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A F A S KB 4 3%4% ) (Contemporary Business English) o7 3 4 % — 44 4 )5 /7
Fo RMNBERBHAARATARRARAB G LHRBEKIFRBEAE (2 R4 2 H LR
HRAECNEROHKF IR, KRELTAAAFFRBLEEFTE, AR A BRATR
L 3T R A AR

FERANEANE: ZMFEF R EENEL TP HUNR L, BEH RGN ZE
EROANE,NEIENEGHETHEEESEENEY, XENFELBESHEHES
REEREN.

RTAETHBEMGBERY, EFARPPCHEMILR, X B E =Mk
M — 2k BLARAN K

HEEH

AT HEBHRF RO FELERFRENTHATGCEAT — A 2E2—FHE,
B A M6 £ 15 R B 5 BT LAY RIE,

KT sl#A $ M #F B 65, ZA1EA .

I —FEEFHFEFAGET iR, BRABHGETNL, B —F B BT LK
ERBE SN ERNETH B AR DA RS RN FE T AR SGAET S I RIR Y E
BRERETHRS.

2. T ERBERFZFAGFTAEBREN . F —F A EE—F B A %, URIE
FAN BB L S,

3. — T EEAETETHENINL, P —F AL FABB(BRY) F L iR, H 8
RMNHERSBRG B TAR ARG, BAFEANE I FLEIOEERAES P
RAFE SR,

A HELR

ABXI6R, HFA—RB—FHEA., FRIGOARSMER: EAFH. T EH2E 5
NN MeRTT ). ARIEREBM A TG KR, BN ARG B AL T % T 4%t
T AL, ARAZRAEEBERETANE LAWY LA Z RS REL, K TR
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Part 1 Practical Listening and Speaking (3 i)

1. Word study

ARy IAILF6) FHEA XL, L2 BRSGELFALHTE, BT TUREF A
A RBEEGEF Tk, ATEBGIBEEAE,

S AT RABIFF AR T BT T AR LB RN, REEF A AN
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EHH RN, ARE LB ERIAFAZS T, FERBRE  BIFAEEF AR ¥
At Ae Y EEE, BT X, HIFTUFEM AL, KB FA RS Hikiar
Fol) T, 2EERAF.

< ﬂf%m*&%%iﬁwﬁWTum?Ii%I% A %R, REiEd A A
ML A TRE LB TR ARLEZST, FEATRE  HITRR T @
i#ﬂﬁv*‘iﬂiﬁﬁ BTE BFFEAANVLREHFERREALRE T, 2

FARFEF,

< Xﬂ”%%iﬁ:&iéﬁ%—‘ivﬁ%‘,ﬁ)ﬂ?’rﬂﬁﬁﬂﬁﬁiﬁi%k LFEEERSE TR
XL %IBT. ERELE, FIFTUBRAMAF ARG TFHY EFAEGHE
EHRPEFHRE, RE BIIRRT, it PARTRAAE S TR A LG FH
#iC,

S R TREAMREA RO FER T, AL TUARREREMFE LG HXLF 4
T, MR AR g FF BT ], 1R 5 iR Ak &,

2. Functional listening

ARD O TAGIRRTATHAEZRAY X, FEERGT, 2L FBHM— %, K

MR GET B, ERBEC, HIFTARBEFEGES, ARIEGOHREFE, AT
B AL

> HTFREM, %”i)ﬂ“]‘%ﬁ?i\é’é’*?"frﬂﬁﬂé’v IR RNE, REFAET, F—
BEEFERLE ERFARTHEATHRRARARE Ry, F_REZFTHZE. &
REFARTHRETGATAE L E, zi%aﬁiiﬁ,%#ﬂ%iﬁﬁﬁﬁéﬁ%%ﬂf
R T i A 6) b Fap AN 99,

