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Section A Business Topics

Topic 1 Business Vocabulary & Sentences

Business Vocabulary 353513

Company Department Designations /A 5] &f17& R
Accounting Department I 453

Administration Department fTE{H

Budget Department i 8.3

Communications Department 3 .7

Consumer Affairs Department i %% i 558

Contract Department 5[] &5

Distribution Department 234578/ M5k

Engineering Department T. 7%

Environmental Department 3545 %5

Finance Department i1 453

Franchise Services Department 4511255 IR 555
Government Relations Department B{Jff 5 &5
Human Resources Department A 77 %% I
Information Technology (IT) Department {= 5.3% AR
Legal And Compliance Department 354 F &30
Logistics And Supply Chain Department 1 5i F1 4L i 5% 5
Management Department %27}

Marketing Department & #57

Operations Department iz & 5

Packaging Engineering Department £1%% T2 E
Procurement Department 3% [

Public Relations Department /2356 F

Purchasing Department S§ 45

Quality Department Jii &5

Research And Development Department % 3§
Retail Department Z&#

Sales Department £58 %8



LRESEE

Transportation Department 3238/ 18 Biah
Wholesale Department . & &

Addressing a Supervisor E #l & R

CEO (Chief Executive Officer) B EHATE/ITELEE

CAO ( Chief Administrative Officer) B JETIE

CFO ( Chief Financial Officer) B & WM 458/ 4% &%

COO ( Chief Operation Officer) HF B EE

CTO ( Chief Technology Officer) B fEHAE

president T H vice-president B #EH K
director £/ & co-director B ¥R FE/BES F4F
assistant director BjH S8/ /K

Financial Terms 44 28375C

A.T.M. g0/ 8 shtE Rl currency Jiid , H
banknote £#PEE | 4K debt {555

borrow f&H¥ deposit 7E5K

budget i % donation B

cash dispenser H BhEEAHL exchange rate .3
cashier H 44 fee % F ;B4

cash B4 interest F) &,

check % 2% invest $ %%

coin fE i

Office Equipment 712> &R

armchair FFRA7; laser printer EOGFTERHL
cabinet 5 monitor I /NES

computer screen F, i 5t 55
computer H,fifj

copy ZEI

correctional tape & IF B
cubical Jp/AFEE]

desk B

desktop 31 ; £ 2 HL AN
drawer I iE:

fax 15 K

highlighter 7¢ 628

ink jet printer B SR +TEIHL
laptop -4 F. figi

office equipment Jp TR
office furniture Jp/>ZZH

operating system ¥/E R 45

overhead projector $ 52 1% ; B 2R AN

paper cutter FJ4EHL
paper shredder FE4EHL
paperclip [MTE 41
printer T EI#/L

scanner 3L

staple remover F4T A%
stapler 17341,
whiteout {&1F %%



Scetion A Business Topies

swivel chair 3413 windows FLE
telephone Hi % word processor L FEAM S
typewriter 3] F 41,

Common Computer Terms +E 1% BifiC

boot up F#l jack # &

browse | % headphones E-l,

cable modem Fo 45 8 47 4 8% ; B LR B HL volume ¥

cable H1.45 keyboard 48 4%

CD( compact disc) Y644 memory reader N TEEE R #¥
connect £E3%E monitor /82

copy & il mouse FRAR

cut JIHT ; 554 paste Kl

disconnect Wi pixel &

DVD player DVD #%jif 2% plug in ff {4 ;4 A
Ethernet D4 M SD card Z4¥hSF

hard drive F# 3 UK zh 2% speaker 3548 , 75 o

HD DVD(high definition DVD) & &M DVD MP3 player MP3 3%l 8%
surf | ( #hi ) switch off/on &/ FTH
home theater system % £ 5 Bie turn off/on 38/ FTFF
hook up %% unplug 3K 2

install Z2%E update 5T

Common Internet Terms [ %& & FialiC

blog 1% chat with clients F1%% FVHI R
browser W) % £% check email 27 {2
chat rooms I Kz cookie B &

build a webpage/website E 37—~ T/ W%k modem I il )5 8%

dot com 2% /3] MSN R f iR TR
download files T % 3C{4F post a comment F§ ML PR
E-mail 8 FHp4: post a video %& A 55
follow a link F§ P 5454 scan for viruses JEEEII 4
go on the Internet |- [ ; 3k A H B search engine {8 255 |%
go on line | [ ; 45 R fr 4k send E-mail % MR-
hyperlink #4542 shut down {541 ; &[4
install software 223544 start up J3 3f

instant messaging ( IM) RE5H{Z 5, surf the Internet | {7y
Internet connection 4% %% the Internet H BER

