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MEEERERSN A A RINE, /FHRIEMA TR RS LA (World Trade
Organization, WTO)Z )5, RE M E IR R 5 E R BRERE, AR RSLHAT
WHE—-GBEMEERBEB/AER. ATENMIIRS TENEE MBITLARR
EbRR 452G, TUHN .2 HE BRESFEELEERERESE, MigH
R RIBEE B RN L EER LTS PHRELZ IS,

SUBF R 47 SR IEH (BEC) B ER E LT E I 10 4, HBIRE,2002 EH %
REMAPT R E. B R 2002 4£ BEC2 XX MBEFHBRKAEN, B& K
2002 = R A& BEC2 i E £ I M I @A, [ et » th 58 2238 6 5 0 3
ERE S IEF RN EEH EARE BN SRS HIELRAER
W], fEL 3 P A 5 2B A SRS B R i, A R R AR — B . 3 o ok S, B
AN B A, RN RS — i S L R ERR S EE KT, Eil,
AR BEC2 B EMAME M ERE S LB A, URERE S EIBLIEE
H.

AFFHABEHEREK E0E BT — BERAS, KABSHS RS
KERE FHFRIAEEREER.
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(—) AR BRI RIE?

EFEFRIEHCRMERS RE MEEHR FEERATREHBI M NIE.

HFREFRIEEIE, AHEFFHE AERHERERET MATRBBRE. 1

FIERBHFEEMABTLEMEERASEENEABRS. E5 AN FEERS S
EE EHRBANENEERBEE DA €AY RET LTS, XTI 615%: 5
RE . EEeR . BRSIT. EREH. EFEEERE.IT.EF. EH. DR LUEE H
&%, HEER. AHFEEFR—FBINET . EMRERE AEERESFTRTHEA
HIBE.

() BH ) E R 95 KR ?

1. EE-ENHERFAC. GENIR

AR S REAERSMNR A . ¥ IFEZANB T EAFR? FLEHLHHEELT
ESMTIEARKOE S REREXSMIL S N BD SN H S LB EHIRE, PR EXE
FRETHREL. FHEESMHSRERERRR TSN BEC XHEMHSHLBELRK, 2
HELRE T EHIES MNPRAEBERAEABTSFLENT]. SHARERLE, Fio2
EREEF T BEC HRIEH, BRI LR, A LR ERRESESPRRBEHA
M KEEREARREFEEMAE, HRESHE LTRSS,

B, F SRR R ENREESEMAT TR SR ES R EENT 3.,
5 AFEEFELFEXLFTEE - SHEM. BEEF. . R.SREERANIERLE
PREFEBRAL EE AEANEFRBIRKRIE. S EENLERE SN ER
B EXM AR HF AL EE HREEBA L, B, S ANZNACEFERE. TEHA
H B &5 B RN S O R A

(D L FE.

in-tray 35BS 5 B RIS ORI B SRR A 28, BIIR RDUE KW I BT R0k
BER M EH AR EHRM out-tray(K L) . Him.

When I am away, please help to check my in-tray. RAERE, BHEREERI W
%, :
Jacuzzi  JFORR— MK S35 BE WA BT B AT LA SR 48 K S #R BEVA ST, I4m
Our suite’s bathroom is equipped with the modern jacuzzi. F{1%[q] MnEEEERL
PR EE VAL .

backlog fRELBEHEEERE KM KN FRELENRERY. Hlw.



As we have been carrying out an inventory control, there is a backlog in processing
orders. B FRN—FALTHAREE, LHITERESERYBE.

overheads MIEERARMHE ¥ IFZ, i 2%, X A#H REWMBEZ. Hiw.

We have some money indeed, but we are very sorry that we cannot return the money
now, as we have to consider our overheads, LA EEL,BLE,FHEHRK, RITBATAEE
EXER, BARMNEZERING B HEIFH.

(2) WiBHME.

unsocial hours 1§ 5332 E S vh R M B E] . RATEHH TIEZ R M #AT A E
3, BT LA, unsocial hours H gt & #8 0 FE 96 a) . 5 4m .

We should emphasize the large extra bonus for working in unsocial hours. /5 24 & ¥
XtHIMMBER BB L

flexitime system MIEEBR“HWMHETIERE". FBERETHEHBORE—MIRETHER S
REAEETHNENLERNE. Sl EASXTENANNTHN, RENLF+ S48 F
FERAR—RPRACKIETE] AR 4 S0 EM T LR LEE % 8 5 A S50 9E, 700 tone 3
BIAF LB P A —EENE TS T BE, AT ASR BT FHE. fb 88 508 7 19 T/ i ] (o
10+ 00~15 ¢ 00) MY {8 core time, R 1% ¥ T {F i (8] 1Y f§f flexiband, 0.

