


HER éﬁ) Sk

M

po0.



BEERED (CIP) ¥iE

HiGEILIECR 100 A)/PME, MEFTSE 4. —b
e P EBE R, 2002.1

(MEFF--BHAE)

ISBN 7 — 5068 — 0986 — 9

Lo 0. @ M. WH—E
—niE V. H319.9

= iR A< B4 CIP Bdi e (2001) 48 093795 &

B &/ HMERIEICH 100 45

# B /ISBN 7-5068—0986—9/H-239

KRS / XFW

TATERE ~ ETRE X

HERH BEIHE

HIREST 7 BB AR

i It /ST E S RACTH 38 S (MRS : 100073)

B 3 7 (010) 63455164 (BHE)
(010) 63454858 (EFTHE)

# / 2EHEBIE

gy ROz D

A /187 K x1092 FXK 1/32
8.25E1% 131 FF

W /20028 1AS 1K 20024 1 A% 1K

¥/ 0001~ 5000 B

#r /10.00 7T ()

HE®

& B &

N WBEBR



MBS

BHRBIIBARMRE ,
SERENREEIWNEE IR
AREHTEERRE. RXATS
LAEES , BESE, 8F0O%R
Ko

APmEBNMEET=+=T
SIWARBLHAEXNGR, DR
=+=1T8%, STexasETH
B, UHESE,

AERNACZPIEFE. R
SR TR, FEHRSEETHE
KR, RBEIFAPEIMED
B, FEAPBENENSI . TIFED
—B271.




MNBRER

FHE £ & FUUO
FTHAE 223l THEHR
B A TR KKFE
Fotis



UNIT 2 Booking a Room

552071 ;) KT R IR LR PP PP P PRPPPERLPEY [8]
UNIT 3 Reservations

fﬁ Eﬁg@ ................................ [ 16]
UNIT 4 Reception |

BER(—) coerrrerren [23]
UNIT 5 Reception [

FERF(T) reeverereee {30}
UNIT 6 Reception Il

R = JECELLEREPECPEP PRSP RPRLRSPRE [38]
UNIT 7 Making Appointment

P Lr e [46]
UNIT 8 Arrange a Meeting

BHELL covvvreerrrmenie [54]

UNIT 9 Taking Minutes
E A Tat: ST PP ETI PP PR PRRPPPEPETY [62]



L2 L@ - L4 100§
UNIT 10 Travel Arrangement

ﬁ%ﬁﬁ,ﬁ» .............................. [72]
UNIT 11 Telephone Call

2 G S PP [80]
UNIT 12 Telephone Call I

HEEE () cevvererererrnnieneeennnnn. [88]
UNIT 13 Telephone Call Il

Eﬁ]ﬁ( = ) .............................. [96]
UNIT 14 File Keeping

iﬁ: Ha *ﬁ ........................... [ 101 ]
UNIT 15 Booking a Ticket

ﬁﬁ]‘m% ........................... [109]
UNIT 16 Invitation

FETGE oo [117]
UNIT 17 Visiting Factories

%X%IF ........................... [1 25]
UNIT 18 Recruiting and Training 1

L [ BRSS [134]
UNIT 19 Recruiting and Training [l

FEEE () orrerreeeeees [141]
UNIT 20 Entertaining Guests

:}g%g N TIET LT ITE I P P PP PPPI PP [148]
UNIT 21 Dealing with Complaints

ﬁﬂ&ﬁ ........................... [ 1 55]

UNIT 22 Establishing Business Relations
BT AR e [163]



0 # .3,
UNIT 23 Signing a Contract

BETARE oo [171]
UNIT 24 Delegating Responsibilities

B3 x . 80 8 o sRRERRCTRPETITROTIRRRLTRIILRL [179]
UNIT 25 At the Bank I

TERRFT(—) -ooreermrnnmmnnennnnnnes [186]
UNIT 26 At the Bank II

Eﬁﬁ‘ ( :_) ........................ [ 194]
UNIT 27 Buying Office Equipment

[l 4 W/~ - SR CRLEELRRERRLERLIEE [202]
UNIT 28 Letter, Fax and Telegram [

fe A ERNRLR () oeerees [211]
UNIT 29 Letter, Fax and Telegram I

B AEEARR(D) e (220]

UNIT 30 Letter, Fax and Telegram I

5 S EFIRR (=) [228]
UNIT 31 Memorandum

b4 =% SRTCTLPPEPTRCIIEPIPPRRTTRTLLLY [237]
UNIT 32 Talking with the Colleague

SREEARLE -eeerreerereeeee e [244]

UNIT 33 A Daily Schedule Report
BRI -oooemeerreresonennns [251]



NIT 1 Meeting at the Airport
Bl
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1 1.Excuse me, butIthmkyouareMr
i Brown.

+
+

2.1 am here to meet you.

3.0ur manager Mr. Li asked me to say
hello to you.

4.0ur car is out in the parking lot.

" 5.Did you have a nice flight?

+ 6.Nice to meet you.

7 .How are things with you?

8.Is this your first visit to China?

T 9.1’ ve been looking forward to visiting
your beautiful country.

10.1 hope you’ 1l have a pleasant stay
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5. IOERIRIE?
6. RAHNANT,
7 AR RIEAE.
S.Q%M% —RREIE?
9.F— ERH{%%@ID]’T\I]%HHB’J%
10. BFEMEE LI B

@ Substitution Drills %é—}i:

If I am not mistaken,

1. |I think you are Mr. Black.
I believe

Nice
3. |Glad | to meet you.
Pleased

7) Gab Conversations [fEHSE

Dialogue 1: '
A:Fxcuse me, but I think you are Mr. Brown.
B:Yes. Are you Mr. Li’s secretary?
A:Yes, sir. Nice to meet you.Mr. Li asked me to
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come here in his place to pick you up. My name
is Anne.