ISP(internet service provider) T BX AR SHtM Y URL( webpage address) ¢ T2 Hihil:
c F .
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laptop computer 42 B fi5j
link %3
meet people online FEZR8 W.( )

Industries and Career Fields 1T\ & #R
agricultural sciences My F}2%

architectural design EH %t

art and design A 51t

biology =4y ; LE W2

biomedical sciences 4 ¥ BE 2Rl 2%
broadcasting | #%

business administration Ty & F

chemical engineering {24 T. 7%
communication technology @ {5+ R

computer programming Fg, i 4 F2

computer sciences B HL R}

construction management ﬁﬁ%@ 5 ﬁﬁl%’lﬂ
construction trades BTV

sales £

social sciences fHZ&Rl4~

teaching (2%

Political Terms E;&173C
bipartisan P 3¢ 1) ; B 5L ST

bleeding heart ZiF A

campaign 1z 5]

caucus {FRPE T RIRZE A2

checks and balances | 2 5 -1
convention 2\ %

dark horse 2215, &[]

delegate {%.3, 251

demagogue ¥E3NE

fence mending 5 32 1]

filibuster BH &1 58 i

front burner "&5& H {4, 55—t Z| Zb 3
GOP(grand old party) JERISE (B R5E)
grass roots HEZN, RARM

ideology RS

incumbent HAF

web browser P25 ¥ 2%
webpage [ TH

consumer science JH 742 ; JH Te Bh
cosmetology SEZF 4L

culinary arts ZE/EZ AR
engineering technology T 4% A
engineering T % ; T.FE2%

human resources A 7%
journalism 5 [E] k.

law enforcement L/ SC ; P
law PR

marketing & 4H

medical professions Z=57 Bl
psychology /[>BH~%

public safety /3 H:42 4>

religious studies and philosophy S
transportation 32 3#

lobby ¥t 14

machine politics FLEFBUE
McCarthyism 248 £ X
muckraker 71 [H#5 &
photo-op F{1F#

platform B4

political party B{4% ; 35 IR
poll R E

pork barrel % 51 4+ B fr) i Jy 1R 22 B
primary F]Z% 1

pundit ¥ 5

reactionary JZ B

red tape W IETT

security 224

silent majority JLER ) ZHL
slate HUA s L A% B

M2



lame duck HPREITE B
left-wing Z= 5
swing vote e 2

Food and Beverages € {%i7iC
fresh T EEHY

off ARIRFH

expired 33 # 1

raw 42 ), A2 A

ripe Z\HY

rotten )"% Jf‘élﬁ‘]

tough i )

undercooked AR A
unripe AR

hot Z211y , #(1)

mild k)

salty Gt

savory &

sickly 2> AYERX

sour fg K]

spicy B

stodgy {H fHY

sweet G

tasteless % [ ; 1 R IH FY

Travel jR4TiRC
accommodations {£ 15
airplane &4,

airport #1317

arrival #£iK
automobile {54
baggage 172=

bicycle 5174
boarding pass ZHA#
book a hotel FTTT 5
car rental {4 H %
carry-on luggage B #1712
cart/wagon fiigfT 4~
crash 84

Scetion A Business Topies

smoke-filled room %5 BUE Z- 1
spin [ i€ ; B A ARHI 7 A [

barbecue 5 [ ; Be)&

buffet H Bi%&

four-course meal JYiE3ER
picnic 1323

snack ZF £ P& ; /hiz

TV dinner Y IRHVE , BRE &
bite W

chew NH g

swallow 1A

heat fi#k

poach 7K

roast J&

steam %

stew fifi

bitter 75 (¥

bland ¥% 1Y

creamy 75 W5 I ; 47 id €L 119
crisp ¥

crunchy [k

journey FRAT ; iR
map i

north bt 75

port ¥

ride 7 ; 3
road/way/path &
ship fify

south F§

traffic 3238

train ‘K %=
transportation 15y
traveler JgfT
trip JiRAT ; hic ke
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drive 7% JF walk 2047
east Ky west iy

have an accident 1 414

Business Sentences {55 4)F

i

Sharing Good News and Bad News #figi E5IfEE

I'm afraid there is some bad news. . . RAA LEIRTE S -

I hate to tell you this, but. .. LN EEHVFR (B

There’s nothing left. %A 4P AR EN T o

I'm so sorry. I& B AIIRHLHK .

