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“HIBOK!” RFIABEH I &, AWRAFRIE
B, HAEFZLENRES,
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IEERERIN), RHLL “— Sk iERIE" FFin, HmIRF
“NAFBHIRE", K4 BFE “Do you promise to start
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CABLBAEh A e X Ansh R Bk, XEE, BREE3] TIEH,
XESFEKHANES.
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H itk b,
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(American English) —‘ﬂﬁﬂlﬁiﬂ N BERRIER T LR K
b3 qbsh, b g b hER LR R AR IERE
UL REIE EHR AR X ERNLER ., BlbET
A3 English is Spoken Here HIREFLAS 3k, Wil
EERELBREFE-ARE, —TRA. (REEIMTHE
&, ERIES RRIEL AR Are you through? {RAMEEAE




— R EEEER (LEHEFERSE). SEEXEE
(REEFZEEK SbIx). 7L3KE, Are you through? £iF
% GUEF LM ] a8 TR 77 T EEN AL A ] BT
Thge”

BN, 2EMNAEEME, EXIMsdh, MaHMESH
¥, B EWEEH, HAETE M. A8 (meaningful)
ETChRAT BN, —A BRI, BERE T —MER,
{HPREETS 24 HbFR #%17] 3 . You don’t have to wear a suit, but
you should wear a tie, AA{{5>] T have to #1 should Ay F 7%,
BB T —HBEHEEIR.

FH, 2ENMEvkdt, X OME, RigBBXEDR,
BEXQEMBRZIGIEDL, NEHEIEVE AR, 5L
AFER, K EE QSR REM KE, —ITH, #®EA
A—FIERRRMENER, WEIAXBIAR. 4%, &L
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K4 BRkiyikE, BRMERELEEN,
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BAE, XR—FKGEEA. BAB&AN SOKIERFE N
K. ERES, TeRFE &S R, LA NRA
AR R B R FEH SR #RAER R T IZ Y AR o
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e, BARRRKEN, BEMNOXRE, EaNE
ZeF B R EEFK Jack C. Richards ¥i% . Language is
best learned when used for meaningful communication (&
ARTER B LRGSR ER A SRR . “HEOKY &
B ER AiEH BT KB FTLGE A 8 SUEH Y



EEME, WiEE S &E. E. & BO1%, X E
MBI R A “HIEOK!” ghad — /T o 5iyik 5
bRF S,

HiR i B HoDX £ MNBE AT, Jifi FEALE
Ak, BTHRE, REYEREEE (], ERAN “IHEH
&7, i HAR THRRRIAIRNESZ,



SR

CONTENTS
H

Section1 Making Contact #izg 1
Section 2 Meetings £iy 18
Section 3 Presenting Information 1 #R{EH 39
Section 4 Negotiating k¥ 58
Section 5 Socialising %z 74
Word List #if® 89

AnswerKey &% 97



1% 2%
L &
The English businesswoman, Anita Roddick, is the founder and

marnaging director of the international company, The Body Shop.
Here’s what she says about business.

“Business is just buying and
selling and creating that
atmosphere, which is fairly
magical, where buyer and
seller come together - and
making a product that is so
good that people don’t mind
paying for it.”

FeE L RERE - Pl REE
%+ 5The Body Shop ) 8¢5 AFLE .
Hh A A TRk
“HRHRZELHAMZRFAHAR, &
AR LEFFT, CREFPEFTX :
Bl—d2, AR LS FARAREFHRERR

So, which of these sentences do you think that Anita Roddick would
agree with? {RiA AW RS - %l LA R T 516 F o Aompee ik

1 Business is about profit.

2 Business is about systems.

3 Business is about people.

In this chapter we look at the first step in any international business .

relationship — making contact. A& ® {15 Lk ELABERS X LS
ME——ikeg,
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A PHONE CALL: MR WATSON, COME
HERE . ..

—MEIE: BEKE, RE—TF

In 1876, the Scottish inventor Alexander Graham Bell said to his
assistant, “Mr Watson, come here, I want you.” It was the first telephone
conversation in history. Twenty years later Bell's company, Associated
Telephone and Telegraph, was the largest corporation in the USA and
the telephone had become essential to modern life. 18764, Hige%
BRI DKk - TURM B Fish. “feddedk, 1RE—T, REERH
W, XRFH R EE A iERE, 20 £EN/RE ATET (£ERIES
BAT) KHEERBRKHAT, AFLRIRREEHLES.,

USEFUL WORDS AND EXPRESSIONS ®AIEAICS5XRZEE

To ask to speak to someone . . . ik 55 AFiE -

Can I speak to Ms Thompson, please? &7 vi#4eif 4 & K At i5°57
If the other person says . . . &n @zt lg----

