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Part 1 Business English
i % Jih



NO1 Tutrodiotions & Entertainments
(NMBEBF)

. Please allow me to introduce myself. I'm Tina Dai, the
Purchasing Manager of Nocth China Trading Company.
AT ARMNA T FenH - 8. LR 5 AR
PR SN

. I'd like you to meet Susan Lee. She works in the Ac-
counts Department,

A EVRIAR— T W 55353 « %K.

. Excuse me, but are you Mr Jonn. from Britain?

XA, RS [ ok 1) 240 e A i 7

. Let me help you with your luggage.

IR BART 2

. It's a great pleasure to meet you.

LB EE

JON =

. I've been looking forward to meeting you.
A

. How was your iourney/flight?

i A P 7

. I think well go to your hotel first.
FAFRAT S Z AR AR AR

. Have you had a chance to arrange reservations for a room



at a hotel?
A BRITHRE?
10. Is ther anything youd like to do before we go to the ho-
tel?
IR RE A 4 E A 7
11. Would you like a drink or something to eat before we go
to the office?

LI Z R B AR 2 [ 7

NO2 Making on Appointment on the phone
(EBIETZ)

1. Hello, is this Angela Bennet?
MR T )R L« DU RIS ?
2. Good morning, Id like to speak to Frank Lambert, direc-
tor of the Purchasing Department.
L4 A IRR W R 2 38 9 ~% o« = {Hl s .
3. Hello, this is Mary ONeil calling from Chicago.
PREF FE 2 A ES T « B2 IR,
4. Is Pierre Tasse available, please? My name is Nicola
King.
T RIR « SIS ? Femjef - 4.
5. Sorry, I have dialed the wrong number.

XEAE  FH A RIS T .



10.

11.

12.

13.

14.

15.

. Sorry, I must have the wrong extension. Could you

transfer me back to Switchboard, please?

XFAES ATHE LT 1, TR T TS5 LG 7

. May I have Ext. 11017

THH RN 1101 G2
1 was cut off. Will you connect me again?
AP IT T, 15 P o T hr g 7
Mr. Smith is on another line now.
ST AT S — LS
Would you like to leave a message?
TR
Mary, you are wanted on the phone.
FHTI R AL
This is the overseas operator in the United States. You
have an overseas collect call from Mr Brown in New
York. Will you accept the charges?
FIE R F B . AR — AL A B e AR ATk
BRI A S . B A g ?
Perhaps, I could speak to someone else in the Despatch
Department.
WV AT LUFZ F R 1) 53 A — KRR
Could you give him a message please?
IREFRAGA TG L 2
Could you put me through to the Planning Department,

please?

TR A TR L L7



16. The reason I called is that we're having problems with
the air-conditioner your technician installed last Mon-
day.

AT HITRIE PR AR IT HOR 51 | B RS FAT] 2 2 110 2 1A
GINESEET TR

17. Could you manage Tuesday, January 157
1 H 15 HEW 474177

18. So that's set—Friday at 11 oclock.

HUXAEE T, BT 11 R
Person Who Answer Telephone Calls (#ZHB1EE)
1. Sunshine Trading Company, Can I help you?
B g X BOEBOGRA 5 A w) . EAg?
2. Good morning, this is Lotus Import & Export, how can
1 help you?
L SR oL P S i 6T I B /A I S R e I
3. A:Hello, I need to speak with Allan Cartwright.
Ruf  FRAHFRIAE « RRFIRR I T
B: This is Allan speaking. May I help you?
A iHVE.
4. Hold the line please. Ill put you through.
TR L FRAE /R EET R
5. Sales Department. Allan Pope speaking.
BEAS FRAERTIE - P
6. Oh,hello, this is Garge Lee speaking.
ML REF FIETTIR « 25
7. I'm afraid Mr. Baker is in a meeting/on holiday this
5



10.

11.

12.

week/not available just now.

W sE SRR 25 /A TE BE R/ AR TE
I'll just find out if Mary Wang is in the other office.

HEBR IR B EHMIAZE,

. Hold on a moment, please.

THANEHEZE,
Can I get Mr. Willian Smith to call you back?
BIRNE R « LI e A g R R L 7
Good, that suits me too. Shall we say 11 oclock?
U FRATT LA, 11 a2
I'm looking forward to seeing you then.

i ezzE2l iy 7T

NO3 A - Business visit M &FFi5

. I've come to discuss with you the possibility of importing

and exporting into the United States a number of your

products.

A FAIEFRMTRTIRIZHE H 520 ) A — L8 7 it 21 58

iy LB AT RETE .

. Good morning. I've got an appointment with Miss Rose in

the Personnel Department.

L S AN H R 2 W/ MEA DB

. Excuse me. Can you tell me how to get to Mr. Wang’s

office in the Sales Department.



T ] B A E AR IV IR B 40E Y
Id like to see the person in charge of purchasing.
AL — WA TR HIN

. Here's my business card.

BOERAIA

. We specialize in furs and finery.