There’s nothing that can be done. ¥ T/&IPET

It doesn’t look so good. FHEFKA KIS,

There are some developments that T need to talk to you about. F¥ZFNRIR R T & BH ) — Lk
I wish T could tell you differently. &7 22 Tk BE45 VRV A R O 45 5 & BHL.

What has happened has already happened. ZH . £ i,

We will have to find a way to move on. F&A | B IS AH TPk,

I am sorry to inform you that. . . FRAR K HbIE FO Lo

This will not happen again. F A RF/ ANEHFEEXFHENET ,

We are sorry for any inconvenience this has caused you. {145 534 B iU NMETR BT .
I am truly sorry to inform you about. . . F& 1433 45 F0 4R - -

Due to circumstances beyond our control. . . j F—8FR {1 o= HI A IEOL -~

There has been a problem with. . . t{ B T — R} .-+

We deeply regret. . . TAI TR EE- -+
It is our pleasure to announce. .. TR F 4 EAF -+

Let us be the first to congratulate you. 11 AT & JoIa) R ALK o

We are happy to announce. . . &4 JAR =5 X4 b i -- -

It's with great joy that we. .. TR, AT -+

Congratulations ! 7§ !

Let’s all give(person)a hand! iEFRNIKRFE H(FA) siE !

I've got some great news for you. 7 Suif1H B B HIFE.

Guess what! You won't believe the good news! JEiFE! BALSHEXFHEE !
You'll never guess! YRZEXI5EAE]!

Listen, I've got some great news about. . . W& , T H —ELTF----- Sy ES= =

Expressing and Responding to Demands RiAE KGN Z
Please send us. .. i & &[]
Could you tell me where. .. ? BEEEHUFFH------ TEWRE?

6 -



Scetion A Business Topies

Would it be possible to have a(n)...? HH REH —I -+ g9

I was wondering if it would be possible to. . . FAEHE EEH R HE -

I would appreciate it if you could have. . . G RARAT L -+ SRR AR,
Would you mind. .. ? #NHEH---- g9

Can you tell me where I can...? #EEES& VT, 7EWF H gEfL------ ?

Do you know where 1 can get. .. ? #RAE G EFREEWBEILD]------ ?

Can you help me with. .. ? EEEFHHK----- ?

T would love to help you with that, but. .. RBEEFHIE B

I can do that for you. &R LLFH &4
Don’t worry, we can take care of it. JJFH.0> , AT AN fT

Can you please. .. ? #EB[ L+ g9
If you don’t mind waiting a moment, I can. .. {IRERNTFHE—2IL, TR Lo

Would this be alright? XFEFTIE?

I don’t know the answer to your question, but let me help you find someone who does. &A1
BRI BYE S, (HIREER TR — R A A

I can help you find someone who will take care of it for you. 3 1] LAFE AR 0T LIBRED R

Can you tell me more about what you had in mind? #REE45IFIRE L MBI

What you're asking for is impossible. %5 E R JEAS B BESL LAY o

It might be difficult to meet your requirements. Ji# f& R )55 2K X 6 e 15 Lk PRI M

It would be better if we. .. ? GISRFEAT----- AP TR,

Expressing and Responding to Opinions & &®R S 5N E&
I agree with you. TR EARHIB

You're right about that. £ XF 1,

I think you've got it all wrong. FRAHRMIERAEES T o

I think. .. FRA8..-.-

I'm convinced that. . . TAH{F -+

Wouldn’t it be better if. .. ? L. ANEE e
In my opinion. . . fKFRF -

Generally speaking, I think. .. S, g -
Personally, T think...F~AAR -

The way I look at it... FRAGF -+

I'd just like to say. .. 3¢ HAH{G -

What’s your take on it? Xt #R/E 4487

I think you've got something there. TAEVR—EH T 4 HAEE:,
You've got to be kidding? HRTEITHCZEME?

Are you serious? &2 EE?