B:Thank you very much.

A:Do you need to get back your luggage?

B:No, | don’t. I’ve only brought a briefcase
here.

A:Mr. Brown. Our car is out in the parking lot.

B:Oh. | see. Thank you.

A:My pleasure. By the way, did you have a pleas-
ant flight?

B:Yes, | dd.

A:1 think you are Mr. Tailor.

B:Yes.

A : Welcome to New York. 1 am here to meet you.
Our mannager Mr. Li asked me to say hello 1o
you.

B:Thank you.

A:Did you have a nice trip?
B:Yes, |did.

Dialogue 3:
A :Excuse me, but are you Mr. Chen from the I

ternational Trading Corp?
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B:Yes | am David Chen.

A: Allow me to introduce myself. My name is Lin
Fang. I am the secretary of Mr. Smith. I am
here to meet you.

B: Glad to meet you.

A:Me too. Did you have a nice flight?

B:Yes, the service was very good.

A:I am glad to hear that! Our car is out in the
parking lot. Shall we go, then?

B:Yes, thank you very much.

A:You are welcome. This way, please.

@ Comprehended Notes [#4£Z3]
1. Nice to meet you. (LEIREH3E.)
B pLikid A
(DHow do you do?
@Glad to meet you.
@ Nice to see you.
@Pleased to meet you.
2. say hello/hi to sb. 61 £ A B ¥
4] ; My mother asked me to say hello to you.
HAE LR R R EGFE,
Please say hello to your parents.
AR 4 8 FE R o
3. Did you have a nice flight? & K57
AR IE LA




#

Did you enjoy your trip?

4. This way, please. # & X,

5.By the way M3 — T, /MERA—TF,
#]:By the way, what time is it?
MRAEP]—TF , AAEILET?
By the way, who is your daughter?
HRAR P — T, MRA RS0 oL

* Key Words

allow] 2'lau] v. A%

helieve[ bi'liv] v. 4813, A 4
briefcase| 'bridkeis] n. A%F &

by the way MR #{ — T , Mi4& 5] —TF
enjoyl in'd3oi] v. %, Fzk

flight! flait] n. A3, 64T

get back U]

glad{ gled | @. & 3¢#9

in one’s place X%

international{ ints'nzefonol ] ¢. B FRed
luggagel 'lagids] n. 47%

manager| 'meenidzo] n. £ &
pﬁ[p@k] v. £

parking lot 4 %33

pick sb up A, 58K

pleasant| 'pleznt] o. #4249
pleasure[ 'plezal n. #rik, ¥ &
secretary( 'sekrotri | n. #& P
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service| 'savis| n. S

this way 7 A iX 4

trade(treid] n. ¥ &, Bk

visitor[ 'vizito] n. & H, FWE

« Actual Exercises ST ES

1.Choose the right words or phrases to complete
the following sentences. (¥ ¥ iE % # 7 3 & &
TR TH A4 )

meet are you nice out here

by enjoy hello

a. __ the way, is it your first time to China?

b.Niceto ___ you.

c.Excuse me, _ Mr. Baker?

d.Did you have a ___ trip?

e.1  my flight very much.

f.lam ____ to meet you.

g. Our manager Mr. Wang asked me to say

to you.
h.Our caris __ in the parking lot.
2. Complete the following dialogues . ( 5 & T ¥ &t
o)
A: (1) you are Mr. Smith?
B: Yes.

A: (2) to Beijing. I am Wang
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Min. Mr. Liu’s secretary. He has asked me to

come here in his place to (3) you.
B: Thank you.
A:(4) the way. Did you (5)
your trip?
B:Yes I did.
A:Our car is (6) in the parking
lot. (7) way, please.
s Diagnosis Results | WfE N %
l.a. By b. meet c.are you d. nice
e.enjoy  f.here g.hello h.out
2. (1) think (2)Welcome
(3) meet (4)By
(5)enjoy (6)out

(7) This



- 8 - B E 24 1009

@ Required Patterns &SR

e e o R s e S e ey
H 3

+ 1.1’ d like to book a room for Mr. t
Brown from International Trading
corp;

2.How long will he be staying?

3. A double room with bath.

4.Do all your rooms have telephone ex-

e e T S

P

tensions?

5.How much is it?

6. $ 60 per night including air condition-
ing and color TV.

7.We'll send a check to you right away.

+
-

e or e o0 oo
I an it el e

B e S S I i AN i aln s

8.Let me see what we have available. «:
9. Over looking the park, if possible. +*
10. Can you make calls on outside lines? ;
11. Would you like us to write a letter I

confirming the booking? {
12. And who’ s making the reservation, 1

please? 1+

T e S e AT S e St

1. BBNERRSATNMEBLERT 1T
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3.1’d like to [reserve a room

B8,
2 MBEDAY
3. —THEBSENAEE,
4. EE2EEIFEE?
5.2/DE1 K9
6.60 ZETT, BB S,
1. ®INE8 SIS ER,
R.URBEESERE,
9. YR OEENEESHTEEE,
10. QI CFTINR IS
11.EHERNENESMATEL?
12 50T 2EI?
@ Substitution Drills | &—R=

double
1. Please reserve a |single room | with bath.
suite

arrivi
2.He will be vmg . | on August 21st.
m;

book a room
from August 21sl to
make a room reservation

25th.



