2\ i SIS ERHmBAM - IRAMBE RS

T 3 Al

3 450 45

[ ]

®
'

°
?

@e PEARKZF H R
S N O e e R I T T S e T A T



21 2[R G EH BB « ARBH R T
Exem ®—F

3L b 5 1 3Kl

i & BEX
Slim AHE REA
£ ¥ BAHA K M

B A R K it




BEHEMME (CIP) #E

SCRBHE S /1548 3 4

b PEARRKEESRFE, 2008

21 it H B TR B - AR B RS
ISBN 978-7-300-09340-6

I, Fgees

. e

M. O F-3EE-DE-B SR BAYR-HH
QR H-JIE- BT HAYRHH

V. H31

o [ iR A FE 34 CIP i (2008) 4 068610 5

21 # R HRE EH B - RS R
it W—F

SO BEIE Kl

£ 4 BEX

HIESR B EER

£ W BEMA B A

HAREZIT HEARKZFEHR

. H dbEPRNKENS

2 i 010-62511242 (M=)
010 — 82501766 (HBHIER)
010 - 62515195 (RATFAAED

it http://www. crup. com. cn
http: //www. ttrnet. com( A\ FZ B M)

H HHEBIE

Rl A6 5 A AR EN R A FRA 7]

¥ 170mmXxX228 mm 16 4

gk 15

278 000

HI-FIH A

BRELZREE 100080

010 — 62511398 (&)
010 — 62514148 ([ THIER)
010 - 62515275 CEARZEHR)

AR & 20084E5 HE 1R
El Xk 20084FE5 HE 1 WENRI
E M 22.00 55

IR/ WAL EpXRE# HIiARk



2
|11

TR, ARES AR BT RSB ES T ISR, — KK E B
AAEFE LR AL, KERMEIFR, 285BI N LM AF
BB, HFRAKBENMIREA BB, &R TINLREFE P OHET,
B THREMBERN, FREFENMULRERA¥E “EUBR” MR,
RELLFATE “FArh2E”, B4R SCPR TAEPTTG I PR RMERE I IR B QIFRE . 5
BERET, SRR EMBM TR UTH R R REE, WELHR AL 5
HIEK.

IERTEXHMLSMBERRIOERT, RO 5 5305 bRR 6k
NEEEE, BAKGEEMIGEXBEEEXR TETHELREN, HETX
A (ORIGELI) Hb, BIEEIFHIER B AT ARBIMEE AL,

SEATERARER A BHREE . 23 WBEFRR$ A A M35 SRR L S
%, FRAIREM DEMEERIMESR. 2B BENEERES . ERSE
G TN A BRI, SRR TIE. BITEIE. LEaiE. Sk,
S FHFFRE, NARIEER TEPHRBLS, REHEFERNE. B4R
SMG AR, R R AR R A 3 S PRE FIRE M A %S, AR
THATECAMRAER RS, DMEESFR T+ R %5 B 2 5R M
fe. TYFRRESRS TIEPHERXHEETRIF, WAGE TS, LN
XA MRCA . ANFECHRRE S . SRCBER R U B e TR
B, HRERE, BMXEHRE 2~3 MO, PIXAEST. LM, BX%
. BEA; ERFEMABER. A, LUAWE, ¥-R=; %I04 580
EEARRGE, NELKRSEIS: EARBR XGRSO S 1 i % S
TTRMESS, LMEEA RS,

A EE b R PO LB SRR T B — R B T GE R

o« 1 o



BE. AWEXALNEM, SWMPMELE THFESE, HWETREHENIE
B HERT EBZFAEZNE R, WETHZERK—FHR. BBEXRE
SPHRAT, HARENREER, HHE NERIHE—SNENE. F
BEWMEDEMINE _E, RERWS DIERDIHE =EMEERSHHASE,
TH (B TZBEARERD S5 NEMIHNERLE, BHLRE SIERD
HEE—EMERE, RANE. BERREEERINE _F, EMRHREEERS
RS =M T, RS EEEN AT L FERERI B MEE H X% B
FMEBR PR R 2B, RO THAZEROEREL, RE@Ef¥5 st
AR EEKREERAELEHRAT T AHXFE, LEEFEBESS M+
B BROK S HH RURE B G BT 1 A A b A IR o Rl T R B AR, 7R — SR 304t

ABNEFLRAEME SRR, NSRS PMTFEL %, HEEELE.
BN TREMAE, ME—ERILR&HERAENIGENHES. BT
mENKFAR, FmEHEREER, HPiERFEn 2Rz, B8k
UiA: FIRM=AF G .

