Y 21 L L ESPETEFRSEANHHM

EREEDE

SHANGWU YINGYU KOUYU

X|—F X% £ %
AEFE BEME B




21 R 2ERRSEERRE SERKIHM

mSRIEOE
MN—F FER E %
RRF BAM BESH

BHRE B ¥ Kt HBRZ K # 5 &

JegFF i hR
25 PEKING UNIVERSITY PRESS



KmAEE N

ERE/MIREE, LA, 8 ARSWINEFRENTHNE, BEEET, AR BREH S
FH 16 AT, BMRTESE -NFERIT. B OERMSA. ACHE. HREBEH,
BEERHSRERENERAEESHERABSER T ARESHONARS AERERRES T
FEFR, FEARE: BEAHE. RNER. THELA, BEHA. £RBY. BEHEN. BFKRT. B
Fof. AHEE, RN AR, THERE. BERH. SiT8%. SERS. SRRBREHE.

EBERESE (CIP) BiiE

BERBOEXF, FRZER. —db: FKEHMRL, 20067
(21 HL2ERRE S EHbr R 5 R EA)
ISBN 7-301-10033-7

L - ILOX-@%- I Big—HiE— OE— R BA¥R—#H V.H319.G

o iR A B 51 CIP HidEtk T (2005) 28 132729 5

+ %Z: BEEREOE

EHEREE: XN—F FERE E R
TG E: BRER

¥ ¥ P S ISBN 7-301-10033-7/F » 1298

H R #F: R KFHRA
: JbR T EX AT EE 205 5 100871
ifi: MREER 62752015 RATHE 62750672 ZREEHE 62765126
: http//www.pup.cn
: xxjs@pup.pku.edu.cn
: LR EHETEENRIARA R
#F: AR KF AR
: Fefs
787 B X980 XK 16 FrA 15 ENFK 325 FF
2006 67 A 1AL 2006 4E 7 HEE 1 IRENRI
S ffr: 24.00 &

=

y
|

R D EE & F
I-N
padll

D% D¢ B S B O

*

REHFT, AMFLUMEAT B HRPRERZHIHEBAE.
BERE, SRR
EEM B E: 010—62752024; BT HEFH: fd@pup.pkuedu.cn



2 F

itz ¥, RERIHMATHARSALS LG, 2BNEFERHRETHRE
%K. N TFRESMSFEARR, 2F A5 Bk EEaE N
AA, UENERAHEE. S TRREESHEE R, TERIEXREFRBEREES
—ERIN, ARG ILEREMENR, TH WTO IR, DAE T/ S se &
WNREBMHFTER. R, BLLAFEEFESHE, i, FR2MAFERmA, &
HEBR2W, AasASVIERE; ROFESRRETBERANEM, AENEH
HEEEZRRMAZZ A%, Bb, 7200449 A, HEBS-LHIIXRH T HFREH
BEREHZE S URES N E. AL, EFFREESHHLNSREEHETFTRKEH
MIaTEJaRE.

HEHERT, tRAZEHEEEST2E=1+2M2RN-E+2M 2N, —&A&AHET
B 1 L LEEREEEFETSLAUNEM) KT, E£H5EBEHENERIRATH
“XER. SER. BA” A

WL ER, RRFEHRETHOT 11 M

(EFE5)

(EFFR5ES)

CHE PR H 5 BAEES )

(WTO 5+ EX4H5)

CEBr &Rk

(gL S)

CFISRAD

(EFFE SRR

(E PR &R )

(R KBRS EE)

(PSS IELIE)

AR BME W TR RA:

Bk, GEREFLES, BSE5HRENEMEL LRRBAERE LK “TUREL” b,
HEEMVAETISENREHE, SFoLEEEERE FEEBTNERER, RNHA
BEEXEERBELR, MITEES E RO XE, UKRESNE LREINEE.

HR, BT “UedthTa” KER, FESRE2ENIG ERES, HRATS



M, WIRAESEATR, LUAR “H¥. 5%, HHE. 5 EF7 KEK.