¢ AT ERE,BFLTARRRRG T R, AN BERTFAAE, REARI ZBFF,

ik A A R T AR I RR T A 45T

> EHSUTAMFLTARE D EHH, HFRFLEZ AR FAEEF A 2 HTIL

XS AZRITEAIN AR, R H A F %, HIFT AL F 2 A FZ % H#
Mg A ErEET, i

< NFTFHAMBEEETRNE, IR LA SR o et E AT LG B T, B A%

BHFRONERERFTARERAGBSER, XSETHELER., AMHTRRE
BR-EREGRH T LR,

3. Language check

ARSFANGELETAROARLLALHFTE, A Eir A, B TUR

HAE R EHROMA, AT R AR,

2 1

¢ deRBAREX R XRSAHREAET MG E, BT TAERE LibF AWK
BRPAZFHR G TFRERR, RE™FELERIINEHTAZIHRI>ANE., &
ST AT ERFEIUSAP B BRI E LG 45 T H XA 2 5 A o9 F AL

> XHRHSANBZEARIBEEAEL X R, E S A 2ES% T HH, 359:.1‘.,17“‘5‘
24 % =¥ 477 /1 (Functional listening) A &t 4m 4 BB EFH S4B L8, H
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BEARRE BRAARERE, ERHTREIBXRE 4T FEEI ZETEY
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S
RAEMFLNER AL~ Z LA AFNE R, FERRABROLEF L
HATHRTT N RGR 5,

4. Controlled practice
R B SN B 5 R HA ER A R 6 R T R, THRFEB AL,
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REAR, BB RIFHHFHE,

5. Business culture

RHGNERMK S ERB S BBt A2 b S8 ik ok, RALE A BB R E
Xo MTARGAH—ZHRE, ¥%ETRRT BULRE AT X, T E B 64380 % h %
R B 530, A SRR G5,
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MEFZAN,BIFTUG Bt B A FAMRER TR ZR e B b AT IR Ak 64 )
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At 22 5 43 FATHT &35 B R % ) R AN AR AL A
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EORY; 2

Unit 4: S128 T 8 Mo 75 A SR B4R & 69 198, 1 34 3% 26 19 8 35 B4 A1 04
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Unit 5: N8 T § LG BEAS, B, wfTEAE T B2LF.

Unit 6;: #EX T RHLAFERER AT R ZEELRAREMLGASAIAZ
2R EFTHMBTEAALX—F AN IR, ARLEATLALTHEANLL
EEFEHEFGEERNE,
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Unit 8;: #@N BT REHEPTRAEATWARLGEITFE8 .4 R FKFHSA
VB B NRET —AXHET,

Unit9: 4 TRAFRAINGBEFALEFTRKAEIER L EZF G — 2
EF. FHXABALREF TSR, ~RARFLZF XL E,; AA G AR
i) '

Unit 10: #3& T AR 526 T BT RAT B E N R ESF HE G RE , I3
X — AR B AR T S m e BT R
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A — k8 AL T R, ,
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Part 2 Business Speaking (% 0i&)

BHSBAREAE S EART BN G, A IZH 6D 4 T35, 138 B F FF sk 6g

%, RERINABXFHEN, 4IBXANE FL AEREF. AMH ERAE
BEMM, L FARRTHEMAZN ARSI T . RLRAHHAERLRFY B4, B4
HEFEHT

1. Pair work

<>

%>

XN RM AR AL, B A AR, REA T AR, 2T RIS
GIIRTHEME, A B LG T X, i FABBBBREFACRRSET
HE AR E AR,

HHAS SAREHBREFRRDGINGHI, HITEL 534 GRS, BER
NERSET  AHEFIHR., ANEEHMSFE SALR%, LHEMEK,
HOT R THIAZE R 6 23, SRR AL,
FIFTAIREFRSAE T — L EEGTFHRT L, RS FARZEFLHF
DEREL, AR EFANE LG TFEEEERL,

2. Role play

<>
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AR TAF G B F4in, A IRIREG E R,