&
2008 4£ 3 A



CONTENTS

Part [ Spoken English for Secretary

Chapter One RECEPLION +++++++c - ttvvrerremrurminiiitieruteereerranerarersneerseesnesenses 3
Section 1 - At the Office cscaseesesosswnitnisessnnsmmssgebenseesonssbosesseasumssssoss 3
Section 2 - At the Exhibitions & Conventions ss:sssseeessserernrssecarannenees 8
Section 3 - At the AIFPOrt - -+ttsesrerscsrrarorarsnessvanssonsssaniotsnsanenrsasesss 13

Chapter Two Making & Answering Telephone Calls  +++++++ssereeieunriuniennnnn. 18
Section 1  Putting through Telephone Calls «+esssssesrrvrrervrvereeeesennens 18
Section 2 Leaving a Message over the Phone +++eteeeeeviiniiniiiiiiiiiiniae.. 23
Section 3 Making the Wrong Telephone Calls — +++esrersseenrriieeiinnnnnne, 28

Chapter Three Business Communication on the Phone -+++«=+++ssievvutiniunnennn. 33
Section 1 Making AppOINtmEnts «««+++sseeeranseernneeenseruonersrneersnneens 33
Section 2 Making ReServations «««+++«s+sseeersserassenssesraransessasecsnsernnnes 38
Section 3 Seeking INfOrmation «++seseseetereearemmiamneerernieneensensaneenennens 492

Chapter Four Conference Arrangement ««-«-«:--:seeeeeiiemieiuiiinieiieneensernnnnn. 48
Section 1  Before the CONfErence «««-tseeeeeseserersesossesssessscssnsssnsnnnns 48
Section 2 During the Conference «tetsssessestniiimmnemiemninnenncnnenesnsonsens 52
Section 3  POSt-CONfErence ««terteerteratemmetminmtertemsueennseenneeseesneeennnnn, 57

Chapter Five Management of BusSiness «-++++++++ccvtrerrereeioeurenessensnernsnensnn 62
Section 1 Something Urgent «s+ssesssesssesrnnceiiiiineerneaivnmennsersnessacssas 62



Section 2 Letters Processing «++++s+sseessssssuitiitiiiiiiiiiiiiiiniieiannne. 67
Section 3 Complaint Settlement ++««+eseseesserurremieniarminrrinieraneenienenn 71
Part T Document Writing
Chapter One  WOrk DOCUINENES  «+«cvvvrereernrmimneneeeenensmneesseneserenseeenennses 79
Section 1 ANNOUNCEIMENE  wessenssnsoons sanovesansnnssssesasosssssns farbas saspinses 79
Section 2 Meeting AITangement +stessseeseesrsttiinnrinrinrinrirrinieren 84
Section 3 Meeting Minutes ++ssesseessrerssrssseeissisirecesssessenconasenneansens ]9
Sectiond MEMOS ees cumsonssesnsusoss ssnme sasnns o 55568 5s0tionanons siven s smssrgans 94
Section 5 Business Trip Arrangement «««+eetceserserserieenrrinrniiuneanne 99
Chapter Two Ceremonial DOCUINENES  ++rcvereertoreieiuriiiiiiernreneeninesnenennens 105
Section 1 Letters of Thanks «+««ceceteceeetrereenrarreseesosessosssnsessosesnnses 105
Section 2 Letters of Congratulations «++«s=ssseseereuveeriuriernneeerunaeannnn. 110
Section 3 - Letters of Apologies viiesh st csspibsdishuiisssdsinsobeesshogrorasnpes 114
Section 4 ‘Letters-of Sympathy - ++eeveerecors sbysnssesin srssessbssesanssonfoosss 119
Chapter Three Social Documents (] ) = cceeevvevieenimnniiinniiiiiiiii.. 124
Section'l Letters:of Hquiry =+ -ssisrbassnsdesbussnmisn ssodsiqssrocssonpondop o 124
Section 2 Letters of ApPOINtINEnt 1esss+sosunosessosesssssnsivsesssasarsornnspas 129
Section 3 Letters Of TNVILATION «+ecetetecerereatarerentneeeaeenenenenserenenensons 133
Section 4 Proposals «+cserssescrsisiensrermesesisiisinsiosnncrncresasrnesonsonrens 138
Section 5 --Letters of Complaitit 1+ ssrssssdrssstmesssdooeeresvonshoosponss fospais 142
Chapter Four Social Documents ([[ ) +c-eceeseerenrtrucueieeeeeeeraineeeneninencannns 148
Section 1  Letters of INtroduCtion  «-«+eceeseeeareserarncesensenseresenennenens 148
Section 2 Letters of Recommendation — +++++++ssseseemmmrmvunnnnnniieiieennan. 153
Section 3 Letters of Request +++eeseesesnseuenns R P TP 158
Section 4  Job Application Letters «+«rteseeecesensenseuerncnnesneeneserneesannns 162
Section 5 Letters of Resignation ................................................ 168
Chapter Five Human ReSources DOCUIMENES «+«+««+r+vveerrrrerererereenenrnennnnnnnn. 174
Section 1 - Enrollment coceeeesoeeeres cossassqibonsts donsbussess tasninsbien s sssis semns 174
Section 2 Offer  ccrsereeroscsnsossnsmsnononsesinsssnvodsassssshomnnantans s se s 180

