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Receiving Visitors

BLiF, REM
VA=Yt

E5 €5 AR 3 3: 1)
&, MERRR
H O#BAY.

RERESEN
B8] ?
R—ERFEB M
XML ZHE
4E?

(AR YI#H)—

Good morning. What can | do for you?
) Good morning. What can I do for you?( 5.
LI - IR 2EE? )
@ Could you tell me where the finance depart-
ment is?(if (AU S5EELE? )
Can I help you?
May I help you?
Is there anything I can do for you?
I’'m looking for a Mr. Zhang, who is in
charge of the Export| ckspo:i] Depart-
ment[dipa:tmant].
© I'm looking for a Mr. Zhang, who is in charge
of the Export Department.(¥ % — 1 ¥:5k
#oseA:, il 0 5Tt CERHY )
@ It’s a pity he was suddenly called away. (%}
ke, fEREREEET <)
Would you like to schedule| sked3zul] an-
other appointment/s pointmant|?
You must be Mr. Smith from Canada
[keenadal./ \must A AT “HR]”,
) You must be Mr. Smith from Canada. ({f
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LiE?

F—My HIAEXE

—RE R H N K T R e )

@ Sorry, 'mnot. (XA &, HAE-)

© Sorry, my mistake. (X AkD, FHIAEE A
Te)

Excuse me, but are you Jane from France

[fra:ns]?\ “i 187 & A % H “please ask”,

LFEER, BFEFEAH “excuse me”,

© Excuse me, but are you Jane from France?
(IE AR WL E SR gEIg? )

@ Yes. You're ... (0. iGFE{RE - )

Excuse me, is this ABC Company

[kampani]?

© Excuse me, is this ABC Company?( i# [f]iX
& ABC A m]ig? )

® Yes. What can I do for you?(/£2f1 - /R
+25HmG? )

Could you please tell me how to get to

the Export['ckspo:t] Department

[di'pa:tmant]?

© Could you please tell me how to get to the
export department? (i 7] F] H [ /E 2.
E? )

@ It’s on the fifth floor. You can take the lift over
there. (i [IHBAE Tk - fRWTLATEAR L $4
HLER %)

Could you please tell me the way to the
finance department?
Can you direct me to the finance department?
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RATIAFEAR 1A +E

Could you tell me where the finance depart-
ment is, please?
I’m trying to find the finance department.
I’m looking for the finance department.

I've come at your invitation[.invi'tei[ n] for

an interview[ intavju:].

© Good morning. Can I help you?( 5 F4F -
a2 HE? )

® Good morning. I’ve come at your invitation
for an interview. (F FIF o FRN BHIR
ko)

© Would you please go up to Room 4 on the
third floor? (iF &% =N S5 -)

It’s the first room on the right on the fifth

floor. iz &KX EXEL LEREALKEN

R Ak X

] EE ground floor  fourth floor
EFEEE  Afirst floor fifth floor
It’s the second room on the left on the eighth
floor. (7E/\FE/EiIf3E (RIS -)
It’s at the end of the corridor. ( 7EEJEFHY R
%)
Where’s the lift? "\ “lift” % B F3%& X & &,
£ XEE—HA “elevator”, “escalator” &
“BANEM”,
Where’s the escalator?( H s TEWE? )

You can take the lift over there.



FoWa AAERE

z2h =l o © You can take the lift over there. ({8 LL7E
AL AR 2 )
@ Thank you. (§fi§f.)
You can take the escalator over there.
XEEKEZR., Here’s my business card.
© Here’s my business card. (X2 14 B %)
@ Thank you. (i§fif.)
HENHIZEL  I'd like to see Mr. Black, Marketing
B, mFFEE, [makitin] Manager| mznidza]./\ “would
like to” & “want” £ KX . £,
© Excuse me, I'd like to see Mr. Black, Market-
ing Manager. (XA, FAH UL A543
M, AR )
@ Have you got an appointment with him?( {/j;
MMt LY T 152 )
R#f i 24 T Have you gotan appointments pointmant]
fg9 with him?/\ appointment, engagement, date
A “Ni. AR BHED, 2RERR,
appointment4§ ¥ 1+ /#9294, L5 5§
A BEFALHATEX G THEAL0E,
engagement — A% X A appointment jE X,, T |
T “5—RANHEL, date 31 F 4. HA
ZE 84,
© Have you got an appointment with him?( {ii
Mt FRLY T g2 )
@ No, I haven’t, but I have some very important
business to talk about. (¥ . HEH —
SR AT H L )

S3INVANOD HOA HSITON TYHO 40 YOOSANYHY
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RERZ.
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ZBIEFI. &

| have some very important[im'po:tant]

business| biznis] to talk about.

| have (got) an appointment[a'pointmant]

with Mr. Davies at half past ten this morn-

ing.

Please take a seat.

© Please take a seat. (iH44 )

@® Thank you. (i)

Would you please wait for a moment

['maumeant]? Pl phone him.

©1d like to see Mr. Baker. (F¢A8 UL D1 v ¢
)

@ Would you please wait for a moment? I'll
phone him. ({EFH%, WAL AITIH
i)

Would you please wait for a moment? Ill

see if he’s free at the moment.

Would you like to have a cup of tea?

/1 “Would you like to ..2” L4 % A T & ik

wRABEF, Fio:

@ Would you like to have a cigarette? (15 - )

© Would you like to have a cup of tea?( il
o <)

@ Yes. Thank you. (IFHY. FRWUIRT o)
Please have a cup of tea.