C EFIBRGHBRAAFFAREGNGAFOGIF, ZHRARIFERRE, PEHSE
FEEL, ~BARKBELEGAR., TR SEFEQITRES, BN LS
AFEERTAFTKREL L F ARERE, TAMK— L@ E, L5 HEGHIT
WAe s, — BT A AR HADFRBAE, XHF S AR L LR ITHGE
A, F A PR, P T RMAE,

S XHYNEA S DB AN %W H KB HMEFIL, HIF
TAARYE F AW R AT KBRS RAH L,

Part 3 Listening Practice (AF %)

5 % — 3 AT T A ISP R B 052, K5 A A AL D %, B &
FETAHBGREG, RiEFHREBRIG—HS. REGTAHAEL LI REGL
#iFed) )RR, K EDREGITIR, B, KES> T EH4 MR EHET L6 ALK
o QIERIEEFEFER VL E B A F40iR, A3t TEFEL/ AR/ TR (£ E
FiE KRB RE LKA BRIEF)GIARE,

1. Listening focus

ARSERFETRARET R (BT KT LA G2 0RD, £V % T Y
T AR E E RS,

2. Dictation

ERFFETBAKETEEORMBE  RET ARG, EESARFOEL P H
SRR FEARTHRANTE . L7 EH, BAFLGBEER, Britl, TER
AREFAE A .

3. Conversations

ARG RFARBAET L RIZEARD; R P AT HELAGT T W,
BAEE N EEG N ABRAELEZ NG £ A RAT R, BRI EE HEEEE 0
ERERE, BT S EAE PR ARBRARGIZ L, BAFEDH S EREGTE b
EBERANAEEO I DA EEZ NG LA N, ST ABRTOEE, BTUEL
HMBENETORSFHF AEFRPELEIAT EHiR,

4. Passage ‘

A A ER RPN . BTG % ST T AR T 5 AR IR ALY, 207
EEFFTTNERRER, REL S B RFERAREINCE L 6,8 54T A 2 )|
GRA AT XA IRIL AR BTN K, SR et T ERT & B R 2
BEEZRGIG, BT HM PRBN S ARBF%ITH XIS, HFETER (ESH b
§9) 3T XBAT DI 45, do ATk 5 A2 b o 2 64 1 A dm ol 38 17 R ARk 3B po gk | 47,
RN AT DR F, B EAR K. BT TURETIE,

LB AN BMMKRE ARFSFEMRF 4IBRXEE S, RIUETF 4
WIRIRFH Y A KT, B A & A Ko BFF B 4335 4 3K (4o BEC, BULATS. TOEIC %)
BT £
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Part 4 Fun Listening (ZRBRITF7)

Ay A —2], S AKE LHRFTAHA L BAE A L5 ARHEFF
AR, RERGFFREFEIH . KX FEANEZPBTFOTR, AXERFIRGFALSF
A FRREARFEFERRAFPRJFALBETEANGHT RAOARLT
B, BT TR LS KB H8 . %8 (e A o5, S ANRBE) HE KB K
8, B X ARFHXHE, '

TRETRHE

EAVE LT KK 4R, R T4 T 8.
5 A 9t 1—1.5 38t

BHF s 1Ret

o S1 9 45 ARk T /1 1.5 3R
R M B 0.5 3R At

BT TARYE F A G KF, 2f vl B 1S S e ARk,

AR
FHTARAE F A IR E A S A AT R AR A R 60 0 B, 3b P A K A R A K

Fo MAZRTH P EH RPN AE R, ELRXAXKM ARG EB AR, 24 0iE
RKBA ;HAFRTAEZ L L AMNETRE Fost Rt 69, 55 M2 5 2 5 4845 64 oF
AMHG B S, 2B S E R RG SR BT 4o T e .

BER LR R 20%

R )G VE b Fo g B W 3 20%

H ¥ F X 20%

BAE K 40%

AMBIFA P LA ATER LR B . 2B . 28 PFELTHE, BRI
S, W HIF AR FAIE, AMAINE £ K John Parker % &, /£ 2 & 7 E S ARG,
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2007 4 12 A

6 1 BUHENIEY



Acknowledgement

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.