That’s a great idea. 3% 2 MFEE,



XH

Agreement and Disagreement % pY 5 &z Xt

I agree with you 100 percent. That’s so true. RE/Z B R =, EK,

I couldn’t agree with you more. F5Z 2R &,

Tell me about it! FRILVLULEE A B!

No doubt about it. You’re absolutely right. & B &F , SR 52 2 1E# .
Absolutely. You have a point there. 524> 1E#8 , B A B,

That’s for sure. That’s exactly how I feel. lfE B EM ., RBRIBRETZLE—FE,
Exactly, I was just going to say that. IE#F, FIFR AR LK 52— FE,

I'm afraid T agree with James. ¢35 James 132 I —3,

I have to side with Daniel on this one. ¥EiX & _F , #3345 7F Daniel —/1

No way. I totally disagree. AT, HELAFE,

I'm not so sure about that. That’s not always the case. T A EABA B E , FHiBEIFAEEIEANL,
I'm afraid T disagree. That’s not always true. FAE & . AFFFA ESEIEFA

Expressing Satisfaction and Dissatisfaction j# & 5 i
I am very happy with. . . FRAR 5%+

I really appreciate. . . 3% ELAR -« -+

It’s great that. . . LRI T!

I wish they would have. . . A EMfTL----

It would have been better if. . . AR} LB 426 gntg... ..

Too bad they didn’t. . . i ] - HREKMEET

It was perfect that they. . . fifj] -+ HEKET.,

They should have. . . b i IR IZE LR+

It was not what T expected. X3 I HEERY

I was hoping for more. . . FAHAFFHE L1«

If they would have. . . , then... B2l THEME - - HReeeees

It was just right. {534k,

What a great job! 155

I wish I could have. .. KA EFKFERE -

This . .. was just perfect. «=--- AEHAE/

I fit were up to me, I would have. .. fIRFFRIE , S
They might want to consider changing. . . fillfi o] REEH JEAR L .-+
In the future, they ought to. .. RAFfhf]Lx- -+

It was better than I imagined. L FAB R {H 54T

It was out of this world! KAR]ELT !

I think I like. . . FRAEFR = H%------

I can deal with. . . FEEEALTE- - -

I couldn’t handle. . . FXRGERI A=+
...1s just great] «-e-- HEKET!

.8



Scetion A Business Topies

Making, Accepting and Declining Invitations % 43815 5 #0436 461815

Would you like to. .. ? fEGEEE - ?

A bunch of us are going to. .. Would you like to come along? FAf]— e AFE FL--- - A=
—E F 7

We'd love to have you join us. Ff IR A B EEEM AT,

Are you free? #A 25NE?

Please join us. FIF{T—#ME

Do you have plans? #R{ITA R ?

Would you like to attend. .. ? ZAHAFHZN--- ?

Can you come? HRBEFNT?

Is your schedule free on Tuesday? We are going to...? J& —ARA 4 ZH g7 HA1TE

Can you pencil me in for Monday afternoon? #REEHS TR &8I F— F 417

It would be great if you can make it to. . . {IRERREMS S 2] - BRBLKEF T o

I’d love to come. What time does it start? FRIREEREHK . JLEABIFER?

Where should T meet you? 7= HF B Fnsmlsk 2

Sure, I'd be happy to. .. 245K , FRIE 2.+ -+~

Can I bring. .. ? FREEMEHT -~ ?

Let me check my schedule and then let you know. FA#%%)—TFif[E]FE, ARG &HUFES,

I'd love to come, but. .. IR K&k ,(HE------

It’s too bad, T have something that day. XA T, IFKIXIEFHF .

I hope you have fun. I & BARN TS IET Lo

I can’t make it because--+f Fe-++-+ JUANBEHE o

If T can get out of this meeting, T can make it. fAHRIRFEHERLX I, Fo—F 2o

I have a prior engagement. BEELZ2EHA T ,

Unfortunately, I can’t come. I have something that night. ELATS , FAREE, FRIZKM b
ZER=N

I have a meeting for that day. BERFEH =,

Can we reschedule? FRATREM— T B [A) Z2HENG 2

Can I take a rain check? PREEPFIHILNG?

Maybe if I had more notice. . . YN FR FL &5 08 I35+

Giving Suggestions and Recommendations i} 5

We could. . . FATaTLL----

Let’s go. .. iEFAT—8 L e-oe-

What about (v. +ing)...? (MIEZHE)EARE?