Who's calling, please? 1245 2 #5117

. . . give your name and company &% 5 {REI 4 EFL B LFR-
1It’s Alan Davies from Vancouver Communications. #-% 3 % & 1 >
St - RN,

If the other person says . .. s XFH -
I'm sorry, she’s on another line. ¥, W EERTH—ALE,

. .. then ask to wait. I 2 REEIHKEEZ -
TFlthold. Tt §—4&0,

And if the other person says . . . fnExt 51
No, 'm sorry she’s in a meeting. ¥, & hF4,

.. . ask to leave a message {RETLAHRHF - -
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Can I leave a message? Can you tell her that Alan Davies from Rusthail
Communications called? £ iA%g 237 & #kit&4e Rusthall ifiii 2 3
L - BANATIL £ T B

... or say that you'll phone again later iSRG EIT
Ill call back later. $—% L% i1,

CHECKPOINT ®&%th

1 IN A MEETING #FH%

Write the missing words or phrases into this conversation. % F
panrikay ol NH LA AR W o

RECEPTIONIST Hello, Techno Inc.

CALLER Oh, hello. It’s Alan Davies here from Vancouver

Services. Can1 (1) ...... to Sara Thompson, please?
RECEPTIONIST No, I'm sorry, she’s in a meeting.

CALLER Not again! Can I (2) ...... a message?
RECEPTIONIST  Of course.
CALLER Can you (3) ...... that Alan Davies called?

RECEPTIONIST Mr Davies called. Of course, Mr Davies. Goodbye.

A oy Iy ke e

“ No, 'm sorry he (or she) is in a meeting. is not always a true state- ‘

ment. It’s often a polite way of saying that the person doesn't want ‘
to talk on the phone at the moment.

No, I'm sorry he (or she) is in a meeting. (i, b/ M FEFZ.) BIR
BA—ELSRAA, mEEEUILE AL R &R A AR A0
Hi%,

|

2 ON ANOTHER LINE EZ3#07 53— Hif
In this conversation, Sara Thompson from the company Techno Inc.
tries to call Alan Davies. Complete the conversation by (1) giving her
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name and company, (2) saying that she wants to wait and (3) saying
that she’ll phone again.

A TFEAFED, TechnoATIMFERE - HEHREL L - BMEWITHRIG. =
HOAHE, EEE: (1) Ay afaf ek, () ik REER,
(3) iR e EAT.

THOMPSON Can I speak to Alan Davies, please?
RECEPTIONIST Who's calling please?
THOMPSON 1) ...

RECEPTIONIST Just a moment, please. Oh, I'm sorry, he’s on
another line.
THOMPSON (2) vovere

RECEPTIONIST He’s still on another line. Do you still want to
hold?
THOMPSON No thanks. (3) ......

DEAR SIR: WRITING A LETTER
HEeE: BE

The classical scholar George Thomson wrote, “Writing was invented
to serve the needs of trade.” Today letters may seem an old-fashioned
way of communicating but it’s still important for business people to
be able to write a good business letter,

BAFERE  HRFEBHE:. “SENEVNRRFTRENEE. NES
EOFR Ml s R, BHELALTES, 5 —-FREARL
HRHRTHEE,

USEFUL WORDS AND EXPRESSIONS ¥MilL5&RKZX

HOW TO START AND FINISH
MFAFAHER
If you are writing a formal letter to someone that you know ... m$

REBNRIA S —H EREER -
Dear Mr Davies Yours sincerely

& ~ FOUR



If you are writing a formal letter to someone that you don’t know . ..
MNERBFINANAS ~HEREZH
Dear Sir or Madam Yours faithfully

If you are writing an informal letter to someone that you know . . .
MEFBINRIA S ~HEEXER -
Dear Sara Best wishes

And if you’re writing an informal letter to someone that you know

very well , .. R {RAIESE RIAMAS —HIEERHa -
Dear Mum Love

[ 0 — A e AN
| W R A 2

If you want a reply to your letter, use this phrase R {rFEERE .,
| ATLAFF il 7« ‘
’ | look forward to hearing from you. & 2 {éd @435 .

{ And if you want a quick reply, add this phrase to the sentence fng |

BRI ERE, mETmrYEE:
| as soon as possible R

USEFUL WORDS AND EXPRESSIONS HHEBLCSTRRE

HOW TO INTRODUCE THE SUBJECT OF A LETTER
. WESIAEHEE

To follow a phone conversation #Ewigzsik 2 /5 -
Further to our telephone conversation ... £ XK AL F T

To follow a letter or fax WRERERR:
Thank you for your letter. ## & ¢ & 45 ,

To answer an enquiry &8 31 .
| understand that you are interestedin... jt 2 & st B3t p- -

FIVE~ B



To introduce a new subject 3|AFIEE:
I'm writingto you about ... x4z £ % F -

1
‘ THE FAX R |
| There's nothing mysterious about writing a fax. If it needs to be |
formal, write it like a letter. If it's friendly, write it any way you like! I
BERA R 2R, CRREERNGHE, RIETSHRE . |
R RES S WM, K ERELBET] :|

Put these sentences and phrases in the correct order to create a short
business letter. 18% T 7| &) FiEIEMIAA, SR—HEEHOHLIER.