TR 171 208 T B 0 R SRR i

. That's the reason I'm here——to help build up your busi-

ness.
ARt 1 By 3y — — A K A
Let me talk this over with my boss and give you a call lat-

er

AR BB BRI AT T J5 T RS

Visitor (i5%)

1.

Sorry, I'm a little early. I hope it is not inconvenient.

XA  F B B — i A B WA AR

. I'm pleased to be here to talk about our agency agree-

ment.

FRAR = 2R 23X B ] B 2R AR5 2 1Y [R)

. Isn't it a bit cold today?

S RA BT
It's good of you to spare the time.

TRBEA I e A, LR RE T

. 1 like your office. Have you been here long?

FERERIP AR . BAEX L TARRA 7157



Receptionist (the person receiving the visitor) (#EfF
&)
1. Is the weather the same in your country?

B E RS FES?

2. Sorry to keep you waiting. 1 was rather tied up just now.
XFAE A EERASE T WA KA T,

3. Is this your first visit? What do you think of the city?
PR — YR 7 AR B A5 7T An ey 7

4. You found us without too much difficulty, then?
FRATHIOL A AR 7

5. It's kind of you to come all this way. 1 hope we will tie up
a deal for the supply of spare parts.
PR — B FUR RAF T . A BE A K g i Bk 28 F AL e 14
ZE 5 .

6. Did you have a good trip?
i % A LR 7

7. Would you like a cup of coffee?
AR

NO4 Going to the fair ZMZTHES

1. Id like to book a single room with bath.
FARTT A AT IA 2 1 BN ]

2. Tl be arriving on August 24 and expect to stay for three
nights from August 24 to 27.
TessrE 8 H 24 HRGKL N 8 A 24 HE 27 HI(E =1,



10.

11.

12.

13.

14.

. Could you let us have two double rooms?

FRAEZE PR BAN [] Ah 7
I'd like a room with a good view of Boston.

FAR B —[a] n] — Y H X B3 4]

. We'll need to check in at about 11:00 tomorrow morning.

FATHIRE | 1100 ZeA I BRAETE B .

. Do you have any vacancies tonight?

PRI WA 23 s iy 2

. Id like to make a reservation for tomorrow.

FARTTT KA 5[]
Would you like a brochure?
T () B 7 N 2

. Would you like to meet our sales representative?

PR W — T RATA B ERER?
Maybe you can talk to our technical specialist.
WAVFRAT AR AT HOAR L R IR
Let me show you our stand.
ik SRR AT RS G .
When you have made a decision, please contact our local
agent.
AR PUE Z 5 i SR A AR R AR
Would you please leave your company name and address
with us?
T B A AT I W 1 44 E AL
We can offer you a free demonstration tomorrow morn-

ing.



15.

16.

17.

18.

19.

20.

21.

22.

23.

10

B LR AT AT SR B — IR o 3% S

This model is available in gray and pink.
XL B AT K Ay 2L R

It's only been on the market for a couple of months.
DR A B — WA H

Perhaps you would be interested in our handmade wool-
en carpets.

WX RATH T T B HL BB HR

I'd like you to see the articles we put on display at our
office.

FARTE S A w T BRS A 52 i

Tl get a set of illustrations for you.

LEEERMAIR.

When do you think that you will have spare time for a
visit?

SEAT I BEAh 25 BT e 7

Tl take you along. What time shall we make it?

L5 FESW . TATRIE A 2 W] ] W7

This is our showroom. Quite a few overseas buyers
have visited it before.

FIARFRATHIBRINE] AR ZHME % 3L,

Here are the most favorite products on display. Most of
them are local and national prize products. Would you
like to look at them?

3X HEL PR M ) S di 52 U 1Y 7 i R 22 0 U T R oK
HI . BIREE B



24. This carpet is very colorful and feels nice. It's a pure
wool carpet.
X R AR 26 , TR Af 2 2B .

25. This is our newly developed product. Would you like to

see 1t.

BORFRATHIT A= b EE AR —F?

NO5 Inquiries 84

1. We are very interested in your household ceramics and
pottery, could you give us some idea about your drice?
5 T ] e ?

2. We are in great need of knitted garments.
FATFFEE— KA A 2UIRE

3. Please quote us as soon as you receive our inquiry.
— IR A RS PAR AT

4. T1l have to get back to you to confirm our stock.
FATHFFNARIK 22 M e A

5. Would you mind waiting while I phone my plant manag-
er?
RRES S — T AT IR AT K?

6. We wish to enter into business relations with your corpo-

ration for supply of light industrial products.

IR B2 A AL A5 O A DA HOR e 0™ i 9 43K

Fe=)
Tlo

11



7. We welcome inquiries and discussions about aspects of
trade development and business cooperation.
FRATTW gl 2 Jo 57y PR Ml B V4 0 & I ) L JF A7 R
HE

8. This is our latest catalogue with our best CIF Osaka price
for each of the following items, including our 5% com-
mission,

XI5 & TR iz RO B R B R B AR E
5%

9. This is really the most favorable offer we can make. We

trust you will react positively to our offer.
XJE HETIR T BE4A T W s S AN FRATTARAE X AR T 25
Y B R L F)
10. Unfortunately, we connot accept your offer. Your
prices ae too high.
SRR TN BB 32 5 5 4 » RN AR RS .