How about (v. +ing)...? (ffFZ) ifar?

I suggest we. . . FEIRS -+

I think it would be a good idea if we. .. FABAIEFR(T------ FoE ARFWEE,



LRESEE

Shouldn’t we. .. ? BATEENIZ -+ 92
Don’t you think we should. .. ? AR RERATINIZ - ?
I think we ought to. .. AR TN IZ -+
It would be better if. . . f{ 5.« .- IRLE T
I don’t think you should. . . FHEFFVRA R 1Z -+
You ought to. . . YRIFZ-+-++-
You ought not to. . . JRANR %=+
.were you, I'd... fIRFEEK KL
. were in your position, I'd. .. RBAELRKN E I, K.
. were in your shoes, I'd. .. IR HA/ERIR , K L-ooor
You had better. . . ZREIf-- -
You shouldn’t. . . #RAIIZK -+
Whatever you do, don’t...? JCiSRE4 ARG ?

Complaining and Criticizing 122 5§%&

I'm sorry to have to say this but. . . AR AE ARG, (H R

I'm sorry to bother you, but. .. NFEERRMER ,(HE -

Maybe you forgot to. . . HIFRIZ T =+ee+

I think you might have forgotten to. . . FAB/RIIBELZIC T -+

Excuse me if I'm out of line, but. .. {RFEA T BIEEHER,HE -
There may have been a misunderstanding about. . . J&F+++-+- Tl BEA — R .

Don’t get me wrong, but I think we should. .. A RSFH W EE,HEREERIIMN

I wouldn’t do that. T would. .. FEASHSREML, Fosseee oo+
But if we. .. Jy—3f7----

I'm afraid | have to disagree with you. U1 F A RE R BER
Don’t get me wrong, ... HiRAEKHKEE -
Even so, if... Eﬂﬁmﬁﬁé,{ﬂﬁu% ......
Don’t forget that. . . HI|m T -«

Very true, but. .. R HiE -

Making and Accepting Apologies iE# 5 W%

I'm sorry to hear that. . . FARFARKIT ] - -

I am truly sorry that. . . 3 B fE3K--- -

I wish things had happened differently. & E. 75 B2 1E LA JEIXFER o
It’s my fault. I'm so sorry. 23R A4S, FIEFK,

I regret deeply. . . A& -+~

I am very sorry to inform you. . . AR FOHKHE FNHL - -+

It was my mistake. AR F KT 5%,

.10 -



Scetion A Business Topies

Whoops, my bad. IZIF, 3R T !

Please excuse me. 15 R iEF -

I'm so sorry. FRIBHIHK

What can T do to make it up to you? FKiZ UM &M=L ?
Is there anything I can do? T4 LIFH?

It's OK, don’t worry about it. {F-FJ, N0 I AHL o
Forget it. Bt R R,

It’s no big deal. & fFA KA T H o

No biggie. IRAAH A4 0

You're okay. /N FHEEL o

Don’t stress. F A 4 EST -

It doesn’t matter. Y& & 2R .

Please be careful next time. 3 N IKIF & o

I guess I can forgive you this time. X IR KSR IHMRAY o
You're forgiven. fRE. 215 FIRM T -

Giving and Receiving Thanks Bt it 5 5 &
Thank you so much! KJBRIFHET !

I really appreciate. . . TR B -+

You've really helped me a lot. fRELFFF T I KT,

You’ve made a difference in my life by. .. f] %+ AFFRAIAIE AR T BT b AR A
I can’t thank you enough for. . . FAFITE 1% E R GR-- o0 A4

I’'m so grateful for your. . . X} F-HEHg -+ FeIRF R

Thanks a million! FE& /a1

You are a lifesaver! #E AR !

You are my hero! #RECEFR M RIHE!

You're the man! {REJ& KT !

I am so thankful because. .. -+ IERBBA
I greatly appreciate. . . F¢ARH B -+

I couldn’t have done it without you. Y& %%, B 2 MHMA I o
T owe you one! FARLE—TAIE!

You're welcome. ANZS,

It's been my pleasure. X JEFHIFHKE,

I am happy to help. FIE REHIT,

It's my pleasure. FARZFE,

No problem, anytime! ¥ [0}, FENYFEES .

Don’t worry about it! ¥&ZEH]!

It was nothing. ¥4 1o
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