The first item on the agenda is a discussion of the management’s proposals on flexitime
system. SXWHHFRBE—TRIHEE T R H oM TS,

living out of a suitcase suitcase WIRITE R ERROB T UG BN EE RS Y
WETES. Fln.

My husband is a sales manager. He is a man living out of a suitcase. Tt EBEZ
B, ERNEEN.

make five clerks redundant redundant HEER“E /M7, U REENEELE, BRA
. Bl

Our branch is badly overstaffed. We have now decided to make eight clerks redundant,
BRI AFREBR , RITELRERANE.

health food ABREXNEEEENA,THELSBE MEBERR ‘AN, HELRKR
57, #in.

The quality of the health food must be strictly inspected. R85O BB 0 0 AR 4 3

() MBHME. .

We hereby confirm... . BEWIA e

Our firm had a bad year last year. EERAFESERE,

Enclosed please find. .. BEBKH Leee ;i 20K,

I can’t share your view on that. X4 AREER .

J‘X%ﬁjﬂﬁﬂﬂﬁi,{E§M§JE&$@%ﬁ%?ﬁfﬂ*Xﬁﬁ&#ﬁ’ﬂﬂﬁ??ﬁ*iﬁ#%$o
FRESHRXE -y ANARMEE, XM,

If you don’t pay us by the end of this month, we will be forced to take legal action. #
IR H IR K, R RBFiEse,

As you will see from my enclosed cv, 1. .. A B B A A B8 ch AR BT A8 4T, B e oo

4 B 7,



HEBRARECEY, HRAEHSAE T, BRLEH AR, X, S5 580
Fkid. Fin.

literature F§% EF T, literature 1§ X F HE R, 3 00 7= 5 1 8 4 (instruction) . 7= &
H 3 (product catalogue) , 4t B 3 (price list) %, #i0.

In order to market our new product, we have printed fine literature, 3 T #E&5 &7 7= &,
RITENTHENE TS,

claim RE. #l.

We claimed on that shipping company for the loss involved. ATHMRAZAFIRAE XH %
it el N

On the basis of the survey report, we hereby register our claim with you for stg. 3000 in
all. ARUEALE R4, 45 10 45 07 38 11 R , BB 3000 4%,

reference LR A UEBACA) ., #ilim.

My reference will prove to you that I am efficient and dependable. & 548 1& A M i AR IE
AR TAE R R Il (SR

Our reference is the Bank of China. %75 B % {5 7 iy R ATHAR

outstanding accounts BRI HM ., B0,

We hope the outstanding account can be settled within this month, Otherwise, our
accounting department will consider changing the conditions of payment for future orders, 3
I3 BRI 4 A g Rk 25 , B I TT W 55 WA PR R B A

extend my range IHBEABE. Hl.

I am keen to extend my range and am looking for a more challenging post. B+
BREMA T, EAIFRETH R,

debit note {5 50E 152, 45 32 07 8 1 3% 77 W IF 4B IR A0SO, BD B 8 T, BHERTE
161 8 H0) 3E 77 RL AR 3K 7= 5 18 3f 7 Rh 4R

credit note EYULEM A, 15 FHEANEIRE K T &M E 7B H T80 B &
WK BB, B EFIERYHEER. B ERIKNER,

(5) [ SCA L3 SCAR) 4B B3R B9 B

*JJ%%‘@@EX‘TFﬂ—?ﬁ%%%q’H‘J—‘%rﬁ])‘(ﬁ]\ﬁ}‘(iﬂxfﬁfuﬁﬁ%;ﬁ?ﬁ’ﬁfrﬂ%ﬁlﬁi*
B TSR Y, 28 iR . BN : credit card (S FE) 5 letter of credit(f§ FHE) Z 6] 3 3L 2
TRFERMEERMIMEEES . X0, quotation M offer MERNMHER . A 2K F
W7 HH.RRARMEERFERD, 0 . firm, company, corporation, branch, incorporation,
subsidiary,affiliated company %, B 18 & A M RFWR? X40.B/L 1 B/E FHazil u
TRZE LB .