11. We understand that you are one of the leading exporters
of waterproof garments.
FATAFHRA B KA R A 2 DRz —.

12. We learned from our agent the scope of your business
activities, We are very pleased to have received a num-
ber of inquiries for our men’s shirts.

FATE MCHERT LA 58wl Y 25 . FRATTAR 2%
BN 2 TRATH AR R B .

13. Please quote a price for the supply of 3,000 metric tons

for steel pipe.
12



14.

15.

16.

17.

18.

19.

20.

21.

XT3 000 A M HE SRR A

If you are unable to offer us at this time, may we sug-

gest that you quote us an indicative price first?

TNSRARTT H A B0 S A A% FeAT T S AR 5 i —F8 7

TEOA%

Our interest is to determine a practical and effective pro-

cedure for the introduction of our products into the Eu-

ropean market.

FRATTI O R 4R — R A S A RO Ik FRATTY

PR AT A B RO T 2%

We are very interested in importing textiles from you.

FEATIRAE ARAL 3E 1T 25250

If you need additional quantities, please feel free to

communicate with us.

LUEEE P 216 87 RS = I ES A (] 7

We do our business on the basis of equality and mutual

benefit.

FATHE PS5 E A 0 ety A8k

When fresh supplies become available, we’ll come back

to this matter.

— A BRI FRATHEAR MR IBIX AN )&

Our mutual understanding and cooperation will certainly

result in growing business for both of us.

FATZ B Y AH B T fift 5 5 A 4% 2 2 L4 5 B9 RZE AL

S o

We understand that you are exporters of foodstuffs and
13



22.

23.

we would like to know if you can supply us with canned

pineapple.
PR AR T B A O R, FRATTAR TR 5 R A Tl R A

We are interested in the kitchen utensils demonstrated
at the 88th Cuangzhou Trade Fair and would be happy
to learn more about export business terms.
FATRATFESS 88 i) 382y b et 0 I o 4 IILJER % R
WOHWRATTAY 1 25 B PR

Will you please tell us the specifications, quality and
packing you want, so that we can work out the offer
within 24 hours?

SR RATRATARZ R G2 B RS BT AL DU FRAT]
RETE 24 /NN B RAD

NO6 Marteting & sales TIFEHGHEE

. Our product is really competitive in the world market.

ATy b 7e E bR 3 LARA 5E 4

. All in all, quality is our biggest concern.

BT 2 B R A TR e Y

. I bet the mini-car will sell well.

FRE X AP O ZE 25 5
We usually base our projections on the current target

market. I'm pleased to tell you all that we have found

14



many outlets for our new products.

FRATH AR M AT HARTT 18 S T O . AR 2%
PR FATE B R BN 2 IR E

. It's true that our customers’ loyalty to these traditional
products guarantee our cuccess.

7 PO SE 7 i ) SRR TR AT A DB

. Let me explain why our new product will be of great ap-
peal to the consumers in your country.
TEFRARA G AT A LS B T i 2352 B 5 FENE 2 1 2R
. Our new dishwasher can make the plates spotless and
stainless in the shortest time. It will save husbands and
wives a lot of time from doing the dishes.

AN A B BEREAIL LA 25 il A A 1 dre PRt B el 4 R T
e BB NS RORNT T4 SV 2 UEBi g I [a]

. Our latest car model will never fail to attract our custom-
ers attention with its new car design and its high per-
formance engine.

AR R AR T HR A Bt S a e Re s %8, —E &
W | FRATTIB 2 B 3

. After your customers try a new brand and get to know it
and like it, you can raise the price, because they will con-
tinue to buy a brand they like even if the price goes up.
B i TR . TR TR A AR AT LR A
T BMEERAY AT S AREEE [ OB

10. 1 think you ought to bear in mind our costs.

15



FARARAIBOZ AR TATH AT i 2

11. Frankly speaking, a low price policy encourages sales.
But low prices usually mean no extra services.

I U (RN REAE S o R I8 A SSRGS .

12. May I suggest we sign a 6-month contract at a 7% dis-
count on your quoted prices and then well meet again to
see if we can reduce the prices further?
AW T TN A - 25 720 AT 0, 2 — 21 AR
A, SRIEFRATHHAE

NO7 Bargain prices 1 IiE M

. We may suggest that you reduce your price by 5%. That
would help to introduce you goods to our customers.
FATHBUR A 520, KA B THEAR 5 i A A 45 3
UE-IaR

. Our sompromise proposal is based on a minimum order of
1,000 bundles.

FATH T R B IR AT DT 1000 4

. So far as the price is concerned, it is workable.
TR AT Y .

. No matter how hign the price is, we are sure you can put
it in your market.

A 2w FATE AR ReAE St i
. This is our minimum price. We can't make any further
16



