OLTIS ST 2

-
=i
(e
c
-
=
tr1

INESS ETIQUETTE



ENGLISH FOR BUSINESS ETIQUETTE
i % LAY 3% i

wxE RAmzt HF

OPWf-‘iig&ﬂ't

T



BEHE 8P LR

MRS (CIP) S -

RS ALICEE 30K, RIRBR E  — M Pl K AR,
2003.2
ISBN 7 - 306 - 02049 - 8

1.8 0.O%--QORF- N.&EF - -HiE
IV.H31

b = pie A B 4E CIP B4 (2003) 58 007046 5
FALGisE : bk ﬁ‘&&xﬂ:%ﬂﬂ;ﬁ?&ﬁ:ﬂmﬂ FILH 4. 204

of Ul ok % s AR A R R AT
CHbdk . TN HHA B35S WG . 510275
#i%: 020-84111998. 84037215)
IR G RAT R AT
I ARBERFENR L FENR
(Hasit: THRABLI T ETHCTS W% : 528000)
BSORK X 1168%K 327 & 11.5603% 287F %
20032 A IR 20067 B HESIKED R
ER¥: 13001- 16000/ E4#r: 20.507T

DEREEDRFREVERWE AR, BEKD KR BR



t\
STl

BERHHFAA LR ASBER RN B S XA T
EHHBERY, BLEOEATNEDH FHARBGNLY . 454540
WAl HRLHMER, SFEAEDPHUMN, KB
AFTAAHTREHFARAYASH SO LOEEHE, AHT
PG BRU S, FHS LRI THAR, 2HEFHTRY
HREFRA T ZIERA,

BEA-ANFHERAFGELHOIAETE, £4 IR #
2%, A2 FEDTRBBERAFAMPLELTRAEANAHHA
R E M. BRFFALFLTERZN ST, BRESTF
%, BEAGRBFRAGLIRTRESZZZETHEA, FPEAH
B, BFEHRE MR, THAEFIFRANLR, TREFTEH
SIHAREBRBFEDTHESED,

HAEBHFLRANG TR RS, ARG LRE, £/
HRBGAR, AERBBFTHHREHNELR, RNARF
P2 F R L, B AAsnd, BMAETHLE
RBXIFHGRRIIR, FFBRSAETSEIHOAREELFR
1#+ﬁ%%§5$§o§é%§%2¢%%ﬁ%,ﬁm&i#



LAXME., B, HiE, FERATEINE, 28, FREE
oI KA ET, FHEMER, ABERBHEAPEE
SR, TRERTREL, £5¢ 3AETE S5
B £ B b ARG ISR A, EBNEEN BN
AT, Bah P Bl b, RiEEAEF I HHEEXRY
HRPHBEEHREMPEETFAMLT LR, £HEFT,
HEAHT B P FETH, APLERVRBA, BAEHY
FREZHR, Kik——80K, EREQAAERTEM, F
2EF, dhA. BERFTAEHHRLETTRUA NG LIRS
#eh, Ar—HEH, ABFHF—. =, = @, 2, L, AT
EAHIXRBIBE, EHB16FF; 5. A +— + =,
‘=¥ HAmA A BRE, HIHY 13TF,

RFHEGRKERZE, $PRLARERMRAZL, &ﬁ
ik & R B AT AL HS IE

w E
20031 A



# | ¥ Etiquette for Business Greeting Fj & & #L 1%
(2) /Dialogue 1 Greeting, Introduction & Visiting Cards
AR, ABEEH
(8) /Dialogue 2 Chatting
FRIEE
(11) /Dialogue 3 Getting Down to Business
HAEHE
(15) /Dialogue 4 Ending a Meeting
ZHREW

%28 Etiguette in Bysiness Talks %32 #HL{X
(20) /Dialogue 1 Compliments
wEERE
(24) /Dialogue 2 Thanks
s



{4 L EEReRE

(27) /Dialogue 3 Congratulation
ww

(31) /Dialogue 4 Apology
B

$# 3% Etiquette for Business Calls % Ri%3L{X

(37) /Dialogue 1 Making and Receiving Business Calls
BATR Feis

(43) /Dialogue 2 Leaving Business Message
BH% O

(47) /Dialogue 3 Ringing Back

o 1] e, 1% }

(50) /Dialogue 4" Dealing with Urgé#f'Call =~ = ¥wan .
AEERE BB TR

(54) /Dialogue 5 ' Dealing with Complaining Call
BB

% 4 Etiguette for Business Visiting 18 S35 3L1L

(59) /Dialogue | Making an Invitation
5 [E]

(62) /Dialogue 2 Accepting an Invitation

(66) /Dialogue 3 Preparitig a Business Visit - Pt B
BH TS

(72) /Dialogue 4 Visiting a Customer
Hi—1T&P

(78) /Dialogue S Thanking for Reception
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S8 5H Reception Etiquette B & 1E:F3L L

(83) /Dialogue 1
(87) /Dialogue 2
(90) /Dialogue 3
(94) /Dialogue 4
(100) /Dialogue 5