cargo, goods, freight commodity cargo & X 5%, BE M. ISR EY ; goods 8
BYH & LR, EAE cargo FIIEH%. T 4 % "] i cargo i goods: We’ Il ship the
cargo/goods tomorrow. (R i1B8 H ¥ it 5% % 1 .) goods MEZHRRY BEPHRE MR
goods, A& cargo. FFLA, FAJH goods ABEFH cargo % . When the goods are available, we’ll
inform you, (—{& 8% T LLAE R , 0746 58 %1 88 57 . ) freight R YIRS , # 4 T cargo, {HiE
HROKBHRRY  EEERIE R, freight TTH K5 . RiE M2 ZEMHEY . commodity £ iF 2
HEF*2H, . BERHS. MBMEFR"HEER commodity economy,



order, indent order 2/~% F ], 7] LL$5 9 B A Sh O 1 B 2 5 . indent X R 35 15
B EERIRATEHKER, EERIEP AR (agenOZ X HFBZHRABWRYIFHKER,

affiliated company, subsidiary, branch affiliated company(EE X&)% THEEKIEN
associate company , 5§ BB 200 ~500 A A —FKAAHE. KEBERIIER“BREA
B, XMAREERLNEFT LEMIN, EEFEAREIFERERI 2/ LTEH.
subsidiary 3§ 72 A, WAl B FE R L LA A, KRB — ¥ L £ B — K2 Cholding
company #ERABDHHE. EEERLEMS M. BHLENZEAR N ™HKER . branch
B NELERREEAR®, 25 LR RS W,

lawyer, attorneys, barristers, solicitors attorney(3€ EH#iE) MY F % HFKE solicitor,
B ,attorney — it H FH7E power of attorney (A FA) & a letter of attorney (R )+,
solicitor 7E 3 [ 4§ 7E 4] 22 1 Bt th BE i) 2 U , 8 O 7 U (barrister) X4 B F 78 & % B B 1 BE (9 72
V. FEZEME barrister 3§ AT LAEAR AT Bk B th BE A A . lawyer R %817, 2 H5 80, @E L b
JUAN IR B 48 i — YRR U

MERB¥IERLERBERY EXR ARG, UEETE D ERFHXSRT S
Sb, T R B AT G 4

2. ARHREFABAEAR

FIERRFRBEAEATHE LNOEGRE S HRESFHAR, THEYSHRZF]
T, WITO RA EHEFRENERRSWHERAN, RIVEFLETH 0L KEF
ZFAHHARKERSHRE, RAE X S HAWEELRERG N, S, 28E APEC
& Asia Pacific Economic Cooperation 48 iEX R 8. B E T4 APEC B— /R 5 H &t
ZHEHFABHATHENRIE, EAE—-PEERAVE. X0 WTO, K ZEHBHE T £
World Trade Organization B 458§ . EARHE WTO 5 GATT((RHEME ML EL? Sk
BRI N S B R S RIEN AR SAE L EXIE,

3. REEARHSRERAXTUNEXAREREAEHEER

WMEHR, B A FEESRBERAS 2RSSR, o & 2 55 26578 ) 5t
ARCHMT R FFEMEXRNANEE L BEFRE. H0, 3458 L/C £ Letter of Credit({5
RIDREENAS FETHREAENS L ERAEZETHRERRE. Marketing Mix &5
REHAEG WA, BHAEDIKIEH AW K AT %5 %8 Marketing Mix 5§ £ 4P’ s,
4P’ st mApL P F LB F B B, B . Product, Price, Promotion, Place, HH4n,FOB.CIF 4
FlI3 B Free On Board, Cost, Insurance, Freight, SAE BTN ER BT RN MA A Mk
FHEARS ., BETHREMNRRZ L, T R AR 45 FAR I,

4. FIEGRHEEIR,BAHEXE L MR

EER RS REFEIETEER AP0, IARES”, 0. UERES S P, L ERS
L ERER EHER EREEIEEXS,

HEARRERE S HEABR ., 2ETURE A BHERRTS G Ol %) a9 h
SCREM AL S AT GBI 490 0 D 0 5% B0 — B A SR, SR i 1 T ol 45 60 3 A 388 4 0
B RE.¥IEBEGRRE H ¥ RHIIERE,
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EXAF EZHAE DUFERRSE LERTE,

AP RYREZH KRR,

(A) BRERE &

(B) HaEaR . AE

(C) BXm&MHAAREN 13 /\ﬁiﬂhﬁ)

R AT .

(A BRAGERTRABHER . AEER NS . 25058 . BFRERBE
%)

(B) R EEEZHME

HERRYEEERRE.

H bR 32 At .