BR, WA LJKREE, HIRRTRRIBRAE, 46 TREEANE, AT HMRM
Fkl, IT RFRRESNE. THES GRS, MSUm. £6+FEE. Bid5il
ZHAL, HRAEERERBRRALE.

Wb, ERATEEREEEE R, LA E A eI b B Ak X S
W, BEEEBRETHEEMLR.

FERE RS LR T —EH0 TR, ERENBERNAME HERA
AL
ERFNBEMAN T UG RIRE & M2 EEH, BT N s R A, T
WEB R AWHRARN REIBFESE.

% £ &
20061 A



e

H B

BEE T ELH N KR BRI WTO, EErE &S RiEs HME. XN
MARXKERT, REEARGTETEERNEGZ — HEEHEBREBHE. BirmkH
fEANEFREFRRRERAANTSE, MBELVARMIAN AA R EEESEHRIN
AFMEBINTERESEFROAL, LRBWEFHESRERFENANS .

APRMHmEERA LIRFR TNETNAE. ERIERAKEHRME Q1 #HLLEFRRES
EEr R 5 EMRN B 2 —. WELEELE “EXMHBFERTHEIMEHIGE, @l
EREBESMIANEES” WEE, M “f8, £/, B, 54" NEUITHERES.

453 16 MNEIT, A BREEH RN, A LRE T HERSEPRANBSER.
FANRTESE AN EEREIT. BEOEEMIAN, AGHE, HRENSRY, BERE
M EEZFEESMHEARSER TREESHENEHEE. SN RTHRE XAKY N
AR B3 BiR, FHRHNE (F¥E%E%%, BidaH, #Reh, BRERD, #IC
HRE, FI0FRE, mERI, HUEKER.

AL, STAM, SCERME, &kt BT, FEEARN, NEHH
AR E, RI¥EE®,, B¥5%.

BREED: 1. MESHRITNYIER, DEFEMNFENNSIREE AL 2. 8
TR 4~6 BRI 3. W\RWAENER, RETHRFERS.

AHEX—FRZEEZRMIEFAE IR AT EPBRRINGER . REE, BHHEHA
TR E%, HPRKBFES 52 PHERARM TE. RS ES0ARTE: BxE,
B, A, R, RS, HhEESatE L, 8 H8m, WXL O, x|—FHaF
F12. 15 BT, RBEMARTE 2. 5. 7HIL, BHERTE 13. 14 850, BEHEEARE
6 HILKMIF I, FHEHRTE 9 BRTRMFIV, KELHBTHE 11, 16 BIt, BMEMATE
3T, JKERHTTEE 4. 10 HLoT,

EPMRmEERES, 5% 7T KEMAHAXTENEE, Fl—FFRR&E.

AR BHEKTEER, BPgEaa AiERez L, BIEFERMiEE, THESR—
£ I BUMAEITIEIE

% #
2006 % 6 A



Unit 1
Unit 2
Unit 3
Unit 4
Unit5
Unit 6
Unit 7
Unit 8
Unit 9
Unit 10
Unit 11
Unit 12
Unit13
Unit 14
Unit 15

Unit 16

Contents (HF)

Introductions and Greetings...............ccovriincnccnncinrnnes 1
JOD-HUNGING ...t 11
WOTK PIacCe ...t 25
Budget and Shopping On-line..............ccccoiinnnincininens 35
Business Meeting...............ooriiic et 45
Human Resources Management ....................ccovvenincnnenncnceeennnes 58
Business Appointment ... 70
ShOWING AFOUNG ...........cooiiiiiiretreentneeseeee e srsre e eseesesnsssesassessenesessesessen 82
BUSINESS DINNET ...ttt e 93
Atthe CUSTOMS.............coooiicc e es 105
Marketing and Promotion ... 115
Price and Payment.............ccooioeniniennenneccinniesenincectses e sessesresensessensenas 124
Sales and Negotiation...............cccoiiininirr et 134
SigningaContract................cocoiiinin e 147
Complaints and Claim...............ccooiiiicere e 159
Ater Sales ...ttt 169
............................................................................................................................... 177
B EMARIEIRIE ...t sssesis 222



I

HEHEiEaE

MR HABSERSIEX %S
RN HREEARTER....