(105) /Dialogue 6

Setting upon Agenda;
HEZHE

Making Accommodation
18K HE

Meeting Customers
WEEHE
Visiting Plants
BRSWT
Arranging Recreation Activities

LHR KT
Seeing Off
%5

% 6 ¥ Etiquette in Business Negotiating 7 %% ¥4 {1

(109) /Dislogue 1
(114) /Dialogue 2
(120) /Dialogue 3
(126) /Dialogue 4

(132) /Dialogue 5

Seeking Business Possibility

FRABE

Promoting Sales

fi2 84

Asking for Deferred Payment
B EH X
Handling Claims

S BRI
Declining Politely

e



S 7 Etiquette for Business Dinner B &R £ 1L{Y
(139) /Dialogue 1  Inviting to Dinner
HMiIEHE
(143) /Dialogue 2 Business Lunch

HHEFER
(147) /Dialogue 3 Western Food

[ 3
(157) /Dialogue 4 Chinese Food

Gk
(161) /Dialogue 5 Cocktail Party

SRS

% 8% Etiquette for Business Dressing % %3 3L1X

(168) /Dialogue 1 At Most Formal Situations
RIEABEEE

(174) /Dialogue 2 At Formal Situations
—BEXGEEE

(183) /Dialogue 3 At Semi-formal Situations
FIERBEEE

(189) /Dialogue 4 At Informal Situations
FEAGHEEER

% 9% Etiguette for Sending Business Gifts 5 5 M1L¥L{L
(196) /Dialogue 1 Choosing Right Business Gifts

B YA E F LY
(200) /Dialogue 2 Giving a Gift
#EHL



(203) /Dialogue 3 Receiving a Gift
ZAL

(205) /Dialogue 4 A Special Gift - R
AR ’

$ 10% Etiquette in Business Speech %L 1Y

(211) /Dialogue 1 Welcoming Speech & Answering Speech
K B EE

(219) /Dialogue 2 Toast Speech
LR ES €23

(227) /Dialogue 3 Send-off Speech & Farewell Speech

: W% B /2 B

(234) /Dialogue 4 Opening Address & Closing Speech
FFRERE AR

(241) /Dialogue 5 Presider’s Speech
FRABE

%11 % Etiquette in Business Writing %553 #3L1X

(247) /Dialogue 1 Establishing Business Relations
VA 3

(254) /Dialogue 2 Credit Enquiry
Blae i

(261) /Dialogue 3 Reminders
$EmR

(266) /Dialogue 4 Complaints

(274) /Dialogue 5 Settlements
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£ 12 Etiquette in Business Activities 8 %+ {Li&3h
(286) /Dialogue 1 Opening Ceremony

Tk #4L,

(292) /Dialogue 2 Cutting the Ribbon
BURALK

(297) /Dialogue 3 News Releasing Conference
HEE A

(302) /Dialogue 4 Advertisement
1=

# (38 Other Business Etiquette 31 411X
(309) /Dialogue 1 Tips
ek
(316) /Dialogue 2 Body Languages
BEE
(326) /Dialogue 3 Holidays
g A
(337) /Dialogue 4 About Taboos
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(335 ) K278
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RABHFREUFBERER, HBOWTFER N : OBEAL
AEBEN; OEBLEMSLL; OMEBHENFAER
i OB SRR N BRI EN, EEAEERE, A
RAABBFRNLENTR, FHFEULBEEHAFENFAD,
ELEMKAEERBRRLE, ANERLIREMIED
(Small talk) L&YY, FSHal I ENFRT %, B,
TEFIE FEALS . B, Bk, [HRIENAERAS Rt A
B, WREBRYBMOEE . THS, UBATIERLEKRK
B, Mo, RIEE) R AR, ROE Y, T
BEBE AR FE, SRR, EEN TR REETES
#, |

A TR S SEPUMTEE. AEEA, WTERERLH
B AIZE R ik p T . HARE B RE RS R
HALIRIAL S A T AN B, S5,



] %a}tﬂ%i&_

Dialogue 1
Greeting, Introduction &
Visiting Cards

CBME. MRERE -

1. (Brown and Mr. He have done business for years. This time,

they meet at an exhibition.)
(FAPTALERARS S, XK, MNE-NMERELLELE
T0)

Brown: Hello, Mr.He. Fancy seeing you here. ("

b et BAREX LRI,
He: Hi, good morning, Brown. It’s a small world, isn’t it?

By, Al XttSREAN, XWET,
@)

Brown: Yeah. How are you?
R, IREFg?

He: Not too bad, thanks. And you?
B, B, RYR?

Brown: Oh, fine. How are things in Guangzhou?
M, fREF. TR RIAERE AR

He: Quite busy at the moment. In fact, we’re about to open a new
company in New York next month.
HATRIT, RATT MABEEAAT—KH AR

Brown: That’s good! Ah, so you’re busy with it.
KIFT o AV EFE ZHEE,

He: Yes. Here is my new card. ¥

BW, XREHFER o

( Mr. He passes his card to Brown with both hands.)



(ITRERFIEHELEHFNA,)

Brown: Thank you. And do you have mine?
Wi, IRAERKG?