(A LR AR . XH

(B) ¥ LA

© ERE

EBES5HE.

HERHAS TR

(A) 84518

(B) L 5% &

(©) HiR5#4

(D) MERS

(E) X5him T3 8 %

(F) H®RZ5

AR, BHFREFIEEIBARADGH AT EREGAD S U ML R 2% 2

¥, ,\%XTIFE‘BEEJB‘JEZKEE%&%%,%% EEENRBEXRSAXNEBRRE.

N EFACERSF AR . EHNER . BRE*®.
EEETEEASWERDRER B REEIE NI EE S REREBRE

O
(2
(3
D
(%)

A HEE,

B B i < SMIC L E PR R T R — MR

H R 5 :4C #11 (Competition, Contradiction, Coordination, Cooperation) %,
BHER. - THAR EHAS BRTS . RREHNS,

HFA R AR WTO #hE U (AR ) iR Em e,
HROBERE S RIEMER . BRSSP EES R —aiEmEE,

BiFHHEA .
R Hr 8 (Quotation) , F # 8 (Order Form), L £ 4 A (Contract), {5 FI#F (Letter of

Credit, L/C), 28 (Bill of Lading, B/L),fiZ5iE 8 (Air Waybill) , 8% 8. (Packing List),
FAE A (Advice of Shipment), R K ® (Insurance Policy), @ £ E (Commercial
Invoice) &4k,

BHEA -



£ % &l (Bar Chart) , Jf &I (Pie Chart), Ji#2 & (Flow Chart), i £ & (Graph) , A SR
# & (Organization Chart) ,4325% B & (Classification Chart), # % #8 (Map for Business
Purposes) , 2 T4 & (Pictograph),iz#i#s & (Shipping Mark) %% .

RIEA:

TiH7 (Table), #f H % (Price List), H B & & (Agenda), ¥ fi fR KX (Balance
Sheet) , #i 2§ % (Statement of Profit and Loss), f|{§% (Income S‘catemept)/—i"‘?%‘kjr—-°

Hep  WEaMERRBRAVE—EBH, MAKRK.ZR.FREWME ™. ABMBE AR
BREMESITHRE., BEOFEEATUTHEE" AR BEFANENEREGSEH,.BEH
TR EMRED,. DLW EThHINME., RERBRE LR ~MLWARVAAR,
AU RE iR e R, MERERBESLEA G . 2E . FEALAKHE
REEWSHBELAPRE. EE—-KISRIR, TAAEREMRLVHLERE.

STEEREREBRER EEEEXHIE, THAIER, HEPH—EERREFERH
— ST HE, AR RWARIE force majeure(ARTA[H1 /1) ,inspection(B K ,irrevocable
L/CORMT {5 b % . ‘

SERNEBEER . EFEAR FIEEAR B XFMEHELER.

5. BUITRERBESRFNS

HRAS 2 . €ME-VERRFEDIEAHNEH. EREFEEEIELHNED
EEX—UTA. AEEFMEANMNESFSIS. TUESHEHSHN B0 BHEF RS
B BAEERBAXRES, TR,

HA BEEIEHIESRXE, R T TRERAPEEAL%IE LM EERRE., “China
Daily” , “Beijing Review” % H [F H ki #9 # FI 8T LL2E 8 o B s & FF P — S0 37 19 3518 81 .
i : quicken the modernization drive HiI{RBEFL 4L 2 1% , anti-dumping code FZBi8<FN, &%,



2 BEC 2 BRIGRHRETS

2.1 BEC #F & &AM

(—) W&

BEERESE EE R TS (London Chamber of Commerce and Industry, LCC) 3R
R(LCCIEB) MBI & KiBX K. Wb, LFH B S %5 %% % R (Business English Test,
BET),1998 F EWTHHN FAXMH B4 6 AM12 AR, A=/ % . VR . FRAHE.
ARERRLIMEERE%E, BR,BECREEMW.

REMMKEHAEL, KTENOBFAEERER £ (University of Cambridge Local
Examination Syndicate, UCLES) $ BEA X ER# P2 B2 R E T HRBELE R, Wb, St
518 B N R L LU 3EIE RSB K EFL(English as a Foreign Language) %, EZERSESR
100 FMERRET R BESMOABHL RN EESR 100 25,

B BF B % JiEE 45 (Cambridge Business English Certificate, BEC) %k F 1993 4 11
HRAEREEE LR NS 347, BEERRPEERHFTRER PO SERSIH A2
HWEHTE. &4 BECERCRERES BT AMAKBK.

