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AEREZMBIABTEUNTHA:
Part 1 Practical Listening and Speaking( 5 f i)
B A 6935 T PR RR AW TS S —RI %, § AN B F A TIK
“OF s AN—— GRIEARAF /) AL ok T A MR, BE RS G%,LF
AR EFYT AL R B, F T 5 E R LG B 5335 L A S Ak 4 B R AR K 49
AR BH T A I EF, AT HERR FA 84T T E G, B R %A EFa 4t
ARG,
1) Word study _
> I A D G AR WG IL e ) F A A, T AR T A DR A, B 2R
B EEFILHTE,
> OE S AR, T A Bk R T Sk RARIVIDAE,
> EML R PP RNLR A L5 B S0, 4 B U E B AT, T )
Ao EHE O ERE RS, RAEFIETAABEA LS FTHATRA,
> AFE 5 A1 FF . K3 R EHAM AR LEINIC T 5] ok, A BARE R S5, A4
ST FRAEAR £ 300, ik T F A E A\ AR L A B 500,
2) Functional listening
SN B MARGE AT HAGI B R EL R AR ZA ERM, F
ARG, AR — B AP T AR RAT S
> 2 FEY) 4 X 6T A AL T AR AE 2 B A A
> EM KRS TA%T S BRREAEMRT RAENRBEITHE  EL5EHKER
S EIEHMG A LEERBFRESF AN RE,
> KR KR AT A R O iE A, BIFAF AL AR FELF
A& Z A AR T ABAT 409 3R
>G5 G A . Xy BE L S ERARE LR R AT R, R AR
M T BARAHA,
3) Language check
I G TAINGESLET AR AGNTE, A aiEir A,
& DE G R R A TER AT IR G R F AR SR F R, ATk A R
AR AR A , B ded B R AR RA
> ML X R 5345 4 % =2k 47 /7 (Functional listening) #9244, A 5416
FH ., B, T AE S T EM A
> e 56 5 B RER, BINF S0 FEM AR T I LG T X
4) Controlled practice
> B A G 2 AT A MR R B G U E MR TT AR Bk i e 5 =3 T )




(Functional listening) A £ 3| ,4& X & 52 A 649 % /1 44,
S ED G FAETARBR TR ARG, R —F R A R OEREA
RE AT o

> EM TR B (AR AER S,

> R Z 3Ry M T A E M 2B, A A TIRASRE AR

A ES G GAEI B RXEBR AR EBMEAR S, M BB 53535 HOb EF #f

1%,

5) Business culture

ST OGS XORILT AR M A B2 M, M B E A F A A dK T,

> ED L EITZAT, T VAR i W A A6 T X R TT 2B 4

> K P WA T S AR A BT A oA 3 RIPE T S 3EERI AR

> KR ARG A E VAR FRA BRI Fe LA E F A £, A 2i5% T .

rAFE5EF: ART R AT A TS AR, XHRSABTZRAFG—KTE,

Part 2 Business Speaking( 4% 0 i&)

AR5 B 2 T S5 R TT O3B % AR I 69D 45 TS5, iR B A0k a4l
HoRBAF ARG AL AR, hIHXAE FM A ELR DATRF, FRL
T GHERERE, F BEANR AT HE, AR R AR HFAM, b FERRT
REMAER ST, REZXB B HABRER,

1) Pair work

< 2EY Y RIBRBARGEEX, - FHE LA,

> EAM. M ESER, R BRI,

> R %R PR GG X Ay A2 B Fe ¥ T A 6 DI 45, B A SRR,

PHESCF: RERLE AR EA,

2) Role play

S 2ENG: RBRACRBEHR, THARSEAMASRL, REGHAZAB R L

#, A5,
> FEHMTEARR A (BB A LRSI T F AR S I A BRALET
AFE R SHiR, LAHRZEG E MK,

> KR AR IR XA F TN %A B B R, S Fe R R,

> E L AR XAy AR B LR, FAEFRmR.

Part 3 Listening Practice( Wt 17 3% BE il %)

AT T =W T AR AT AR %, AN ET ARG RS, ik
MHXEBALAEFER . LINBKIXFE EH. RMURTFARBRRSGHAKF, FELA
2P A K K AR T 5 ¥ 35 # X (4o . BEC.BULATS.TOEIC %) #3F & E &,

Part 4 Fun Listening(2f—%1)

KA A BT ES, TZRRKE BYZFHAB AL EiE BRF
Mo, AFARERRNGTHAR. R S5 T 6BERME,
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A B EHuA:

Part 1 Practical Listening and Speaking( 5Z B W)