Bookmap

Units Contents Functional listening Business culture Listening strategies
. Identifying some important
Getting past the y .g portan
. abbreviations
. Could I send you secretary on the phone Understanding . . , .
Unit 1 . . s Answering clients’ questions
our catalogue Answering clients telephone manners
. on the phone
questions on the phone .
Taking telephone messages
Unit 2 When would be Making an appointment Understanding Understanding airport
good for you Changing an appointment | time cultures announcements
s Understandin Understanding directi d
. Where would you Describing hotels n. °r & i & ctions an
Unit 3 | ,. . . Chinese modesty positions
like to stay Booking hotels for clients . .
culture Making a reservation
Meeting a client at the . . . o .
. & Knowing eight Identifying geographical
. Welcome to our airport . .
Unit 4 .. . questions you locations
company Receiving a client at the .
. should not ask Introducing a company
office
Dining in a West: .
& stern Understanding N
. What would you restaurant Understanding lines, angles
Unit5 | . . . Western table
like for the starter | Making, accepting and and shapes
s manners
declining invitations
. Describi duct i .
. This is our new cseribing a product Understanding . L
Unit 6 the showroom Understanding public signs
showroom .. personal space
Explaining the catalogue
. Let me tell you Making a. sales Learning three P Making a sa.les p_resentation
Unit 7 | more about our presentation . Understanding tips for a
) for presentations .
product Demonstrating a product successful presentation
Knowing about production
Showing someone around process
he factory and Openi d Understanding three main
. Would you like to the ac. ory an . pe‘rung an & .
Unit8 | ., arswering questions ending the types of production process
visit our factory Y. . . .
Describing the business talk Understanding five steps for
production process opening and ending a first
business talk




g *

Units Contents - Functional listening | Business culture Listening strategies
Negotiating prices and Developing
Unit 9 This is our lowest | discounts relationships first | Following instructions while listening
it price Negotiating terms of or doing business | Appling skills of a good salesperson
payment first
Placing an order on the Improving your Guessing meanings while listenin,
. What would you phone . p . €y & . & &
Unit 10| . . listening on the Understanding how to place an order
like to order Tracking an order on the
phone
phone
i t deli . . .
Unit 11 We can make Ezi:mg about delivery Understanding Listening for key words
delivery in June Talking about shipment gifting culture Discussing delivery time
Listening for specific details
Understanding people talking about
What about . . Understanding the | packing
t packi . . .
Unit 12 | packing and Talkfng abou p acking Chinese offer & Understanding people talking about
i Talking about insurance . .
insurance decline culture insurance
Understanding a brief introduction of
insurance
Signing a con;ract Listening for the main idea
! . ! Learning tips f . .
Unit 13 Shall we sign the Toasting at a farewell axtmng tips for | Understanding people talking about a
contract . making a toast contract
dinner . .
: Understanding what a contract is
Chasi ti
z'lsmg payment in a Learning tips for | Predicting while listening
. When can you polite way . R
Unit 14 . . collecting money Understanding how to chase overdue
make the payment | Chasing payment in a .
. on time payments
serious way
Learning tips for
. P’'m sorry to hear | Making a complaint making and . - .
Unit 15 that Dealing with a complaint | dealing with Taking notes while listening
complaints
. How was the last Callmg .a previous client | Learning 5 tips Summ.arlzmg while llStCnll:lg .
Unit 16 Describing the sales for a successful Learning lessons from an ineffective

order

trend

sales call

sales call




ontents




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

Part | o 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.

/office stationery \

market leader
Personal Assistant
contact

latest model
retail price

discount

from stock

\out of stock /

(1) Your retail price is too high. How about $ 500 per machine?
(2) 1f we buy 40 machines, how large is your discount?

(3) We can’t supply from stock at the moment.

(4) Do you have a 7-day money-back guarantee? I mean, if the

goods are poor in quality, can we return them to you within 7
days?
(5) The on-site maintenance is very important. We need to have

your people look at our machines in time if they are broken-
down.
(6) The goods are out of stock at the moment.