(Z) BEC #i

BEC %43 N =% : $1 & (BEC1, Preliminary) . # 4t (BEC2, Vantage) il & % (BEC3,
Higher) , —#3ki,2 il BEC1 #1 BEC2 £ XL A MM T L, WEAMEGEHSKE T BEC1 f1
BEC 2 Bix%iL# % 4. BEC1 1 BEC2 RN FIERREFHH AR, BEC3 £RE
R E bR B %W %8 I B % 3R (Certificate in English for International Business and Trade,
CEIBT),

(=) BEC i K4

BECL.BEC2 fl BEC3 % ) K 43 (Syllabus) B3R # A — B, H AR 3 8 IR [ 7 % 5 26 py
BHERMEEAFTAMR. 1,BEC2 BREREZEBREME, i BEC 1 EREEAERE
EEWFME. BECI MEARTHSFE TN R 2. ENLELE, BEC3 R ER AR
B, HA R R HR E AR R BB SR E E R TN,



(P4) BEC ZiAMN %

BEC XX X EREZANESRI. BEY . RH.E.FWUANTEH. XENBRINES
FEALMERFARX. A EFEENEEEL SHENE,

BEC ZRAZERM O RKH KIS . EXREEHE . SHEMKFS.

BECH R REINBFEANNEEIES .

(D ARFEFGEE, MmN, ZHSURAS, BB N LR, THELKR,. EGFEA
%

(2) BHWF  MERBOER, ERAE, V5 RE, RASEA, YR ZNXH2F;

) EFREXBRET MEHET AFRE. HRSHA AR . EERF . EZHF. &
M, RTBRBE;

D) RREEH WARNB . NAMA . EFTLEREBES,BEBAS, AFANA, R
B.EmBRRE/ERE, ] ERUE;

5) AL, MKARA, B IREHF, 3G, XBILIE, MR RERDAFEH B
%

(6> b 55 HRAT » I IT LR ITRAN , AMERIE 185, W3, IR %

(D MHSHREEF, MEFRE. L6 ER, R, R, ERET%.

BEC BBy RHSCHA SR AR, B F e RIB, 2WER. E5F,. &85, 8
A BBREH.AEES . MM, RS NIE, HLXE. FRER(NMERS TFHERLR) . 3t
Ay, mRER.MERE.

BECE# XM EELIPTAI LY. B—HF - REELEFR NEER. BS54 . 80%: 8
ZH4r,BECl BE EE RN 4% . BEC2 EE RS MER BN HE,

BEC MW h WA —BEBIESE, WR, B, 7T, B ER SR BBEMHHLE,

2.2 BEC2 B EH AL

(—) LISTENING
XA BERABEELRE,
(Z2) READING

Part 1. 8% 5 FORARIAG WA B4k, (R, JF R A 0 58 8 57 A9 48 SCFT BB sk o B 43 A 1Y
NI — R CEA R . CE BRI ] 250~350 4,
Part 2. BB EBAEL. EFHEERH 9 MA~DRBRLE 7 MNA~G),
Part 3: BIBISE LML, BYUKREFHFN AR E RN EE. FEBE 5 450~550 #
FHXE.F 6 T EEE.
Part 4 . BERIEH AL, R UK FEHIF N AR LR K T EIEZ (cloze) .
10



Part 5. BRI ML, FAROG M —RCEK 12 17 R B E R B (extra word) , KHH
HAT AT ABAE BRI,

(=) WRITING

Part 1. BIRIAT, ,HE, BEREEEHNERE B REEN 40~50(JFk K 30~40),

Part 2. BRI EAAT BE, BEREAEEWNAFHH D] 120~140 B30 2 (JEXR K 100~
1203 ) . HAM BRPAEEMERFENER . ERELEFHEEZSEL.AEHEER
Bk,

(l4) SPEAKING

Part 1. BARZ, BIEER 3 240,
Part 2: BRFARK —WHF AT HERE. RE BERFTHRERNATE 1
RE, AT RIS . X EN 6 45, fli. ‘

Topic Card 1

A: What is important when ... ?
Selecting a business partner
¢ Personality

o Capital

Topic Card 2

A: What is important when ... ?
Founding a branch
* Location

e Size

Topic Card 3

A: What is important when ... ?
Marketing a new product
* Holding a presentation

* Distributing questionnaire

Part 3: B4 Z KX E. FEAEEITRMNEE (opic) , ERE 41104 3 44, 28
RIEE XM RN AXE R A X WIFERA ., SEHEES S8, fim.

11