Would you like a cup of tea?
Would you like a cup of coffee?(iFTEMIME -)

The manager is busy/| bizi] at the moment.
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11:20 A4S

ZIBEREDRE
E1R,

F—#My HAERE

Would you please wait in the reception

[ri'sep/n] room?

©1 have an appointment with your manager.
(RERINEEENYE )

@ Sorry, the manager is busy at the moment.
Would you like to wait in the reception room?
(ZHIEEN . (FERGFES 2. [F
g )

May | have your name, please?,\iX 4] %

£ “What’s your name?” & X,,

© May I have your name, please? ({F Ak £t
w2 )

@ My name’s ... (FAy------ )

May I know your name, please?
What’s your name, please?

A Mr. Li would like to see you.

© Mr. Smith, a Mr. Li would like to see you.
(REHEE, B MEEREERR.)

@ Show him in, please. (iF ¥t o)

Mr. Hans is here for his 11:20 appoint-

ment[s'pointmant].

© Mr. Hans is here for his 11:20 appointment.
(DU SE A Kbt 11:20 292> - )

@ Will you ask him to wait for about ten min-
utes? (TFALfHEE KLY 10 7354, 47052 )

My manager is expecting|[ik'spektin] you

in his office.

© Are you Mr. Li from China?( {23k H
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TEREE K.

A, HIEE

.

fthE%E.

oA NIRRT
BLILAR.

ERy 2 EE? )
® Yes. (BH-)
© My manager is expecting you in his office.
Follow me, please. (&M IE{ESpAZE BF
i HREHCE -)
@ Thank you (i§fi§f-)
Follow| folsu] me, please.
Come with me, please.
This way, please.
Sorry, she’s at a meeting['mi:tin].
Sorry, she’s with a client. (XA, ffiiE
EZRES )
He has company[kampani] at the mo-
ment. \ company & “RE” HF L,
He has a visitor at the moment.
He can meet you in half an hour.

He can see you half an hour later.

Company Presentation

BMN2RAKILF
1985 4,

G —

Our company| kampani] was founded
[faundid] in 1985.,\ company, corporationFe
firm #KA “\8)” Z &, company ¥ Al F3#
X 3&#&, corporation ¥ Bl T £ X3¥&+&, firm




F—Ha AAERE

0| 7 PLE o &AL,
© When was your company founded?( £ /)
Al AR SIR? )
® Our company was founded in 1985. (#{/]
N EIRRAL T 1985 4. )
Our company was established in 1985.
Our company was set up in 1985.
NEIMEIIEAR Who was the founder|[faunda] of the
HE? company?

S3INVAINOD HO4 HSTONI TYHO 30 MOOSANYH ¥

© Who was the founder of the company?( /2
AN A 2IE? )
@ Mr. John Smith. (£#f) - B4 )
RIAR R4 What’s the nature[neit[ 5] of your com-
T BRHY? pany?
© What’s the nature of your company?( {/i{/]
NERARE? )
@ Ours is a state-owned enterprise. (F{]&
XEARI-)
EINATRZHKF Oursis aSino-American|sainau o' merikan)]
EGHLN, joint[d30int] venture[vent[ a].

township enterprise 2R
collective enterprise AR
state-owned enterprise EA

privately-owned enterprise ~ MA/R)

solely foreign owned/funded
s Al

enterprise

foreign capital enterprise AN R4

Sino-foreign joint venture FYNE TR
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I H# &

ZRERN—IE
LT ARIME
R RER.

multinational corporation = .
transnational corporation BEAH
group corporation 4y /N
This is a multinational corporation
[ko:pa'reil n] with its headquarters
['hedko:taz] in New York.
This is a multinational corporation with its
head office in New York.
This is a multinational corporation
headquarterd in New York.
This is a time-honoured| onad] enterprise
['entopraiz] with a history of over one
hundred years., "\ time-honoured & 45 “ & #
A X8, ML NEY “EFTH,
Its headquarters| hed ko:taz] is in Hong
Kong.
© Where are its headquarters?( H E 1% 7E
11157
@ Its headquarters is in Hong Kong. (H &#K
WIERHE -)
Its head office is in Hong Kong.
It’s a subsidiary[sab'sidjari] of General
Motors.
Its parent company is General Motors. (H:
R AR E L] <)
The company grew from a workshop of
dozens of workers.
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F—Ma HNEXKE

In 1998, it merged[ma:dzd] with a joint-
venture.\merge & “&H” #9F %, joint-
venture & “SWHIL” &S,

In 2001, it bought out a private['praivit]

company.

In 2001, it acquired a private company.
The company covers|'kavaz] an area of
25,000 square| skwea] meters.
© What’s the area of the company?( /A 7]

HRANZ%D? )

@ It covers an area of 25,000 square metrers.
(722w o5 L T R 25000 =75 K <)

The company has an area of 25,000 square

metres.

The company occupies an area of 25,000

square metres.

We are mainly engaged|in'geidzd] in the

manufacture[ ma:nju'fackt[ 2] and sale of

electronic products., "\ be engaged in sth. &

MFXF” &,

© What’s the scope of business of your com-
pany? (57N W] 4275 V0. B R FE R £L 77
H? )

@ We’re mainly engaged in the manufacture and
sale of electronic products. ({1 FE )N H
B i A7 S8 )

We're in foreign trade.

© What line of business are you in?({/i{| 15245
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