Word study

BE10 54, BIFTAEN—FRAZLFAEPARI AR, BFADELR
BAFHy 35, T ik A AT A T RIDILE S, RGBT RZ, W 7T A AN A9 4,
Bt 2 iE4 ],

Functional listening

# 5 10~15 9o4F. #IF T AMRSE LiRe M 2SR A ZH Y AE. SRIFHTILLE
AR R AR Y, WX 35T A AR f e iR 69 AL

Language check

25 & 10 54F . T T ARIEF A G RF R ERRZIHRT AR, FFEELREK
WF 6415 W) VT VA G5 KL B SR B 1A) 5 R, ) B AR B 1A) ST A K, R B R R ARG 5 A ITAE SF
A R B R X i Rk

Controlled practice

25 5 10 4F, T T IAARIBHIR BT ] o 5 KT R BRI,

Business culture

#9510 54, FIFTAR EF AT R0 NE.

Part 2 Business Speaking( 4 1i&)

Pair work

% 5 15 54, XIS AT HERA N F — Ay TS kAt Tt ed, B
REBEPALEATSEAFRETFHHA,

Role play 4

2 5 15~20 54k, RS NEBIFTAEE A L& R, AREDTUERIRY
A R R T SR BB A KT w i, BT R EEREE Y AR EIEARE

o

B

Part 3 Listening Practice(BF 1 il %k) :

25 30 24P RFRE ST, BIFTARATANGERELZR., ETAHREF
ARE TRAHES A %S,

Part 4 Fun Listening(tA—%))

554, XHRYSANEHIFTTALEFZARERT,

AT FRBITER ABAREE TRAFRAHITAH . FETAHIF A H & F3
MR R AR F R B 5 FF e Key to exercises, £ 56-%- 2 4 KA1
ST RET R BE, ANYEARRLFA B TR—AT o5 FA LA FREEY
HFLEH,

ABARE — 0 h ETHELIFETERLIFEMRE . FMPTAALIF%EE
BAF -y EFMET A RFEAL Z Ry ARF B FEFLIFAT. X#&
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We are extremely grateful to the authors and publishing houses for all the materials

chosen as content in this textbook. We hope that the request for permission to use the
related resources for teaching purposes will receive kind and generous consideration.

Every effort has been made to contact copyright holders before publication.
However, in some cases this has been impossible. If contacted, the publisher will ensure

that full credit is given at the earliest opportunity.
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Unit Goals
<> Getting past the secretary on the phone
<> Answering clients’ questions on the phone
<> Understanding telephone manners

<> Identifying some important abbreviations

<> Answering clients” questions on the phone

<> Taking telephone messages

Practical Listening & Speaking

() Word study

Work with your partner to fill in the blanks using the words on the left. Listen and check your answers,
and then follow the recording. ‘

(6ffice stationery \

market leader
Personal Assistant
contact

latest model

retail price
discount

from stock

\out of stock /

(1) Your is too high. How about $ 500 per
machine?

(2) If we buy 40 machines, how large is your ?

(3) We can’t supply at the moment.

(4) Do you have a 7-day ? 1 mean, if the
goods are poor in quality, can we return them to you within 7
days?

(5) The is very important. We need to have your
people look at our machines in time if they are broken-down.

(6) The goods are at the moment.

(7) I'm afraid your is too short. Can you
make it 3 years? '

(8) Please feel free to me anytime.

(9) Could you the goods to us as soon as possible? We
can’t wait.



P ™
deliver (10) We are short of . Can we buy some now?
warranty period (11) 1 work as the to Mr. Jackson, our

General Manager.

on-site maintenance (12) We are a in the office furniture business.
money-back (13) This is our . It’s very popular with our
guarantee customers.

N

(3 Functional listening

Task One (Getting past the secretary on the phone): Listen to the recording and fill in the blanks.

Joy:

Don:

Joy:

Don:

Joy:

Don:

Joy:

Don:

Joy:

Don:

Joy:

Don:.

Joy:

Don:

Joy:

DOH:

Joy:

Good morning. THT Corporation.
Good morning. This is Don Barry calling from PLP Office
Stationery. (1) Purchasing

Manager, please?
Could I ask what it’s about?

(2) the Purchasing

Manager about the possibility of providing our office
stationery for you. We are a market leader in this field.
Yes, I see. He is not available just now.

Could you (3) ?

He’s very busy for the next few days.

Would you mind asking him to call me back?

Sorry. I don’t think I could do that. He’s very busy right now.
Do you think I could speak to someone else?

4 . I can deal

with his calls.

Is it all right if I call him tomorrow?
I’'m sorry he won’t be free tomorrow. May I

suggest that you (5)

and then we’ll contact you?
Yes, that’s very kind of you. I have your address.
Right, Mr. Barry. We look forward to hearing from you.
Thank you. Goodbye.
Bye.