...................................................................................

PRIV hEFEEIHOMRBREM ..o e



Unit1 Introductions and Greetings

1. To introduce oneself and others
A Study Aims 2. To exchange business cards

3. To meet and see off business clients

2 Main Tasks

1. Learn & Practice L X 2 %

Dialog 1 Nice to meet you

Who: A (Mr. Li Hong ), B (Mr. Tom Smiths)
Where: at the airport

When: in the afternoon

What: meeting a business client

A: Excuse me, but are you Mr. Smiths?
B: Yes, I'm Tom Smiths from New York.
A: How do you do? My name is Li Hong from ABC Import and Export Corporation of China.
B: How do you do, Mr. Li?
A: Welcome to China. To be exact, warmly welcome to our Hangzhou.
B: Thank you. I have heard a lot about Hangzhou, a beautiful city, before I came here.
A: On behalf of our general manager, Mr. Chen, I come here to meet you.
B: Thank you, Mr. Li. Very nice to meet you.
(Shaking hands and exchanging business cards)
A: Nice to meet you, too. How was your flight?
B: Yes, it was very pleasant.
A: I’'m very glad to hear that. And I hope you’ll enjoy your stay here.
B: Thank you, I’'m sure I will.
A: Let me take your luggage for you.
B: Many thanks.
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Dialog2 Bon voyage

Who: A (Mr. Tom Smiths ), B (Miss Zhang)
Where: at the airport

When: in the morning

What: seeing a business client off

A: Miss Zhang, it’s very kind of you to see me off today.

B: My pleasure. How many pieces of luggage will you check?

A: Only one suitcase. It’s small and I can take it as a carry-on luggage.

B: Ok. I see.

A: Well, my flight is now boarding. I must go now. Thank you for everything you have done for
me during my stay here.

B: My pleasure.

A: I expect to meet you again in the near future.

B: So do I. You are welcome back here at any time.

A: Thank you once more for all you’ve done for me.

B: You’re welcome. Bon voyage, Mr. Smiths. Good-bye.

A: Good-bye and all the best.

ME 1
BN S EHIE

A: 1, BRYELAY?
B: BN, REXRBAAK G LFL,
A: 185, BENRBHE ABC #tH O ARMZEL.
B: 84, kA,
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Unit 1 Introductions and Greetings
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— B W R
: RN, AEERIEIRAS R A RIZEST.
XERBMFRE, BH/ILGTEERLIE?
: RE—ANFRA, BB, BRIUUMIHN.
w, WAAT.
: M, ROV EFRENT, REET. WERABRIABH—1,
: XERBREIFEE,
: RBEASAREREF R SRAEN.
: BRIX A, KMREER Rk,
s BIKEBRWIRARETEA—Y).
: BIES. B, BREHEE, SR —ERIRR!
: B, SR ENE.

Remember & Use REAHR

N >EPIPI>T > >

Areyou...?
Is your name ...?
How do you do?
Nice to meet you.
Id like to introduce myself. My name is ...
Hello,I'm ...
I’d like you to meet ...
Allow me to introduce youto ...
This is ...
. How was your flight?
. Thope you’ll enjoy your stay here.
. It’s very kind of you to see me off.
. Thank you for everything you have done for me during my stay here.
. I expect to meet you again in the near future.
. Bon voyage.

3. RolePlay #&4b

Please complete the following conversations with proper English and practice in the class.

O 00 QN W N =

e e T e S SO
W b W= O
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Conversation 1

Who: A (Mr. Liu, an interpreter), B (Ms. Black, a guest), C (Mr. Wang, a manager)
Where: at the airport
When: in the morning

What: meeting a guest

A: Excuse me, but are you Ms. Black from England?