1 If you would like to set up a meeting to discuss this,
please call me at my office as soon as possible.

[ look forward to hearing from you,

Yours sincerely

Dear Mr Davies,

| understand that you are interested in our new goftware
package, TechnoGeek.

o W
O OOood

KEEP IT SIMPLE: WRITING STYLE
igA: BERE

People in business are always in a hurry. They don’t want to read long,
polite sentences or boring set phrases. So, when you write a business
letter, the most important thing is to communicate clearly and
effectively. @i A+ BEHRTM. BNFREGRTK . TEODFR
IR, Ee, ERSHLERNMNEREEOERESHRE.

& ~ SiX



|

F Here are the three OK! rules for good business writing. ‘
TR 1A RIT PR ol 15 s =& OK! R, ‘

i 1 Don't use a long word, if you can use a short one.

| FEREER A E R KA.

2 If you can remove a word, always remove it. ‘

REM i 15— T,
3 Don’t use the passive, if you can use the active.
| eREhESRTERRES,

Here are some examples of good and bad style, Use the OK! rules to
decide why the sentences on the right are better than the sentences
on the left. FERFXRIL TR —EFH T, ZHOK! FL KT A
LAERM )T BRI,

BAD STYLE GOOD STYLE

| am writing to you to notify | will be at the meeting on
you of my decision to attend Tuesday.

the forthcoming meeting on

the 14th.

If problems are experienced while  If you have any problems on the
the project is being discussed project, please call me.

or implemented, please refer

them to me in person by

telephone without hesitation.

And remember, if you want to communicate with lots of people —
keep it simple. A recent survey showed that one in five Americans
could not understand the instructions on a bottle of aspirin!
REMRGRESREATR, FLERH, BLO—RIEERE, 20%H
EE A TREE MR S A 254 _ERyikEa!
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CHECKPOINT &%%

Now, use the OK!

’ ! rules to im

three phrases. (O prove the style of this |

Bt = ki (( One from each paragraph) gt oy by deleting
S CBRBE ). SR,

Vancouver Services
PO Box 5772

Kent

Uk

Phone/Fax (W) 01334455
(h) 01445566

\ Dear Ms Thompson,

Thank you for your letter. Your computer software package
TechnoGeek sounds very interesting for my purposes.

[ will be in London on Thursday. Can 1 meet you in yout
dignified and centra\ly-\ocated office?

1 would be delighted if you would please telephone me at
home tomOrToW to confirm the arrangement.

1look forward to hearing from you,

Yours sincerely,

Alan Davies

8 ~ EiGHT



A BUSINESS TRIP
— R HIRIT

USEFUL WORDS AND EXPRESSIONS ¥RiEL5&ki&k

Here are a few key phrases that you may need when you travel.
THREGRERITPEENIL RO

At the railway station ... £ kEg -
Which is the platform for Berlin? i etk #5354 28— 49

At the airport . . . ¥l
Which is the gate for Berlin? o é5 &t Z9F— 49

Asking about time . . . ifgiaRtid -

When does it leqve? 1+ 2. Bt4% sk %9

When does it arrive? # 2 v i% 5|k

How long does the journey fake? #i& & £ % k#HH)

And buying a ticket . .. L.
Can I buy a ticket? ET ik —% £°3?
Can I make a reservation? & T viMizx—HkE"57?

If you have more luggage than you can catry ... &% 2 /M7
Where can I get a luggage trolley? = 2 # i+
%9

If your train journey is
not direct, ask. .. P
M XERTHAREE, Wi

Where do I have to
change? K& &AM %7

And if you were going to
take a connecting flight,

NINE ~ @



make sure that your luggage is going to the same place as you . . .
MR FEER L, WRIENTERREOE 8

Has my luggage been checked through to the final destination?
BHRELKLNTERILE509)

Finally, if you are late, ask ... &f5. mR{RAT, @mE--
Have I missed my train/flight? $ 4t X £/ i T 59

CHECKPOINT ®%ij

1 AT THE STATION #EXZFh
Read the information on this screen and answer the five questions.
FiETEFRELNEEHEESTRE,

LONDON WATERLOO
i - urostar

PASSENGER INFORMATION

The next train to Brussels
leaves at 08.30 from

platform 2, arriving in
Brussels at 11.45, The train

1 Which station does the train leave from? ......

90 ~ TEN



