il ll::}mn,m‘ﬁ
! Lollehlt Sk

Rl T
t g 1 :1’-1-11'1-1“.

LR
LR
L
1k LR
bbb RSt L LTETLR
[INIVVARRRRE N gy ey AR
4 LR LML
T T
TN T

FEH T4

¥ i’
M i

A &

L

EAINERE IR | O ‘




BERIEODIEHE

BUSINESS ENGLISH CONVERSATION

4 FHH
mE FHH THE

MRFE B &

Whj

Preei

LiBIMEEE HhRAT




BBEMMmME (C1P) ¥iE

R &4E I B / B %, — Ll EESMNEHE
HhREE, 1998 (2001FEEN)
ISBN 7-81046-443-4

[.Rge IS5 L 8% — 385 —E—#46 V. H319.9

A EBECIPEHRZ T (2001) 0746012

HARAZIT: L3NG AR
CLAFSMRUEASEN )  B5%%: 200083

11} 1ifi: 021-65425300 (HA#1) . 35051812 (EIFIE)
M8 FH: bookinfo@sflep.com.cn
Py bl http://www .sflep.com.cn http://www.sflep.com

BITMRIR: MsEu

Ep Ri: b L A FE e R

I A: 850X 1168 132 EK 7.5 L4 HE 186 T F
R MR: 1998 1E 8 FIM 1 AR 2003 46 7 HIE S KER

ER ¥I: 5000 1

+ S: ISBN 7-81046-443-4 / G - 695

E 7r: 1100 5

K P50 A B T AR AR, T i A i



haf{l7

Hil

MEREFAWH - FRLEAR FESHREEZFEA
G XA TN B SR B, KNI
BAERES ALAXEAEY HARERSESD P . BE R
HEEWER (% 3 E 0 iF # 42 ) (Business English Conversa-
tions) £ —E A RNEFHFA LR A ATEHARNRA X
HEUVHFATIRENBE S REDERMN. AFRTUENFS R
BTHEWE A B EF A PRI ¥R EE O ERM BT E
AEBUBBMANREEM L TR AL E o EEaH
BREANGE N P RGERA X BT EHRTHSED SRR
A F,

RTREANABRE BBz BRANEEHREME T
MeEFHER REREAEF IS EOER AR ARLE
E¥IRRTAL. AR ABEEREHAFEEN LAWE
M. BEERALRHEGRARTBERFWER, LA M REKEA
FAHABUEWHE RENRFANEETRAARRHL LR
WEABE WERX AR ABERE T E X MIBHERT H
WHAEB AAEEIEESERXREF, UH ¥R AEH*
BERBLHEHNEE DAL GES .

AEBERFARNGHLERNR . BRHR.F0TH
B

D BEETHRXATEEA, BEX ETXFMMNEH 8K
WRPIABEXFERANELGR,

ORUHB FESR. BEAHFHNBEATEZSRR
HROEAAAE,

] —



(DFEBERR ., hBBEEN AHRERIERAEAS AN
T FTAKEG R E AR - TiELEA,

DFETEHEERIMGBREFAG] LIAHATABZRE
GHFFEF AR REZ KL . T HSBHRERE XA S A
HEMNGAHR EAABAEL NERFREER LB AR
BOEARAGANES., EHTTERNRHEMF L AR LT
(i 5B BARAERSABFAENF] (. ABFE R
FTREF)HALLHERE T I AT RN A&, —
FRmEIPEFNAE, KFZBRPHBBELI RN DR E,

FNNBREETEERNEOERIER L A AER
ABEEMHRERMANBELE N A A THRESEXRES Y
RE AHBFHETEHEBR RO R ENN S AP ANET B E
AFERRBESNEEMHHEINA.

GHEETEWARAN T ERXE UBHFANEF LY R
F 3 RE,

AHEBELS IDAHFET, BERTHBERHENZFEAR
BB IRHR 6 RH T E AAFTE S HATFHNHE
¥R, DERAHEREFETHEEEREKFITHR,

FEEBEARXURTAE AN ETHF .,

AEBEHEARY BT LANAEEASRN LB HE
HAFHE AR ETERNEH.

GEMSFABUEHAM EEAMATHERIRBE.AF%55 W
B e R XA EE R R EFE.

