HWEXRE-SOME

t[ﬂ. RIF oo







BB & ARAE



BEEMKHE (CIP) ¥iE

HEZGESN B 100 B AME, METM ES. —db
o PRI, 2002.1

(MBI E— H A

ISBN 7- 5068 - 0978 - 8

I.#- 1.0 O .34 #HEH—
FE—E V. H319.9

" ERRF B 51 CIP BB 7 (2001)5 097247 5

¥ &/ HIEIESF 1004
# B /ISBN 7-5068-0978 -8/H-231
Fitmig / BB
FAEHH 7 FRE XHW
HERt / BRIER
HWIREAT 7 HE BB
# b/ dbETHEAR KV 38 B (#E&: 100073)
B B/ (010) 63455164 (BRE)
(010) 63454858 (RIT#B)
# / 2EFEHE

i

B R/ AtBTmEEn R
FOE /78T EEXI092 BX 132
875K 139 TF
JE W /72002F 1A% 1 20028F 1 A% 1 KER
Ef ¥ 7 0001~ 5000 A
£ #t /10.00 7% (HF)

WRIRETH  BIEusst



MAHSE

FHARESE, TEREX
BV, BEE%, EF0E
1o

FHREEATH: BIIR
K7 BIERIT, EWEHE]., &S
B BESW.SNI JRE.
Ba. I#, 8%, e, YRR
. BROS MERHITR.E
SE. R, RS, EGRSZSS
BNESEFER,

APEEREEESIRE
EFITENEEY, PDEEERH
BEHEEXAIR, TiB—6K
=,




MNBRER

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



UNIT 1

UNIT 2

UNIT 3

UNIT 4

UNIT 5

UNIT 6

UNIT 7

UNIT 8

Establishment of Business Rela-
tionship

BN R everrereerrerremiinnnnns [1]
Ordering by Telephone

Business Time

gﬂk B:j' l‘ﬁ] ........................... [20]
Business Information



. 2.

b £ g 10086

UNIT 9

UNIT 10
UNIT 11
UNIT 12
UNIT 13
UNIT 14
UNIT 15
UNIT 16
UNIT 17
UNIT 18
UNIT 19

UNIT 20

Design

TR e [84]
Packing

AAE e [94]
Payment

-2 BERERI LT PRREPIT PO PPOPREPRE [109]
Shipment

4% AR R PRSPPI RPIPPE PRPRRPD [125]
First Contact

PIRATFE  ereveremmeemeconnnnene [141]
Business Appointment

BIEAL oo [155]
Price Negotiation

BB RF] cooeerereerrennee [168]
On Order

BRITHEE crvmmmenemmreeeneene [184]
Contract Signing

BETTATR] vevrvremeremreneannnes [200]
Agent

SR v [217]
Claim

BRI e [232]
After-sale Service

SRS -oovereeeernnienen [247]

APPENDIX Bﬁi ........................... [258]



BEAGES c 1.

UNIT 1 Establishment of Business

Relationship
BUIEXEK
@ Required Patterns

bbb b o

t 1.I’m Liu Na from the Marketing De-

4 partment.

2.Welcome to Lantian Electronics.

+ 3. We are willing to enter into business
relations with your firm.

4.1 look forward to working with you.

5.How’s your business?

T e

6.Glad to see you in your company.
7.1t’s only half an hour’s car ride.

S R s S St e sl SUR Sl S

8. Suppose we make it, say,
i o’ clock tomorrow afternoon.
t 9.May we have a look at them?
; 10.I’ 1l pick you up at your hotel.

1. REEHT U,
2 RERERBTNT,
3. BNERSHATRIIFBEKR.
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4. FHEENT—C T E,
5 T ERB AR
6. ReMAERATINEIE,
7. [BE¥T/NNEER,
8. WRAENZ2ENE AARBR T 3 R4
IE,
9. 82 BBEY
10. B EBEEER,
@ Substitution Drills | 22—K&=

the marketing department
1.I’m Liu Na from |the personnel department

the development departient

Lantian Electronicsl
2. Welcome to |Beijing ] .
our firm

work with you
3.1 look forward to | meeting you
entering into your firm|
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7) Gab Conversations B 48
Dialogue 1:

A :How do you do?

B:How do you do? Nice to meet you. Mr.
Smith, I’m Liu Na from the Marketing De-
partment. Here is my card.

A:Liu Na. Am I right?

B:Excellent. Have a seat, please.

A: Thank you.

Dialogue 2:
A:T'm John Smith. How do you do?
B: How do you do. Glad to meet you.
A: Welcome to Lantian Eleetronies.

B: Thank you.

Dialogue 3:
A:Hello, Daisy, pleased to meet you again.
B:Hello, Peter. How’s business?
A;Oh, can’t complain.
B:And the family?
A:Fine, thank you very much.

Dialogue 4:

A:Well, John. 1’ d like to introduce a colleague,
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Daisy.