020



Sectlon 3 Termination Of Employment ....................................... 186

Section 4 Internal Transfer cccececerececeeetteietaierareratiestoccersseeasneenes 191
Chapter Six Business Documents ...................................................... 197
Section 1 Establishing Business Relations «+«++ssseereesieiainiiiiiniinii... 197
Section 2 Inquiries, Offers & Counter-offers «e+eeeeereseieieeeiniunnnnn. 202
Section 3 Orders Q. CONIACES ««+etrevreerraranarararereresnsecnceensssoneeanens 208
Section 4 Terms Of Payment ................................................... 214
Section 5 Insurance & Shlpment ................................................ 220
Bibliography «-:-c:ccceciieiiiiiii 297



Part 1

Spoken English for Secretary







PP Chapter One

Section 1 At the Office

Conversation A

(A: Lucy Zhang B: Mr. Green)

Good afternoon, sir. Can I help you?

Yes. I'd like to meet your general manager. Here’s my card.

Thank you, Mr. Green. I'm afraid our general manager Mr. Wang didn’t
know you’re here.

You're right. We didn’t make an appointment. Is it possible for him to see
me now?

I'm sorry, Mr. Green. Mr. Wang is out now, and he won’t be back until
3:30 pm.

That’s too bad.

Can the assistant manager meet you instead?



I'm afraid not. I've discussed the details about the sales of our new equip-
ment with Mr. Wang on the telephone. I doubt if the assistant manager
would know about it.

How about making another appointment?

That’s a good idea. T'll be here the day after tomorrow, 9:30 am. Is that all
right?

Let me check and see. Yes, Mr. Wang is available in the whole morning.
I'll call you to confirm as soon as he is back.

Thank you.

You're welcome.

Conversation B

(A: Kathy Li B: Mr. Brown)

A

-

2

B:
A

Good morning, sir. Welcome to Shanghai A & B Company. What can I do
for you?

I'd love to see your general manager, Mr. Yang.

May I have your name please, sir?

Mike Brown with British Tri-Star Company.

Well, Mr. Brown. Mr. Yang is engaged at the moment. Please wait for a
minute. I'll tell him you’re here.

Thank you.

With pleasure.

(After a while. )

A

B:
A:
B

A;

I'm sorry, Mr. Brown. Mr. Yang will be here with you in half an hour.
Would you mind waiting?

It doesn’t matter. I'm waiting here,

Well, Mr. Brown, what would you like to drink, tea or coffee?

Green tea, please.

Good. Just a moment.

4 .



Conversation C

(A Jessica Liu B: Mr. Smith)
A; Welcome, sir. Is there anything I can do for you?
: Yes. I have an appointment with your sales manager Mr. Wu at 10:00 am.

You're supposed to be Mr. Smith of Toronto Import and Export Corporation?

Yes, I am.

B
A
B
A Nice to meet you, Mr. Smith, The sales manager Mr. Wu is expecting you
at his office. This way, please.

: Thank you.

A: It's my pleasure.

oo

1. Here’s my card. XEFKHZH.
2. general manager HZH
managing director ¥ &EH
CEO (Chief Executive Officer) B E#4T
CFO (Chief Financial Officer) HRFEMEE
3. make an appointment with sh. 53 A%, A&
FFFiL: fill/have an appointment with sb.
keep an appointment %), YERTENZ
break an appointment 4%
She made an appointment for her son to see the doctor.
it R L2955 T U B [A]
Viewing is by appointment only.
ST
4. assistant adj. (abbr. Asst.) C¥HATL#&) BIFEA, B8
assistant manager PHEH, BIZLH, (HE) KEgfHE
assistant professor BRI (FE3E. NP ERA{UE T &I



Assistant Attorney General BiFE B
Assistant Secretary of State  (E[E) B E 551

5. the details about the sales 848 HITFEAE
6. on the telephone FTHLIE, B HIHE

on the Internet MHEKKM |

on Channel 4 7E6 JUSHE

on TV H#L

on/over the radio i IFHL/ TLLHE
in the newspaper TERZE F

7. Let me check and see. iFFR#ZE—F,
8. Mr. Wang is available in the whole morning. B4~ L4 ERAERAE.
9. confirm v #fih, UESE confirmation n. A+, EBAH, IESE

After a six-month probationary period, her position was confirmed.