¥4
1997 £ 12 A F
T ENEEAE



CONTENTS

UNIT 1 FIRST DAY IN THE OFFICE (8 —X t¥)...... 1
UNIT 2 APPOINTMENTS AND ARRANGEMENTS
ALE5LH) i, cevereneees 13
UNIT 3 CALLING OR VISITING CUSTOMERS (??
WEP) . . cereneennnn 94
UNIT 4 CUSTOMER’S COMPL AINTS(@F‘?@ ...... 37
UNIT 5 WORKSHOP (#£%d)) . reereeeeraee e ieeeee 40
UNIT 6 SHOWING SAMPLES (}E/T#m) vevereen 59
UNIT 7 DINING WITH CUSTO\/IERS(HEF‘ i@:&%)
-+ 70
UNIT 8 SOCIAL CUSTOMS ((E&38) wevveiviiriinecnnenns 80
UNIT 9 HOUSES AND FLATS (BB veurerenieeeeenee 9]
UNIT 10 SIGNING CONTRACTS (ZA&F)  cvveeeeevrens 102
UNIT 11 MEETING (£30).. B B 11
UNIT 12 SALESMANSHIP (%&%‘é) e 126
UNIT 13 BUSINESS NEGOTIATION (7 %vﬁ#u) ......... 138
UNIT 14 CAREERS (F W) .. etreeneeecnitnesnieeneenees 154
UNIT 15 JOB INTERVIEWS( %mﬁi) creenenes 167
Appendix 1 %35%%%. 186
Appendix I W7 JIZR T R F UF v e 216



Unit 1
First Day in the Office

(5F—K L3

(BLRA S —~ R LB L R T HENER BITRY TFHE &

T H AU T E R E SR R

(D Bk —F B Z ARG B C M AL, AT LX) .
Excuse me, is this the... Company?

(2) BN 7 84 AT DA A BR 37 9] 34T ##F . Good morning,
I'm... / Good afternoon, I'm...

(3) FK#HB, ALK . Mr. /Miss... , [ wonder if... /
Could you (possibly)... /Thank you

Texts GE30)

()
Miss Lin: Good morning.
Mr. Brown: Good morning.
Miss Lin:  Are you Mr. Brown, the office manager?
Mr. Brown: Yes, I am.
Miss Lin: I’'m the new typist.
Mr. Brown: Oh, yes. What’s your name?
Miss Lin: My name is Lin Fang.
Mr. Brown: I’m glad to meet you.' We have a lot of work to do.
] —



That’s your desk over there.
Miss Lin: Thank you, Mr. Brown.
Mr. Brown: And that’s your typewriter.
Miss Lin: It looks fine.?
Mr. Brown: And please call me Peter.

Miss Lin: Thank you, Peter.

(1
Lin: Is the accounting office on this floor?
Clerk: No. It’s on the eighteenth floor, the floor above. Our

firm has two floors in this building.

Lin: It sure is a large firm!
Clerk: Yes, it is.
Lin: Where’s the sales office?

Clerk: It’s on this floor. It’s down the hall.
Lin;. Whose office is that?

Clerk. That’s Mr. Carter’s office.

Lin: Who’s he?

Clerk: He’s our boss, the General Manager.

(I

Alice: Excuse me, is this the B & W Company?*

Mark: Yes, itis.

Alice:  Good, then I'm in the right place. I'm looking for Mr.
Brown.

Mark: You’re early. The office doesn’t open till 9 o’clock. * It’s
only ten to nine.

Alice: D’m reporting for work today, and I guess that I was a

-



little anxious to get here.

Mark: Are you an accountant?

Alice;  Yes, I am.

Mark: Oh, then you will be my replacement.® My name’s
Mark Smith.

Alice; My name’s Alice Lee.

Mark: Mr. Brown will be glad to see you. We have a lot of
work to do.

Alice: 1 hope it is not too difficult. ’m a little nervous this
morning.

Mark: Don’t worry. Youlll be familiar with it all in a couple of

i

weeks.

Patterns (G &)

(1) Are you Mr. Li, the sales manager?
(2) Are you the accountant?

(3) Is the Top Company on this floor?
(4) Is this the B &W Company?

(5) Where is the manager’s office?

