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|. Key sentences.

You are going to hear some sentences chosen from this lesson. Listen carefully and
repeat.

1. What’s the schedule today? 4 KAH4 HFEZHE?

2. Make sure everybody is at that meeting. 452 ik 84> A& K.

3. At one o’clock you have a lunch appointment with Mr. Wang, the client from Beijing
Computer Company. 1 fBFFIK H AL EHHENLA R % P 54—z T,

4. There are two items on today’s agenda. 4K KA FEELHE AN DL

5. 1 think we should launch a new advertising and promotion campaign at the very
beginning of next month. BN IRAMINAZAE T4 A VI B i) A AL 53 o

6. If we reduce our prices by 15%, we are bound to be in the red. —EL[# 15%[15%, JIf
LR TH

7. In my opinion, it’s more important to improve product quality and after-sales service
than to reduce prices.  FRA A Sk = it () o 5 45 i IR 55 LU B A S HE 22

8. Would you please draft a proposal based on the minutes of this meeting and give it to

me tomorrow?  FRGIRIEHE &G0 F B —r T, PIRG K.

I}I;v'Livsten to the dialdgues and answér tﬁe follévﬁng questions.

[ Dialogue One |

(Mr. Zhang Hua, general manager, and Miss Li Fang, his secretary, are talking about the
schedule at Zhang Hua’s office.)

Li Fang: Good morning, Mr. Zhang.

Zhang Hua:  Good morning, Miss. Li. (He walks into his office.) What’s the schedule
today?

Li Fang: (She reads from the appointment book.)Ten o’clock, telephone Mrs. Chen

at the advertising agency.
Zhang Hua: I did that. Go on.
Li Fang: At eleven o’clock, you have a meeting with the department managers in

&

the conference room.
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Zhang Hua:
Li Fang:

Zhang Hua:
Li Fang:
Zhang Hua:
Li Fang:

Questions:

Make sure everybody is at that meeting.

Will do. At one o’clock you have a lunch appointment with Mr. Wang, the
client from Beijing Computer Company.

Where?

At Baiyun Hotel.

Hmm. Anything else?

At four o’clock, telephone Mr. George Smith who will be our important
exporter. ‘

1. When is the department managers meeting held?

2. Where is Zhang Hua meeting Mr. Wang for lunch?
3. Who is Mr. George Smith ?

[ Dialogue Two }

(Mr. Zhang Hua, general manager, Ms Li Fang, his secretary and his three department

managers, Mr. Zhao Wei, sales manager, Mr. Brown, export manager, and Miss Wang Ping,

marketing manager, are at a meeting in the conference room.)

Zhang Hua:
All:
Zhang Hua:

Brown:
Zhang Hua:
Brown:

Zhao Wei:

Zhang Hua:
Wang Ping:

,

Good morning, everybody. Shall we get started?

iYes.

There are two items on today’s agenda. First, we’ll talk over how to
increase sales in China Import and Export Fair. Then we’ll discuss the
budget for next year. Let’s focus on the first issue: how to increase sales in
the Fair. Have you got any idea?

May I take the floor? '

Yes, go ahead.

I think we should launch a new advertising and promotion campaign at
the very beginning of next month. If we want to enjoy a bigger market
share in the Fair, we should first let more people know about our products.
I quite agree with you, Mr. Brown. In addition, I think we ought to have a
bigger stall in the Fair. As you know, some of our competitors also have
stalls in the Fair.

Could we have your comment, Miss Wang?

Well, 1 agree up to a point, but I think the main point is that our products
are somewhat expensive, compared with other brands.



Zhang Hua:
Wang Ping:

Zhao Wei:

Zhang Hua:

All:
Zhang Hua:

Li Fang:
Zhang Hua:

Questions:

You mean we’ll have to reduce our prices?

Exactly. I think we need to cut our prices by 15%.When customers accept
our products, then we could raise our prices gradually. |

May I come in here? I’m afraid I can’t agree with Miss Wang there. If we
reduce our prices by 15%, we are bound to be in the red. In my opinion,
it’s more important to improve product quality and after-sales service than
to reduce prices.