B: (M, RIERD

A: I am Liu Qiang, an interpreter from BCD Import and Export Co., Ltd.
B: (IREF, X4

A:

(REMAIUR, fizRit. RAFEE, FAEMRER. BRNMA—T, XAER
&, Fat. XURREBERNGZR L)
C: Glad to meet you, Ms. Black, welcome to China. (They shake hands.)
B: (REBRMNLIWR, Fr4E. BREREEIRER.D
C: (ReREBR R
IR, —B EEEIE? )

B: (Bf, mREWHR, AERAERED

C: CGRghEF, &R
T BRI AT )

B: Do you know where the luggage claim area is?

A: (508, BMAEHIL.
BAE ZED

A: The bags seem quite heavy, let me take them. ‘

B: Thanks. They are a bit heavy, oh, wait, wait ... don’t take them both. I can manage one.
C: Ok. There is a car waiting over there, let’s go on.

A: Ms. Black, get in please. _
Conversation 2

Who: A (Ms. Keller), B (Mr. Wang), C (Mr. Cook)
Where: office/any place

When: in the morning

What: greeting an old friend and introducing new friends
A: Hello, Mr. Wang. ?
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B: Hello, Ms. Keller. Fine, thank you, ?
A: Fine, thanks. May I introduce Mr. Wang to you. This is . He works for Youguang
Trading Co., Ltd. Mr. Cook. He’s New Zealand.
C: How do you do, Mr. Wang?
B: , Mr. Cook?
C: Pleased to meet you.
B: , too.
51
A: EH, BERARENMER LLG?
B: 21, &IEL.
A: BREXIGE, AT BCD #HOHBAR MEE.
B: R4, Xk
A: BENMREMR, MXuat. BRAFRSHE, FRENRES. BRRNME—T, XML

BANNWEE, FhAE. XRRAEBKAETL L.
WEPEOARR, M=Rad. KBRKEHE. (RFEFHZ)
BARE AR, ESe4E. BEHRR BERER.
RERZBRBMIRE, —B EIEGFIE?

BEf, FREMRER, MEFTRR.

Matsr, BIRRNITEBX AWK,
PRFIEAT 2SR E AL TER R g ?

SITE, RAEMIL. BRATT EE.

BUPHEE, LIREE.

Wi, XA RILE. B, F5, HEEE, RITUE-NE.
ETHADFRAE, BATEE.

fxnit, L%l

&®i% 2

QPP FOPQOPO

A: REF, EHhE. EHFE 2

B: &, dFkt. DL, B, 1RE?

A: BUAR, B, LBRNME-THMN, XUEXBEARSERARGNIELRE. X
PR B TR =T A,

C: RIF, EHH.

B: fREF, PETCSEAE.
C: REMINRE.
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B: HLE.
4. ActOut HA8M

Situation 1: Jane introduces Ms. Hu, a new colleague to others in the Public Relations Dept.

office.
Who: A:
C .

B: .
D: E:

Where:
When:
What:

Could vou introduce yourself?

A: May I introduce Ms. Hu? She’s just joined us.

B: Nice to meet you all. I’'m Hu Juan, just graduated from ABC Professional College.
A: Now, could you intréduce yourself?

-C: Hello, I’m Susan, manager assistant.

D: Hi, I'm Alice, in charge of typing.

E: My name is Tom, involved in public relation.

B: Glad to know you. I'll appreciate your help in the future.

C,D,E: No problem.

Situation 2: David White, a foreign customer, meet Li Liang, a Chinese businessman at a
business fair.

Who: A: B:
Where:

When:

What:

Nice to meet you

A: Good morning. I’'m David White of an American company.

B: , Mr. White. My name is Li Liang, _ is my surname. You may call me
Mr. Li.

A: . Mr. Li.
(shaking hands and exchanging business cards)

B: Nice to meet you, too, Mr. White. What can I do for you?
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A: I'm interested in your pajamas.
B: That’s . Thank you. This catalogue can give you full details of our products. Here
you .

A: Thank you. (Read the catalogue) 1 am so interested in your sample No. 168. Could you give
me more information about it?

B: . It’s made of natural silk and it feels smooth, soft and a little cool in the
summer. '

A: Thank you for . I will contact you if I have any further inquiries.

B: Please don’t hesitate to contact me if you have any further question.

A: Thank you. Good-bye.