(6) Whose office is that?

(7) P'm reporting for work today, and I guess I was a little anx-

1ous to get here.
(8) I hope it is not too difficult. I'm a little nervous this morn-
ing.

(9) The manager will be glad to see you. We have a lot of work

to do.
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(10) Don’t worry. You'll be familiar with it all in a couple of

weeks.
(11) T was told that I could find Mr. Smith, the Personnel Man-

ager here.

(12) 1 wonder if you could help me with those figures?

(13) When will you be available to begin your new job?

(14) Mrs. Carter is the sales manager . She’s a senior executive.

(15) This is the sales representatives’ office. Ours is on the third
floor.

(16) You have to do this job step-by-step.

(17> You shouldn’t make any personal phone calls during office

hours.

Notes to the Texts GEFE)

1. 'm glad to meet you.
REXERLE.
VWS AL, A T RRALE, % % 7] LI Pm glad/delight-
ed /happy/pleased to meet you.
e.g. (1) A: Hello, 'm David Smith. (ff#F ., BRE KT » & %
)
B: Oh, hello. ’'m Li Hua. I’m pleased to see you.
(B RtF. RESFSR, REXIEBK.D
(2) A: Mrs. Smith, this is Peter Brown. (3 #8754,
X RS - B
B: I'm delighted to meet you, Mr. Brown. (f§ & 3%
WER AT B A )



2. Tt looks fine. & A% .
# % ghiA look fEBRIE B WA RR“E L EEAR".
e.g. (1) It looks interesting. ( H{H/F L EHEHEHK.)
(2) You look beautiful today. (4 KXHEHER,)
(3) This color looks good. (XBEE XA A%.)
(4) You look tired. (f5F L XH SFEHE.)
(5) He looks unhappy. (M1l F A &%)
3. Excuse me, is this the B &W Company?
Wi, X2 B W A e
3 AT BRI B B B, S i3 Excuse me, ML E R,
e. g. (1) Excuse me, is this the manager’s office? (i, X &
ZHEPNEG?)
(2) Excuse me, where is the post office? G [, #f J& 7
BILD
(3) Excuse me, can 1 use your phone? (X A2, R gk H
— TREBIED?)
4. The office doesn’t open till 9 o’clock.

NAEP 9 &F L,

not... until /till FER“EH R +eeee Feeeee PRER,
e.g. (1) We won’t leave until we have finished the work. (H
AME TERNASEF.D

(2) He didn’t come until 11 o’clock. (11 £fA4 3% )
5. Oh, then you’ll be my replacement.
LR R R B R
my replacement(here: someone to take over my position)
e.g. Can you get a replacement while you are away? (£ {5
T EHEARRER B BRI AG?)
6. Don’t worry. Youlll be familiar with it all in a couple of

.ks,i



weeks.

AL, LA B BRE 2 A B X — Y.

be familiar with (here: get to know something well)

e.g. He is familiar with English. (ft A B H&E )

a couple of (here: a few, several)

e. g. He will be away for a couple of days. (i B FIJLK,)

c.{. I saw a couple of men in the doorway. (FE W1 OH K
THEAND

Exercises (% 3])

Lo B s iR SC L, JFBEIT X iR 4R .
I W B E A BT A,
U, 224 B 0K 58 o 5 508 24 0 42 nl 3R 2

1. A: Are you Miss Li, the office manager?

B.
(a) No, I'm not. What are you doing here?
(b) No, I'm not. Who is he?
(¢) Yes, 'm. What can I do for you?
(d) Yes, 'm. What do you want?
2. A: My name is Anna Wang.
B:

(a) How are you?

(b) Thank you.

(¢) ’'m pleased to see you.
(d) 1 like your name.

3. A: Excuse me, ?




B: Yes, 1t is.
(a) where is the accounting office
(b) are you the general manager
(c) do you know where the accounting office is
(d) is this the accounting office

4. A 1 hope it is not too difficult.

B: Don’t worry. You’ll be familiar with it all in a couple
of weeks.
(a) I’'m happy this morning
(b) I’'m pleased to see you
(c) 1 feel sick this morning
(d) ’'m a little nervous this morning
V. FBT % 508 s iR S R 304 F R i R 4
. ’m glad to see you. (pleased)

. The office doesn’t open till 9 o’clock. (open at nine)

1

2

3. Then you will be my replacement. (replace me)

4. Mr. Brown will be glad to see you. (happy)

5. You'll be familiar with it all in a couple of weeks. (get to
know)

V. RENEZHRT I

1. A: Excuse me, is this the Import & Export Company?

B .

