5. BERENLRIIEM




cESREEERRAS. BEREMKIATIEM

W55 3L iE 0 s

s F 3 % & AR AL
Publishing House of Electronics Industry
Jb3¢ « BEUING



mEE T

AEMFA TEW3)” HEZ, LAGRENTTIEGH, SEVTRALRANE MY, /HEO
W, MEWELS, BAEH. BT AUAT/UAENAZE: (D SEHE#&%ES) (Business Routine)
(2) %% (Business Reception) ; (3) B4 R H (Business Negotiation) ; (4) A 3 (Business
Transaction) ; (5) £5JC (Settling of Exchange) ; (6) 458 il 5L H1F+4 (Business Registration &
Document Archiving) . AP ANRML, W™, ARMIR. XHER. IEARERS, SETRAS
3. BEAMREASNERS, REWRIETZ, BRES, BRSTHETEM, SR REll, $4e%E
ATEE LREA.
Eﬁigzﬁﬁﬁqg%@ﬁﬁ5~ﬁ%ﬁ%%ﬂﬁﬁiﬁﬂﬁﬁyﬁﬂ%ﬁﬁ%%ﬂkﬁ%%%ﬁﬁﬁ
FHiEsEH. '

REVH, FEUAATREHSDHREBZHIHLTAR.
U, BB

EHERSBE (CIP) ¥R

BEEEOE FREER. —Jbx:. &7 0 RARR, 20111
LEEREETEEE S BB RETIHG
ISBN 978-7-121-12730-4

I.OF- II. @F: M. ORF—EE-DE-—REER: SREE—HH
V. @QH319.9 '

R E A EHE CIP FRZT (2010) 3264254 5

FRIGREE: XA
CFERE: B OE FARE. SR
B R JEE T RAEER
4% iT: ZAWESSEEEEAH
HRRRAT: B Tk AL
bR THRIEX TR 173 545 #B4w 100036
is A, 787X080 1/16 El: 8.5 EH. 247 TF
Bl Yk: 20114E 1 B35 1 ELR)
Bl ¥ 4000 EST: 200070 (FUeH 1)

AP R R+ TR R B ERRIAE, FaEEEERE. EREEE, F58LETBERR,
BAR KRS (010) 88254888,

JAERVFIE KIS zits@phei.com.cn, BB ERIE K IEHZE dbgg@phei.com.cn.

R4 #ER: (010) 88258888,



FEMET “EFWS” WEE, EIFNUEEMOEFEE, RRENSIRARE TS
fEs:, SrHE#; RREEEEMAIRGHTGE S, BEHSGWENT, EFEsE, W
B, RUEA. 8T, BEREOESBIIIGMESR, EFTHNE: &%
TWEAHNHENEGS, AHEAER, SVWERAERMRENE, W3, SRS
T

FEMBEEF RN LR, S, SETHMNMBL, - RuELRNE
&, ZMEFAEER—ERHHEEFSERTIMES, REHAETMEARNZERES, Ef
W, BREEIESBRE, BRI, SR, 2A%BAEM G, A A RERSEY
2

AHHERFET SR, WEF. TR, 5. BUR. KB WIIA 1%, 4.
BER. IME. KIS, EE. SRUERE. EEMREIED, mEMTmBILL,
AERET, ORI, AEMEIHRIT T TRLHER. £mELET, B THSETHHN
7%, HIRRAZELELRINENRTAENTLA RKTEFMNER, EHERHE!

HTEEER, BHFeE A LER#HRZLA, BV RREMEEZREREN, UE
FEURRERY, s xEEEE.