B:Hello, Miss Daisy.

C:Daisy, please.

B:Fine, Daisy. |’ m John. | look forward to
working with you, Daisy.

A:T want you to take care of her.

B:1’ll do my best.

Dialogue 5:

A:Glad to see you in your company.

B:So am |.

A:We are in the market for machines. What can
you offer in this line?

B:What types do you have on mind exactly?

A:Well, mainly lathe. We are also interested in
shapers, grinders, and milling machines.

B: Let me show you some illustrations of the
machines we make. Here’s our latest cat-

alog.

Dialogue 6:
A:Ah, these are the machines we’ re interested in.
May we have a look at them?
B:Certainly. But they are in the showroom.

A:ls it far from here?
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B:Not very far. {t’ s only half an hour’s car
ride. Are you free now?

A:1 will be free tomorrow afiernoon. Suppose we
make it, say, three o’ clock tomorrow after-
noon. Could you manage that?

B:Yes. I’ll pick you up at your hotel.

@ Comprehended Notes #h35555E

1.1’ m Liu Na from the Marketing Department. (%% 7 3% 36

# 0) HF )
L BRARBE LW L RETREARS
T 7T #. % :m Tian-ming Yang from ABC Company.
(KA ABC 3 844 R ,)
This is Mr. Smith of the Sales Department.
(BEEHERNOELTNEE.)

2.Welcom to Lantian Electronics. (3% % 2| B X & F,)
¥L Welcom to Lantian Electronics. ¥ A A B & X 5, &
FTEHREDHRANB, LRANFEF, FTEERL
i @& A, 34 Nice to see you again. , B T A4
# —Z i, 3 3 Thank you for coming 1o meet me. P 3-8
#to

3.1 look forward to working with you. (B ZE HHE—A T
%)
look forward to & A “MZE X F 4", & 4 X 4 :look for-
ward to sth./doing sth. , #:
We’re so much looking forward to seeing you again.

(HANEEFer 2 A/ L3R
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* Key Words [X213i3

card [kad] n. T X, 2R
catalog [ 'keetolog] n. A R
colleague [ 'kolig] n. B ¥, F#
complain [ kem'pleinJvi, 388,424,
vt FE B
department [di'patmont] n. (478 43k 69) 3, B,
st At

do my best & Jpin

electronic | ilek'tronik] adj. wFey, wFFe
enter into 3£ 3%

establishment [ is'tzblifmont] n. 3, R X, 8] %
family [ 'feomili] n. B, %5RE,5 &

firm [fom] n. 424]

grinder ['grainda] . B L, BK

illustration [ilo'streifon] n. ¥ 8,394

introduce [ into'djuws] vz, A4, %, 3

look forward to B> %

pleasure [ 'plego] n. #rHik, AABHXHFH
relationship [ ri'leifonfip] n. % & K& , X HEX &
take care of HB

welcome [ 'welkom] adj. % %k i ¢4, 5T &4

n. ki

- Actual Exercises

1. Choose the right words or phrases to complete
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each of the following sentences. (%1% IF # 7]
FHEETK T A& 4)
(a pleasure, from, look forward to, welcome,
how, introduce, enter into, take care of, will,
do)
@1 working with you.
QT m Liu Na__ the marketing department.
@ __ to Lantian Electronics.
@®Itis ____ to meet you.
(B®We are willing to _ business relations with
your firm.
® s your business?
@1’d like to __ a colleague.
@I wantyouto  him.
@Ult __ my best.
@91’ m sure you
2 .Complete the following dialogues. ( 5 & T 5|
o)
(DA :How do you do?
B:_ 7 Nice to meet you.
@A: ?
B:My name is Liu Na.
@A ; Welcome to Lantian Electronics.
B:

@A ;How’ s your business?
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B:
®A: Peter, I’ d like to introduce a colleague,
Tony.
B:
s« Diagnosis Results | W1E M
1. @Dlook forward to  @from @ Welcome
@a pleasure ®enter into ®How
@Dintroduce ®take care of @do
@will

2.@DHow do you do?
@What’ s your name?
@ Thank you.
@O0h,can’t complain.
®Hello, Tony .
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UNIT 2 Ordering by Telephone
EiSiEi]
& Required Patterns

T S,
! 1.This is Dajiang Food Store. May I |
! help you?

1[ 2.Could you put me through to the toy

+  department?

3.1’d like to order 3 boxes of beer.

4.My name is Tony Smith, Room 2107,
Shanghai Hotel. My phone number is
65678900.

5. Please make a remittance of 1, 500
yuan for the books you’ ve ordered.
The postage is included.

6.Hold the line a moment.

7.1’ 11 see if she is in.

8.1’ m afraid she is out at the moment.

9.1’ 1l be pleased to if I can.

LXERXTREE. HEHITE?
2 BRITEEERY
3. BRI =R,
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