Unit ¥ Could I send vou our catedogue



Task Two (Answering clients’ questions on the phone): Listen to the telephone conversation and complete
the following notes using one or two words from the recording.

(1) The retail price of Model 679 is
(2) The man’s company can supply the goods

(3) The man’s company can deliver the goods to the
woman’s company within

(4) The warranty period of this model is
The man’s company can also provide

maintenance service.

(® Language check

Work with your partner to complete the following conversations, and then listen and check your answers.

Task One: Getting past the secretary on the phone

Introducing yourself and asking to speak to somebody

M: This is John Johnson calling from PRK. Could I speak to the Finance Manager,
please? '

F: Could I ask (1) it’s about?

Stating the purpose

M: I'd like to speak to the Finance Manager about the possibility of (2) our |
office furniture for you. We are a market leader in this field. :

F: OK, I see. He is not available just now.

Asking when you can get hold of him

M: (3 tell me when I can reach him?

F:. He’s very busy for the next few days.
Asking him to call you back

M. (4) asking him to call me back?
F: Sorry. I don’t think I could do that. He’s very busy.
Asking to speak to someone else

M: Do (5) I could speak to someone else?

F. D'm afraid not. I can deal with his calls.
Asking to call in the near future

CBE | 3



M: Is (6) if I call him tomorrow?
F: I’m afraid you can’t. He’s really busy these days.

Asking to send your catalogue

M: Could I send you our catalogue?
E. OK.

Task Two: Answering clients’ questions on the phone

Answering questions about prices and discounts

M: How (1) does it cost?
F: Our retail price is RMB 1,300.
M: If we buy 30, what’s your (2) 2

F: We can allow you a 25% discount.

Answering questions about the stock and delivery

M: Can you (3) it stock?

F: I'm sorry. It’s out of stock now.
M: Then when can you make (4) ?
F. It will take one month to produce the product. We can deliver the goods to you in 45

days.

Answering questions about the warranty period and other guarantee

M: What’s your (5) ?

F: Our warranty period is 6 months.

M: Do you have a 7-day (6) guarantee?
F: Sorry. I’'m afraid we don’t have that guarantee.

Answering questions about maintenance service

M: Do you provide (7) maintenance service?

F: Yes, we provide on-site maintenance service free of charge within the (8)

. Our engineers can arrive at your company within 24 hours after your call.

(® Controlled practice

You are a buyer. Your partner is a seller. Work with him or her to make a dialogue based on the
following flow chart. Listen to the recording of a model answer, and then follow it.

4 N Unit V' Cowld I send you our cataloge



You , * YOUR PARTNER

Ask for the retail price. Offer $542.

Say the di td
Ask for a discount. 9y theidisconunt Hepengs

on the size of order.

Ask for the largest

ffer 25% .

discount on 10,000 units. Gl 40T
Ask about the delivery date. Say 60 days.

Ask about the warranty period. Say 6 months.

(3 Business culture

Work with your partner to answer the following questions. Then listen to Justin Comfort and Anne
Heaton talk about their telephoning experiences in China, and fill in the blanks.

(1) What would you do if your mobile phone rang in your meeting with
a client?

(2) When you are having an impdrtant meeting, do you think it is
necessary to switch off your mobile phone or put it to vibration (FZ3))?
(3) Have you ever received a wrong call? How did you handle it? If you

dial a wrong number, what will you say to the called party?

Telephoning Manners
Justin Comfort: “1 was having a one-to-one with Mr. Chong Ping, one of my Chinese
clients. When we were having a discussion, Mr. Chong’s mobile phone rang. He stood up and had a talk
(2) » leaving me alone. After his phone call, he didn’t say anything, and
we (3) our discussion. However, after a short while, Mr. Chong’s cell phone rang again. This
time, I said (4) , “Could we finish our business first?” Mr. Chong could not but (5) !
his head, saying yes. Just before the end of the talk, Mr. Chong’s (6) came in, telling him that

there was an important phone call for him. 1 was (7) 2

Anne Heaton: “One day, when I was answering a phone call, I heard a loud voice on the other end
(8 » “Wei? Wei?’ Since the people who (9) call me usually say, ‘Hello?’ I knew
that this caller had dialed a wrong number. I was hesitant (J£# 1)) in (10) to the voice,
an the caller to speak louder and stronger. ‘Dui bu qi, ni da cuo le. (I'm afraid you have
dialed the wrong number.)’ I finally said, hoping he would (12) . Soon, he was

asking me who I was, my phone number, job and (13) salary. I couldn’t believe he was asking
so many (14) questions. Even worse, I kept on answering each question. I must have (15)
that if I answered just one more question, he would stop asking. But with each question answered, he

(16 asking questions. ‘Da cuo le! (Wrong number)’ Finally I shouted back and hung up.”

cBE 1 5