4 #
2010E9 A



Unit 1

Unit 2

Unit 3

Unit 4

Unit 5§
Unit 6

Arranging for an APPOINTMENt .......cc...oviiii et e 1
Building up Business Relations...........cccccieeiieiienic e e 6
L0 o[- 1 o 0T YT TU SRR e 12
Confirming an APPOINTMENE..........ccovm e 17
Credit INVeStigation ..............ccoviiveii et 22
Showing Around the COMPANY ...........ccceeoieiiiercuieeeeecectiescresesieeeaevassssissrmesnrenas 27
Meeting at the AIrPOTt...........ccoi i e r st s 31
Greetings and INtrodUCHONS ...........ocoiciiicicce e e 35
Reception BANQUEL...........cocieeeriiiie s cerrn e ar e st s s e e e 40
Making offers and Counter-0ffers............cueeccierieeeecceeeeeee e cteie e e 45
Negotiations on Terms of Payment ............ccccviriiicerneiricimniieen e sencessteessnse e 51
Negotiations on COMMIUSSION. .........ooivieeiie et e e 56
Negotiations on Terms of Shipment ..o e 61
SigNING @ CONEFACE.........ocoiieiiieei e ettt et s st e s enee e 66
Opening @ Negotiation .............co oo e e 73
MaKING INQUITIES .......uveiirciiieeie et e er s er e s e s e e s s s ran e s s e etantesseenabseeae e ns 79
S a1 o] 1 T=T o1 SO 86
NSUFBNCE ...t e e esr e ae e s e s eae et e sanessnsshesantesessntes 92
DBIVEIY ..ottt e e e et e e e s et e e e s trnr e s e e s ear e e e e e antneaeaeeas 98
Payment ... . e e e e e e s ne e s na e seans 103
[1E=T o7 Yo ([0 o T RSNSOI 110
GO0AS Preparation ............c.coieeiieiei i eeees e s aeaesesernreaseanans 117
Settling Of EXChANGE ....ooiiee e e e e e 121

Business Registration & Document Archiving ............ccceecvviiieicie e, 126



Arranging for an Appointment

Study Aims:

After studying this unit, the students are expected to be able to master the basic
1.1 language and skills necessary to talk about arranging for an appointment and practice
- expressions related.

1. Learn & Practice

Dialogl:

A: Hello, is this Lao Zhang? Long time no see!

B: Hello, Lao Wang. I was on a business trip and just came back yesterday.

A: You’re really busy. Are you free this week? How about having a meal together and
discussing some cooperation ventures? '

B: Let me check my schedule...How about Thursday afternoon?

A: Sure, no problem. I'll send a car to pick you up and wait for you at the restaurant.

B: OK, see you then.

Dialog2:

A: I would like to make an appointment with you, possibly the latter part of May. What do you
think?

B: Let me check my calendar. Unfortunately, I have plans to travel around that time. How
about the first week of June?

A: We would like to meet with you on June 2nd . Is that all right with you ?

B: June 2nd is fine with us . Will you come alone? Do you need accommodations of any kind?

A: I will be accompanied by one of my colleagues. Could you kindly send me a map showing
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how to get there from the airport? And could you be kind to reserve two single rooms for us for the
night of June 1st and 2nd?
B: No problem. I will send you a facsimile with a map and confirmation of reservations. Then,

let’s say you will come to our offices at 10 a.m on June 2nd, if it is convenient to you.
A: Yes. Thank you . See you on June 2nd.
B: See you.

Dialog3:

A: Excuse me, I’d like to make an appointment with Mr. Smith. Can you fit me in on his
schedule?

B: Let me see. Oh, the whole morning is booked up, but he is free this afternoon. Is that all
right with you?

A: Well, I’ll have an appointment at that time. Maybe another time would be better.

B: How about 10 on Tuesday morning? ‘

A: I’m sorry, ] won’t be free until 12 on Tuesday .Can I see him at 3 p.m in the afternoon that
day ? '

B: Let me see...No problem 3 p.m Tuesday then.

A: Ok. Thank you.

@Words & ExpresD

2.

appointment n. 4, WA

accommodation n. {E4b, FEfE

confirmation n. Bk, iE3E

check n W ¥F vt. &vi. KX E, PHib, BT
schedule n. BEE, —8FE, TR v g5 R, BE, ®/EIER
reserve vt. ¥

cancel vt. HUIH

deferred adj., ZEH

consensus n —HRAE

facsimile n. f£HE(fax)

<>



Unit 1 3
- >

3. Remember & Use

(1) Mr. Dickens would like to make an appointment with you sometime the day after
tomorrow.

(2) I’d like to see you tomorrow if you have time.

(3) I'd like to meet you at three o’clock in the afternoon.

(4) Could we make a tentative appointment for, say, Thursday at two o’clock?

(5) Would it be possible to make an appointment to meet Robin tomorrow?