Za A AR AR, dbRvEE IR,

10. corporation (abbr. Corp.) (k) 2&#], ¥ ABK

3.

multinational corporation ¥ E/\H]

urban development corporation 3 i F % 5 H /A Fl
limited liability company/company of limited liability ~34EA FR/A H]
joint stock company limited A7 BRZAH]
holding company & A%Z\ Al

listed/public company _ETHi/ZAH]

engineering firm T2/ ]

firm of accountants > IMEE 45 Fr

state-owned enterprise EHA Mk

foreign-invested enterprise ANFE Al

joint venture (abbr.JV) &%k
Sino-American joint venture HE&FI

Key Patterns

Good morning, sir/madam! What can I do for you?
B, e/t Rt A2

Is Mr. Zhang, the general manager, available now?
T m) B A K e A LA S 157

I have an appointment with Mr. Zhang at 9:30 am.

.6.



HAFKAAELEFFE EF 930 WLIE,

May I have your name, please?

BRIk

Welcome to our company. We have been expecting you. Please seat your-
self. T’ll call Manager Wang.

PR ATAT, BIT—HMFERRT. EEML—2IL, REFEL
H, -

When is it convenient for him to see me?

fib 2 B R 25 A3 AL TET e 7

I'm afraid Mr. Zhang is not available now. He is in conference now.

Bk EIERS, MEEFE.

Mr. Zhang is waiting for you at his office. I’ll tell him that you're here,
KA EEDAEEE, REXPMEFMEERT.

Please follow me, and I'll take you to his office.

WHIREK, RWEEMHDPRZE.

10. Please leave your card here, and I'll contact you later. Is that OK?

HWE F, B RS EEKR . XA AT

Exercises

[

—
o

josie-

L0 =gy SR .o =

. Translate the following sentences into English. And make an oral practice.

T R R AT ?

HHA R .

e, ME—2ILEFG?
FXE VA BIBELRT .
RABILBEAET .
MBISRAED T REE.
HEEMBIA 7 BHTEXL.
SEAE, BAXRITH?

AT HE, LIRS EHIAE,

. REREE LB

. Complete the following conversations.
: Good morning, madam. Can I help you?

: Good morning. 1 . (RETGHIHEHE T AENTFEL

07.



410 S 0L D)

A: May I have your name, please?
B: Alice Green of Sydney A&.B Company.

A. Nice to meet you, Ms. Green. 2 N EREEFED)
I'll tell him you are here now.

B: Thank you.

(After a while. ) .

A. Ms. Green, I'll show you to Mr. Wang’s office. 3 .
GEEXM.)

B: Thank you very much.

A: You're welcome.
II. Make up conversations according to the situation given.

Situation: The secretary Lucy Zhang is familiar with the client Mr. Bush,
who pays a visit to her company. Lucy greets Mr. Bush and offers him drink.

Section 2 At the Exhibitions & Conventions

Conversation A

(A: Lisa Wu B: A Customer)

A: Good morning, sir. Welcome to our stand.

B: Good morning.

A These are the samples of our company’s products. Please take your time,

B: Thank you. I'd like to know your main products.

A: Here're the samples and brochures of the latest products.

B: Great. I'm interested in your products. May I keep one sample for reference?

A Certainly. Could you please leave your business card and we can contact you
« 8 o



B:
A

B:
A

whenever needed?

Here you are.
You're welcome to browse our company’s website. Here's our working

name-card. You may contact our staff anytime,
I really appreciate it.

Thank you for your visit and have a nice day.

Conversation B

(A: Anne Zhang B: Mr. Black)

A: Welcome to our annual conference, sir. May I have your name, please?

B: My name is Tony Black.

A: Have you pre-registered, Mr. Black?

B: Sure, I have.

A: Good. Let me check up on the computer. Yes, Mr. Tony Black with New
York Import and Export Corporation.

B. That’s right.

A: Mr. Black, here’re your meeting badge and meeting packet. The packet con-
tains the meeting schedule, a layout of the convention center, a map of
downtown Shanghai, nearby shopping mall and restaurant information and
other related items, A

B: Thank you.

A: You're welcome. By the way, you'll find free refreshments at the bar in the
lounge during the tea break.

B: It’s so thoughtful of you.

You're welcome.

Conversation C