B:

w1

HRAN 4

BRNA—T, it wRIRnEALH.
MEIMNRKFK, BREHEA, RIRIA ABC BOLHEAR2EREEL.
Fhr, BERMNE—TE,

e, BREHM, LBH,

REF, BREZWH, HFITFIAE.

gz, s xkLE.
IRBRIAVURAT. BRI TAERANR, BAKEZEZXRE, AR
C,D,E: # M,

iR 2

TomgQo>»ER

REX AR
A: BE#f. RERBT-HXEXEAAKKIL - H45F.
B: B _LR#f, PERsEA. RMZER, RS, RATURRMEEZEEAE .
A: REPOARIR, ZRAE
(RFEFHRJER)
BRUBEIGNRR, FRLE. BREIMA?
o BTURATTBEARAR KB
MIRLF, WiEE. IRBANK>RHERX, AHFRITUTHRAKAE. 4.
s, OBk A R) BRI S 168 MAERENER. RREAKNMH—T?
AT L. XMBERRERRELHINK, HETBERK, EXF LWHEEA.
: WHEARKINE. MAJBEHR B THREXREY, RIBERFRN.

> T P> TR
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B: WHAMREHABTRET M, BEHNES, BENEKRERN].

A: W, B

B: BI.

A Useful Words & Expressions WL 5RE

1. introduce V. MR

2. introduction n i)

3. import v./n. #n

4. export v/n. HH

5. corporation n A7

6. stay v/n. =&

7. luggage n 7%

8. interpreter n iz

9. appreciate V. el

10. colleague n ik

11. pajamas n. R A

12. catalogue n. H3x

13. inquiry n. Al

14. hesitate V. nH

15. surname n. s

16. professional a. iK1 4:0)

17. professional college Bl (HEARD 2B

18. sample n. FEd

19. contact v. KR, BKg

20. natural silk B4

A Notes  RICHR

1. Excuse me. XEIFERMNATEMER, WMEMRN, W, AHEXNTEMARN, &
MM —FhRiL, MEHSKH.

2. Ihave heard a lot about Hangzhou. (have heard sth./sb. alot) RN AME K4

3. on behalf of our general manager (on behalf of sb.) FRREREAN

4. How many pieces of luggage will you check? R EF L/ DITEBFIZE?

5. Bonvoyage.  —BEMIR, 5MUHIEEE: Have a nice trip.
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6. Good-bye and all the best.  F I, HIRTHEWE.

7. Iam so interested in your sample No. 168.  FXJIRATH 168 S MR . XEEH
B, TESNFHRT, WA T BEE B R .

8. Please don’t hesitate to contact me if you have any further question. IXH, not hesitate to
dosth. RARFME . HES, FKUKHRELESH: please feel free to do sth..

A Business Background Information  B## N

& BHEALNABH AN

A (FFE[f) — B (FEKHKD

A (BARKID — B (BRALERD

A (B — B (&Z+)
& HETETHEFEFILN

FERSRES, BFR—M A RXFRBMNEZN RN, —REBAFRENHK
FH ETEFHURREOKRD . HHBFN A —ENE, BEATHNEENHAHF, FH
NEEES HFHRE LT 2EBENRI. xRt —REShEHFE, B4 HT
HFEHE. BHFASEAIBEAERE, BEFRFEFREHERFEF LN WHE
ARHEEME®ISETIL, BT AMHELIE, RERAHLEYE.
& BHEANLERTHLFNER

R¥B A REAERESEE LH—AEEIR. HAFEARTRERFRRENETH.
VIR HNE AT E R, RPN, B .

i, BEEE, SERFHTHRLR; ERBRHFBEXN TR, MiZEHHE LHESH
—mm EHXFHEN Y £9FR, KB, EMERATFE. BKEH, X5M0016A8E
FEAEFHOABERE R, £FE. Fm. HXRERANFEELURER.

A After-Class Practice RSB

Part 1 Complete the foilowing dialogs orally.
1. A: How do you do, Mr. Brown?
B: ?
2. A:Nice to meet you.
B:
3. A:How are you?
B:
4. A:How was your flight?