Is there any other view on this? OK. Personally, I take your points. Mr.
Brown is in charge of doing further advertising and promotion. Miss
Wang is responsible for reducing our prices by 7% and trying to improve
our after-sales service. It’s a good idea to have a bigger stall in the Fair. So
Mr. Zhao is in charge of hiring a bigger stall and making contact with
clients. Are you all agreed?

Yes.

Miss Li, would you please draft a proposal based on the minutes of this
meeting and give it to me tomorrow?

Yes, Mr. Zhang.

Shall we move on to the next issue?

1. How many items are there on the agenda?
2. What'’s the first item?
3. What will Li Fang draft for Mr. Zhang Hua?

Q and Phrases

secretary ['sekratri] n. P

schedule ['[edju:l; 'sked3zjul] . HEE
advertising ['sedvataizin] a. ]
agency [‘eid3ensi] n. REAL, KB
appointment [8'pointmant] n. 2y, fRE
exporter [iks'po:ta] n. H O R

. conference ['konferens] n. =i
draft [dra:ft] v. R
proposal [pra'pauzal] n. U H#IX
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minute ['minit] n.

agenda [e'd3enda] n.

item [‘aitem, 'aitem] n.
budget ['bad3it] n.

issue ['isju:] n.

launch [lo:ntf, la:ntf] v.
promotion [pre'maufan] n.
campaign [keem'pein] n. i
competitor [kem'petita] n.
stall [sto:l] n.

client ['klaiant] n.

contact ['konteekt] n.,v.
make contact with

make sure

have a lunch appointment with
general manager

talk over

focus on

take the floor

be bound to

[
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1. Go on. =continue  ZkZE i}, B Ui o IX & 15 0 7 4k 4 ) ik 2z, 36 7] LAt What else?

GEAHEIS?
2. Will do. =I’ll do it.

AN, RREBEEHRN—MOERET K.

3. China Import and Export Fair (1[E#EH O MRS S): RESEH OAFLE
M SRR G 287000, Bl A ANE P SN SRR & . 2SI tAE ) N, XRR)TAS S,
TR MWFERAD—IR, BLSMZERN 4 A 15~30 H, KIS HI28 M0 ]

410 H 15~30 H.

4. 1 agree up to a point, but I think the main point is that our products are somewhat

expensive, compared with other brands.

AR LA, ERTHERE.

compared with other brands

-,



5. May I come in here? 3] LA4di )50 2

6. Would you please draft a proposal based on the minutes of this meeting and give it to

me tomorrow?

based on the minutes of this meeting A 2: 40 %1%, 1 proposal ] 5E ik .

[ Exercises ]

I .Act out the dialogues learnt in Lesson 1\in pairs.

|I. Listen to the dialogue and mark T or F before each statement.

TN AN N S

) 1. The meeting begins at 1:00 in the afternoon.

) 2. Before the meeting begins, the guests will be received in the meeting room.
) 3. The clients will be received in the dining room before the meeting begins.

) 4. There are some foreign guests to attend the meeting.

) 5. These foreigners could speak Chinese.

) 6. The name cards will be put on the wall for guests to sit by.

[0l Listen to the dialogue again and fill in the missing words.

Zhang Hua:

Li Fang:

Zhang Hua:

Li Fang:

Zhang Hua:

Li Fang:

Zhang Hua:

Li Fang:

Miss.Li the meeting is (1) form 10:00 this morning.
Have you made the necessary (2) ?

Yes, Mr. Zhang. We’ll use the (3) room for the
meeting.

That’s fine. The meeting is very important. Where will the (4)

be received before the meeting begins?

In the (5) room. It’s on the (6) floor.
We’ll have several (7) to attend the meeting.

I’ve arranged for an interpreter (1) to be present. But it is said they

could speak (8) J

Yes, I’ll try to speak (9) . How would you seat our
(10) , Miss Li?

We’ve prepared (11) to be put on the conference
(12) for guests to sit by. What (13)

would you like drink served, Mr. Zhang ?

®



