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Chapter 1 Business Intercourse

B4R

Resource, credit and patience are three kinds

of virtue 1n business.

Nakae Chomin
VL A5 AR O & Rl =28,
—(BH)PIR



Unit 1 Telephone Appointment
BiEmYy

(== s %

ERFTE, SARRL S BARGE
B, HARBETEMNANBERA —EH X
e BAMRE VIR W 24T AL 0 s HE,
LRI, T SR X AR E R
MBI NER TR X, ~RTE, BT
HE AT, AT R RS E  E-mail i#
7, AP b, g2 N 8 e A
BTH R,

3 3% —

(7 ol A3 i )
C = Cecil D = Dennis
C: Good afternoon. Montana Industrial Products Co.
(FHH. ZILEFRET W ™=HAHE,)
D: Good aftemoon. This is Dennis speaking. May I

speak to Mr.Streep, the market manager?
(FTo., BEMARH, RT UM IHBL
B B g )



C: This is Cecil, Mr.Streep’s assistant. Mr.Streep
is holding a meeting. May [ take a message?
(RREFR R ELZEEGBT. W
BYEAEEFS. REABHDED?)

D: Yes, please. Could
you tell him that
Dennis from CIP Co.
phone? 1’ 1 call
again in the evening.
(4F R, VR BE & U
CIP ARIEFHE W S FT RIS T g7 Rk
E TS

C: Sure. But 1’ m afraid that he is absent in the

evening too. Could you give me your telephone
number? He may call you back.
(CHRALL, ERMEFEEEEn FthR
., IREEE T B35 7 fii & 45 45 [0 i
#.)

D: Okay. It’s 36084316,
(4 Ay, RESH R 36084316,)

C:3-6-0-8-4-3-1-6. Could you spell
your name, please?
(3-6-0-8-4-3-1-6, KEHE—T
W £ 715 2)

D: 1isD-E-N-N-I-5.



(B BFHERED-E-N-N-1-S,)

st = ™

CRERFLY)
O = Operator ] = Johnson
R = Richard

0: Good morning, sir. This is the Personnel De-

partment .
(% b, %4, XEEAER.

J: Good moming. Could you put me through to Mr.
Richard, the secretary?

(K Lo iEEEaeE,)

O: Just a moment.
CGEM%.)

R: This is Richard.
Who's that
speaking?
(REHAEME,
BREAL7)

J: Hello, Mr.Rich-
ard. This s

Johnson from CDA Co. It is said that you need a

typist. 1"d like to apply for the job. Shall we fix

a time for a talk?



(A4 W A sk F R CDA 2 a2y 8
. RN FE -2 F R, REBX 0
TAE. BAIREL o ] ik kg 2)

: Okay. Would it be possible for our talk tomorrow

morning?

(4. HATHKE F W 4Fug?)

J: Good. See you tomorrow.

(aftf 7. BHRI.)

*tE =

Ol % Bity)
R = Rabin H = Haber
Hello. This is the
Sales Department .
(af. X 8 A H
HE)

: Hello. Can I speak to

Mr. Rabin, the manager”
(fhr . KEEF B B WL P A %4 R iE
ui’; ‘_))

: This is Rabin. Who's speaking?

(PR, BRE7)

: This is Haber.

(AT ULR L)




R: Oh. How have you been?
(M, Borng7)

H: Fine, thank you, Rabin. 1’'d like to make an
appointment about a business with you. I wonder
if you would be available on Tuesday.

(R&r, WHisf. PLoE, WA ZL BHALR
We FHBEREMH - REET.)

R: Sorry. I’ m afraid 1 won’t be able to keep my
appointment with you on Tuesday. I’ ve got to go
to Canada on business.

(BMEH “HASHRELRAT, RBEM
ERME.)

H: I see, but how long will you be there?
(RHEM AT EEZKIE?)

R: I'll be back before Friday. What about Friday
morning?

(HHETATER, B L EFEAR?)
H: No problem. See you then and have a nice trip!

(B, BBAEL, BARREER!)

% & W -

(AXTHFR)
W = William J = Joyce
W: Joyce, may I call at your office?




(Fe it RBE 2D A EFEUTRG?)

J: Centainly. When will you come?
(AR R-amt k)

W: What about 12:00 tomorrow and we’ 1l have

lunch together?
(X 12 B AR, AT L — 8 JLrE
w7)

J: I’ m afraid not. I'll have a meeting at noon. Will
it be convenient for you in the afternoon?
(RRMARE, FrRAENEWN. THES
w7)

W: Let me see. Yes, that’s fine. 1’1l go to see you
at3:00 p.m. (ILHEF. HH, THATLL.
BTHF AR m.)

J: See you tomorrow afternoon .

(AXTHFR,)

W: So long.
(FR)

A

(e Hi2y)
W = White S = Smith
W: Good morning, Mr. Smith.
(F LA, e m# %k )



S:

W

W

Good moming, Miss White.
(i 4f RN )

. James, our manager, should have gone to
see you today, but something urgent came up.
He asked me to send his apologies and greets to

vou.

(RN AEm et A 85 RRFER
HERA 2B ELLM. fL%&l’ﬁJfﬂ’:&m‘L
KT 1) Bt 0] )

Please give my

thanks to  Mr.

James. When shall %/
I meet him?

(i L 2 i &
BT A . BRART O BB 2 )

: Mr. James wants to see vou Thursday morning.

Would that suit you?
(Bl EEElU LT REFEHEE.
KARAT 25 W 0)~

S: Yes, that is fine.

(Al k. APREEE )

Then, shall we make it at 8:00 Thursday morn-
ing”’

(BEARARFE Yl R ATRE M e E R I b 1
NS




S: Good. I'll be waiting in my office.
(H. HADLERFEM.)
W: Good Bye!
(FEHLY)

%Q’ i 5k E

I wonder if ... B4R —FBi ¥ KRk
T .

I wonder if you could prepare the contract this
afterncon. 1’11 be leaving. tomorrow .

(AREEASRTFEGTUERT SN,
HKHXMEHITT )

I wonder if you would accept $ 60 per metric
ton FOB stowed New York .
(RAERERREZ FOBAA(EEAR)H
M 60 3T MR L)

AR & 48

& 17 d like to fix an appointment with Mr. White .
(RS EATY.)

4> ; There’ re several points about setting up our