A: Good, then I’m in the right place. I'm looking for Mr.
Smith.

B: You’re early. The office . It’s

only a quarter to nine.
A: ’'m reporting for work today, and I
2. A: Good morning, sir. Is this the accounting office?

777



B. No. It’s , the floor above

firm has two floors in this building.

: 1t sure 1s

Yes, it is.
the sales office?
: It’s on this floor. It’s down the hall.
is that?
: That’s Mr. Carter’s office.
?

> = ==

B: He’s the general manager.

VI R B B o A DU R SR

A
o < O

: Are you Mr. Brown, the office manager?

s LR E.

: I'm the new typist.

: L RB Y

: My name is Anna Wang.

: BEAPR . BRITBA G L EEH RO EFERIL,
: Thank you, Mr. Brown.

: BEITFHRKN,

: It looks fine.

B.

D E >R >R >E

Good morning.

MBEBEFT.
Thank you, Peter.

. WiF%E.

1.

A: FRELXEEBRIW AdG?
B: 2K,
A R T RELF B LA,

. Our
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Student A

Student B:

: MR
: B,

: XERMFEG?

AR EHE B8R, RI~AAHESEE.
PAF- Y B ONLI N

: FEH .

: B E ALY

: MEX R ERITR K.

: MEWER IR E?

: RREEAMN.

HRET,ARIER 9S4 P HEA 8:45.
A KERME LHM, BRERERR T A,
£t 157

You’re a new secretary in a large computer compa-

ny and it is your first day in the office. Ask your

colleague or the manager to help you with your

work.

You may use the following expressions

I wonder if you could help me. / Could you possi-

bly... / 'm sorry to interrupt, but... / Thank you

very much for your help.

You are the manager. You are showing a new sec-

retary around and helping him/her familiarize

the routine work.

You may use the following expressions:

Let me show you./ This is .../ Don’t worry. /

It’s fairly simple. / What you need to do is.../

I'm sure you’ll do it well./ You’ll be familiar
— 9 —



with it very soon.

CoWT I gR] GRIBITITNA REERER):

Pre-listening Vocabulary

laboratory (abbr. lab. ) SZB;=E panel H4R

cassette & R REH control panel # il i 4K

cassette recorder -K &, 5 & #l application B 3§, H 1 £

operate P {F

1. What is the woman?

(a) A recording artist.
(b) A French teacher.
(¢) A student.

(d) An engineer.

2. Where did the woman learn the information?

(a) From a friend.

(b) At the high school.

(¢) From the student newspaper.
(d) At an employment office.

3. What is the man doing in the conversation?

(a) He’s explaining the language laboratory.
(b) He wants to know where the tapes are.
(¢) He’s showing her a new tape recorder.
(d) He’s recording her voice on a tape.

4. What does the man say about the language lab?
(a) It needs to have more French lesson tapes.
(b) It needs to have its controls repaired.

() It is different {from all the other laboratory.
(d) It can be operated rather easily.
10—



5. What will the woman do right now?

Li.

Wan .

Li;

Wan .

Li:

Wan .

Li.

Wan .

Li;

Wan:

Li.

Wan .

(a) Change her class schedule.
(b) Fill out a job application.
(c) Organize tapes on the shelves.

(d) Work on the French lessons.

Additional Dialogue (3&%p3f1FE)

How do you like your new job?
It’s interesting, but I'm still pretty confused.

What do they do in the accounting office?

Oh, a lot of different things. They keep records of all the
company’s transactions.

That does sound very interesting.

The computer does most of the work, but we have to give
it the necessary information.

What about the payroll?

The computer takes care of the payroll, too.

But what about the people? What do they do in the ac-
counting office?

Well, some of them handle the accounts receivable and
the accounts payable.

Do they handle the budget, too?

Yes, some of the accounts keep a running audit of the

budget.

1. Answer Questions:
1. What does Wan think of his new job?