(6) We’ll be expecting you.

(7) Are you free next Tuesday at two o’clock?

(8) I need to make an appointment to discuss a few questions.

(9) How about eleven o’clock in my office?

(10) Can we meet and discuss the matter in a little more detail?

4. Exercise

Complete the following sentences with only word each.
What time would be for both of you?
BATHEAN A2 BHETTEWE 2

How about the day after at five o’clock p.m?

FERTFRRIA?

How about tomorrow night at seven o’clock? Is it OK you?
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Talllo

Rk _E-Lsnf ? 4RWT A ?

How about four o’clock in my ?
M RAERBI AW ?
How about Monday or the day after tomorrow? ’

TEH—aEERIf?

Are you free next Tuesday __ two o’clock p.m?

TR -THHABREZTG?

Could we make a appointment for Friday?
BATREE N AR LG ?

Let’s tentatively _ next Wednesday at four o’clock p.m.
BAITENAE TEH=TFNA.

How about ten a.m in my office? I will this meeting.
B E+RAERDPAZWA? REZHREXREW.

Are you right now? I really need to talk about it with you.
HREF TS ? REMLAMKRITR—T.

Business
Background
Information
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Building up Business Relations

StlldY Ane ' “ . i
; After studymg this umt the students are expected to be able to pract:ce the

1. Learn & Practice

Dialogue 1:

A:1don’t believe we’ve met.

B: No, I don’t think we have.

A: My name is Chen Sung-lin.

B: How do you do? My name is Fred Smith.
A: TAME, BMNELALE.

B: ZEREH.

A: BRAUBRFAMK.

B: &k, REHBE®E - REH.

Dialogue 2:

A: Have we been introduced?

B: No, I don’t think we have been.
A: My name is Wong.

B: And I’'m Jack Smith,

A XIAR, AT AT T2
B: &, BREEEH.

A BT,

B: AT  BEHT.

(o
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Dialogue 3 ,

A: I have a feeling that there are bright prospects for us to cooperate with in this field. I wish
to do business with you.

A: BUABRBIGTEXTHEESE RIFIWR, FEENRMNBIASXR.

B: It appears that we want the same things.

B: EHIBEMBAIEE .

A: Regarding our financial position, credit standing and trade reputations, please refer to our
bank or to our local chamber of commerce.

A: XTBRATMMBURGL . SHBAMESEERE, FaRMNPT P RITRABES
TR,

B: Thank you for the information.

B: B ERAKFER.

Dialogue 4

A: How do you do? I am from the Pacific Machinery Company. My name is Jack. I've got
your name and address from the Commercial Counselor’s Office of the Chinese Embassy in Rome.

A: 17, BEKXFENMARR, MAT. RENFEES SREEE LT HIE
i) 4 F it

B: How do you do, Mr. Jack? I'm Zhang Mei. Pleased to meet you. Take a seat, please.

B: 4! AWk, NBBREN! Rk, 158!

A: Thanks, Miss Zhang. Well, please come to the point, I’ll give you an idea of what business
I want to take up with you.

A: BHE! FRANE. BB, FHEEMR, RERGVVE— LML R BSCAER AR,

B: Now, please go into detail.

B: BRI

A: Our specialty back in Italy is wholesale supplying of screws, bolts, nuts, pins, studs and
that sort of things.

A BIEBRKRHESERKRN, StNNIERIEBL. B, 1RIB. H6. Mm-S
RMART.

B: Wood or mental ones?

B: RAHIMILRERHIK?

A: Both. Now, do you make machines for producing such things?

A: FiFEAE, RO1E4HERARHLET?
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B: Yes. We make automatic, semiautomatic and manual ones.

B: i, HAzN. Fa3x\NFELAm

A: We’ll want automatics. Where can I see some of your machines so that I can get a better
idea of what you supply?

A: BMNEAHRN, BREWILESUBIHAR NS,

B: We have an exhibition hall not far away from here. Are you free now, Mr. Jack?

B: BXNEMHTRAITE—ART, ARkt BREFEE?

A: Yes, quite free until noon.

A: HZ, PFHUREHES.

B: Good. Then shall we go right away? I have a car outside.

B: ! BMNSEE, 8?2 REMETEIE.