(7) I'm afraid your warranty period is too short. Can you make it

3 years?

(8) Please feel free to contact me anytime.

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




deliver (10) We are short of office stationery. Can we buy some now?

warranty period (11> I work as the Personal Assistant to Mr. Jackson, our
General Manager.
on-site maintenance (12) We are a market leader in the office furniture business.

money-back (13) This is our latest model. It’s very popular with our
guarantee customers.
Nl

(® Functional listening

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

Joy: Good morning. THT Corporation.
Don: Good morning. This is Don Barry calling from PLP Office
Stationery. (1) Could I speak to the Purchasing Manager,

please?
Joy: Could I ask what it’s about?
Don: (2) I'd like to talk to the Purchasing Manager about the

possibility of providing our office stationery for you. We are

a market leader in this field.
Joy: Yes, I see. He is not available just now.

Don: Could you (3) tell me when I can reach him?

Joy: He’s very busy for the next few days.

Don: Would you mind asking him to call me back?

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

Joy: (4) You are speaking to his Personal Assistant.

I can deal with his calls.
Don: Is it all right if I call him tomorrow?

Joy: I'm sorry he won’t be free tomorrow. May I

suggest that you (5) send us your catalogue first

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

2 N Uit U Cowld I send vou owr catalogue



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 RMB 2,015.
(2) The man’s company can supply the goods from stock.
(3) The man’s company can deliver the goods to the
woman’s company within one week.
(4) The warranty period of this model is three years. The
man’s company can also provide on-site maintenance
service.

Script ‘

Ivy: Could I speak to Guy Dobson, please?

Guy: Guy Dobson speaking. How may I help you?

Ivy: This is Ivy Marten from BMQ. T read your catalogue. Could I ask you a few questions about Model 6797
Guy: Certainly. What would you like to know?

Ivy: Is it your latest model? And how much does it cost?

Guy: Yes, it is. The retail price is RMB 2,015.

Ivy: OK. If we buy 50 machines, what is your largest discount?

Guy: We could offer you a 20% discount.

Ivy: OK. Can you supply from stock?

Guy: Yes, I think so.

Ivy: How fast can you deliver the goods to us?

Guy: We can deliver the goods to your company within one week.

Ivy: How long is your warranty period?

Guy: Our warranty period is three years.

Ivy: Do you provide on-site maintenance service?

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

Ivy: Do you have a 7-day money-back guarantee?

Guy: Sorry. I'm afraid we don’t have the guarantee, but we can let you try using our sample for one week.

(® 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) what it’s about?

BE | 3




'V‘Statmg the purpose , . ; _
M I‘d like to speak to the Finance Manager about the possxblhty of 2 Qrowdmg ou
offlce furniture for you. We are a market leader in this field. ~
, F OK, I see. He i is not available just now.

; Askmg when you can get hold of him

M. (3 Co‘tild you 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) Would you mind 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) you think I could speak to someone else?
F: I’'m afraid not. I can deal with his calls.
Asking to call in the near future

M. Is (6) it alright if I call him tomorrow?
F. I'm afraid you can’t. He’s really busy these days
" Askmg 10 send your catalogue

" .M Could I send you our catalogue'?
F: OK

Task Two: Answering clients’ questions on the phone

 Answering questions about prices and discounts

| M: How (1) much does it cost?

~ F: Our retail price is RMB 1,300.

| M. If we buy 30, what’s your (2) largest discount?
- F: We can allow you a 25% discount.

. AnsWéring questions about the stock and delivery

M: Can you (3) supply it from stock?

F: I’'m sorry. It’s out of stock now.

M: Then when can you make (4) the delivery?

F. It will take one month to produce the product. We can dehver the goods to you in 45
k days.

Answering questions about the warranty period and other guarantee

M: What’s your (5) warranty period?

4 N thii o Conkd sevid vow var caialogue




