh, yeah, let me introduce Stone to you.

S RN, RIEMAER BERESL. XT, BERAA-T, XARNE.

Hans: Hello, stranger! We haven’t met each other for a long time!

PUB: REFW, FEAEN! AN

Stone: Hi, If it isn’t my old friend Hans Klimm!

Wl XAREZEMADUE « BIAgEe?

Hans: That’s me! Fancy meeting you here! What a small world!

B 2% BEREFEX) LB

Helen: So you two met each other before?

Bt ARATAR?

Stone: Sure, we are old classmates!

Wl 2W, BIARERE!

Helen: What a coincidence!

e HFI )

Hans I haven’t seen you around before in our corporation here.

PE: BAUE RS REX AT ?

Stone: That is cause I’ve just started working here the day before yesferday. By the way, I’'m in
the Marketing Department. What about ya?

Wl RW, RATRRIR LI, RAEEHR, RUE?

Hans Actually, I’'m in the Client- service department.

Section 4 Notes
twH TR

1. Nice to meet you! &3 A LA I I i %E . BRikz b, ®H:
Hello,
Hi,
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Glad to meet you!
Pleased to meet you!
My pleasure to meet you.
My great honor to meet you.
How are you doing?
How are you?
How do you do?
HAF ) meet AT XNV ECA see.
B4, T How are you doing? How are you? [¥1[A]Z 7] LL&:
Very well, thank you. And what about you? HH[¥] very well A% NS -
Fine.
Fantastic.
Terrific.
Awesome. .
Superb.
Great.
2. WLTH AR TE RS
Hello.
Hi.
How are you?
How are you doing?
Good day.
Howdy.
How is it going?
How is everything?
What’s up?
What’s going on?
How is business?
How is school?
How is the world around you?
How is life treating you?
How is your love life?
Is everything OK?
Long time no see!
Haven’t seen you for ages!
Hi, there!
Hey!
3. M A-EVIRLE SRR RA. B, ki, 825 . BERAE. RIS S
RS E. BUA. M7= Oris. e, BRIERERD ERNIFARA.
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4. FEWRBZZHEPRENLE XK IH AR AN, £¥H Mei Mrs., 5/ Ma’am,
Sir RFFEARRAIA . B ARRBRNI R —REEMBRH LS, TARENLE M
B Mrs., XM EERFEIRAA—FER. E£XEH, BBORRK —BRTBETH L URR
REFHIRIE R R

5. W, BLEE IR E A L B 48 /D0 Good-bye, B A7E & i B, IXF /R God be with

you. WFENRGKSH, FrUABAERIBRE A L # FH & Bye, Seeya, Catch ya later 5.

6. ya, R, ZEHAMKEOER, R You MFHE, MRAT, WH how are you doing?iE A
how ya doing?
7. howdy, #REF, BEREEEFIEAT cowboy LIk, MAXREMREH, LHEIAMR
##%EE AN, B how do you do ALK,
8. Introduce, M+48, H (FEAN) LFNBLMACEHERE, YIXKREN LA .
9. last, RE)5, RNAELRIFIHEA LK, WRERIE K.
10. Ifitisn’tsb, XARFENG? XA)EFHHREZINE N TN B BT R H KR!
11.+ What a small world! ARt FE/N, XENZFENR: HFI5H!
12. Fancy meeting you here! FoRJ3 /T H A B & 53477 Wik !
1&Ihw@wmw?%*A¢@%%%j%ﬁ%*xﬁ%ﬁﬁﬁ%,*EATEﬂﬁﬁﬁ
SHE—KILIE, HRTIE# Nice to meet you ZEHiLUE .
14. You bet REEMUAE, TF 4R, HiN, W AEWKNEERLTLINE, FHRT
Sure, of course.
15. Haven’t seen you for ages, E—HAILLEZKMAF, RRFAARML, ages ] DA AR
) days, months, years.

16. nine times out of ten=almost always, +2/\JL, &HEHIEHHRIE.
1%SW,E%@ﬁ%”WWCﬁﬁi%%X’Ri%ﬂﬁﬁﬁﬁﬁ,ﬁﬂUWMWn
18. D've heard so much about you, R—AH&HENEERE, TR M, HE

fEEE, FEHALERINFARKIVE, mEX—4f), LRSI ERERER.
19. Hi, ZEEPEREAME, ZRAT hello, FERERBHIANIE,
20. How is it going? EJLET4WAT, RRMEX B Wf? FFT how is everything

with you?

Section 5 Useful Sentence Patterns & Drille

$EF TROPE¥%-—KZ

1. So glad to do... e.g. I am so glad to cooperate with you, guys!
happy
pleased
delighted
TR eeenee B: RENMFRAIE1E!
2. Would you like to... e.g. Would you like to have dinner with me tonight?

have a catalog




8 AR5 B

have a price list
have some samples
PREEAEL oo Bl: PREANES MBI RYE?
—Hr Hx
— R
— SR
3. So firstly, let me do... e.g. So firstly, let me give you a typical example.
first of all
let me begin by doing...
first and foremost
B, ik Bl: BRFIEREGRE N REWEIF.
4. Ais doing business with B.  e.g. My father is doing business with a HongKong company.
Mainland
German
French
A T B HERMEX, Bl: BACEEM—AEFBAAMER.
PN
{h3Es]
*=H
5. Mainly... e.g. I came here today mainly to make an inquiry about your goods.
products
items
commodities
E ot - Bl: ARBRXEFERRIRNBRYBATHRE.
6. What about... e.g. What about having an interview with Mr. Smith?
meeting the CEO of our company
talking to our staff
discussing with the designers
------ BH Bl s H R AEAT — AN ?
FOBRATL 7 BRI T

MBI R TW—T
MBAT B IR R T
7. 1am considering... e.g. I’'m considering about the price that you offered yesterday.
quality
quantity
quotation

BIEHRE . IETEH BARRERBAHINHRE .
JRE
e

o
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/27 RN
9. Though
SR, (HE e

10. I appreciate...

......

WA
e.g. I’ve heard that you’re getting married tomorrow, is that true?
I have learned about that
I knew that
A little bird told me that
Bl UFRAREARSIE, REMG?

e.g. I’ve been learning English for years, still cannot speak it though.

write
read
understand
Bl: RERCELFEIELE, HEMAALU.
5
%
Wy
e.g. | really appreciate everything that you have done for me.
your help
your time

your company
Bl AR BRI A BAT I —
RIS
KB 18]
PR

Section b Exercices

ERh &9

I. Substitution exerclses.

1. How do you do? I represent Guangzhou Textile Import and Export Company, and welcome

you to .
Supply the above sentence with the followings:
—Guangdong —Shanghai —Shenzhen —Lasa —Beijing

2. R

I"d like you to meet our department’s manager, Mr., Li Ming.

Supply the above sentence with the followings:
—Mr. Yang Hong —Ms Anna Schmid —Mr. Lee Stolman

—Ms Laura Smith —Ms Chen Hua

has assigned me to be your host here in Beijing.

Supply the above sentence with the followings:
—the manager of the Oriental Trade Company