A: That’s splendid. Just let me get my things together. I won’t keep you long.

A BERKRET! iLBREH -TARA, FALSULEAEN. '

B: Take your time, Mr. Jack. No hurry.

B: {E! ARk, AAEA.

2. Useful words & phrases

recommendation ‘ BE. N4E
inform b1
enter into business relations (SR 2 S
catalogue H%

for your reference ftiEs %
specific inquiry A4
promptly Al
representative K&

chamber of commerce EES
specialize in i

on the bases of equality and mutual benefit £ H IR ERE -
pamphlet £
arange of —E

make offers w4

import and export corporation BEH O /AE]
silk 2%

(s
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cotton piece goods

blouse

be of the latest style
financial position

trade reputation

on display

woolen knitwear

garment

meet with great favor
credit standing
state-operated

currency

investment

a long-term investment

a profitable investment

a safe and sure investment
a heavy investment
investment intent
investment partner
investment environment
joint venture enterprise
cooperative enterprise
exclusively foreign-owned enterprise
state-owned enterprise
collectively-owned enterprise
individually owned enterprise
card/name/business card
catalog

colleague

enter into

firm

look forward to

coincide

¢¢
HiAn

LrtA
A

W SR GL
HamE
s

B

A3

S

1= R Az
HE®

B

BH
KBt

H A AT B RIS BE
grac eIE 1=k 8
BB
BREEE
BBk
PR IABE
a4
HEdk
AR B Al
Esk= s
vkl
Ak
*F., £/
Ha: BxM
I, R
HIL

A

Wi, Wit
—5, AR



e.g: Regarding our financial position, credit standing and trade reputations, please refer to our
bank or to our local chamber of commerce.

e.g: If you want to know his telephone number, you may refer to the telephone directory. (i
FORE B B S, R HiEH. )

commercial Counselor’s Office of the Chinese Embassy in Rome: = [E 5 & T X fF1H 8 45 b

e.g: I've got your name and address from the Commercial Counselor’s Office of the Chinese
Embassy in Rome.

4. Exercise

(1) By the courtesy.of Mr. Black,
AR TUEERNE, RINVBMEAT AR

(2) We are willing to with your firm.

BNERESRARBILVERR.

(3) Being the export of Chinese art and craft goods, we express our desire to
trade with you in this line.

BMOFMNHOFEITZ MR, BERAFRXATEMHLS.

4 A: (XFBREREE —RRBRAT A AV
. )

B: Yes, and my first visit to your country. I’ve wanted to visit China for a long time and
. (BHy, HES—KRFIMER. B—EH
BRRERPEH, RERMEZHE T2 —MIE. )
A: I’m glad to hear that.
B: I think you must have some idea of our company.
JAFAKLBELZMEFLZE. )The purpose of my coming here is to do business with you.
A: T can assure you of our best intentions and closest cooperation. We’re always willing to
with friends from all over the world.
<o
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Order Inquiry

Study Aims:
In this unit, the students are expected to be able to master the basic phrases and
terms necessary to answer questions from clients in the section of Order Inquiry.

s

1. Learn & Practice

Dialogl:

A: Good afternoon. I am Mr. Brown, the import manager of Atlantic Industries Ltd, Sidney,
Australia. This is my card.

B: Good afternoon, Mr. Brown. My name is Mrs. Anderson, manager of the sales department.

A: Nice to see you, Mrs. Anderson.

B: Nice to see you too, Mr. Brown. Won’t you sit down?

A: Thank you.

B: What would you prefer, tea or coffee?

A: Id prefer coffee if you don’t mind.

B: Is it your first trip to the Fair, Mr. Brown?

A: No, it’s the fourth time.

B: Good. Is there anything you find changed about the Fair?

A: Yes, a great deal. The business scope has been broadened, and there are more visitors than
ever before.

B: Really, Mr. Brown? Did you find anything interesting?

A: Oh, yes. Quite a bit. But we are especially interested in your products.

B: We are glad to hear that. What items are you particularly interested in?

A: Women’s dresses. They are fashionable and suit Australian women well, too. If they are of
high quality and the prices are reasonable, we’ll purchase large quantities of them. Will you please
quote us a price? ‘

B: All right.

{12