He: Yes, I do. If you’re interested in any our products, you could
contact me directly in New York.
By, RAE. MEMRIZRBNE, 0] HEEALRE
BK#. '

Brown: Thanks. I will.
s, B,

He: Brown, do you know Miss Li Jiang, our new sales assistant?
Li jiang, this is Mr. Brown Smith. He’s from Canada. He

works in Vancouver.

W, SAAZIMMAG? GERMFMHEME, £
WL, XARAH - FWes, meEXA, hERTEIE,
Li: Pleased to meet you.'® Mr. Smith, here’s my card.
HERBNGE, RHEHEE, XRBREOER .
Brown: Please call me Brown. Nice to see you. And here’s mine.
HURA, BEXNHRE, XRRNEBR
He: Have a seat, Brown.
HA, .

Brown: Thank you.

igiigio

l. (Mr. He and Santos are invited to attend a banquet held by

the Textile Union. They don’t know each other. )

(AT A fofadk ¥ MM B A MG RBELETOESL, RANKNL
" RIAIR,)



4 '10 L EEAMEE o

He: Good evening. I don’t think we’ve met. My name is Peter
He. :

B L4, REBNTANR, MR-,

Santos: Hi, I’'m Mike Santos. Pleased to meet you, Mr.He.
Bl BMER T MBMABIGE, 54k,

He: Pleased to meet you, too. I work for Guangzhou Garments
Imp. & Exp. Corporation. Here’s my card. ( He passes his
card to Mike with both hands.)

AR NG, RS MR O AR THE. KRN
Zho (RRFRREHNBLER,)

Santos: Thank you. (After reading for a while)'® Excuse me,
Mr. He? Is this telephone number also your fax number?
Wi, (R2A®T—2ILE) MAR, FkE, RIHEIE
SHHRRERESHG?

He: Yes. You can fax me by dialing this number. At the back of
the card is our business scope for your reference. ( pause)

How can I get in touch with you,(g) Mr. Santos?

B, UK SBIEEERAR, EAEERERITS
FWAEER, (MREeE, (H#) REABRBEKRR,
HFBHfE?

Santos: Oh, yes. I’m from Messers Benedetto Company, Canada.

Here’s my card. ( Extends his card with one hand at the cor-
ner.) We're one of the biggest garments wholesalers in Cana-
da.
W, RRRTMEXHERETLAR, XRRMER. (A
RIBHELAAETA, LA x7,) RIEMEKE
KRR R Z—

He: Thank you. ( Mr. He takes the card with both hands, reads



in a low voice.) Mike Santos, GM, Messers Benedetto Com-
pany, Canada. (Put it in his card file.)!” I hope we can do
some business in the near future, Mr. Santos:
. (FAERFRELER, KAEDk,) TR -HREH,
ﬁ@@%”jé%ﬂoC&zﬁﬁﬁz#*ﬁ')ﬁﬂﬁﬁﬁ
%, RERNAARSHERD R,

Santos: Sure. I hope so.
LR, RUX2FE,

He: Great!...
j(j‘{fj’ | ESRRTE

1. HRMEALERFHE A, E‘%ﬂ/\?ﬁﬂ? RS
HER
* A: Good morning! B 4!
B: Good morning! F F#!
* A: Hello, Henry, I haven’t seen you for a long time. #X%F,
FH, FAARLT!
B: Yeah, Brown, it’s been a long time, X, B, HA
AT
* A: What a pleasant surprise to see you here! 7EX LR ET
e, EEshW! '
B: How nice to see you again. HEMER LB,
2. TR, ARSUOFREBATIE T AR T RS
B, REHEIUE, XREREERE TS, A



¢ '* L mpAaxe

[ RELA

* A: How are you doing? R RE ARE?
B: Very well, thank you. fREF, ¥,

* A: What’s new? H - AHHELG?

B: Nothing special. Bt fA%F5IH,
A: How is everything? —VJ#j47AL?

B: Pretty good. 1R%F,

3. Ak (name card, visiting card) EREXFEPREEN TR,
EEEEERARSNANTE, HANE “EHAC", &
AARNEOREE, MANEFAEREL R ASTAIER
“gL—se” RERE, KEERMEBARNANEE,

4. THE KRR —RE “RFEE, BRER". A, B
Ry fgdik, Acw ALkl NRXFET, BEHA
CHZ A RER, ESINENESE. RESSEHFHET,
SEHEEHERARERLNE, BENN, NXFREFEE
AHH—ARFEAN, FAFERREATERELNEAA,
BRI AR S AEENTH. & LB FENIEX
ExF, BRI TS EREELE.

5. BE=ENRANT, NEEARAKIRTF, ¥RAMERE:

* Brown, I don’t think you know Mr. Li Bin. He’s our new
Sales Manager. i B}, REHERANRTREE, BEK
THERNHZHE,

* Brown, I’d like to introduce Mr. Li Bin to you. He’s our new
Sales Manager. W, RENBZEREATNA, E
BRINHEROFLHE,

e Brown, this is our new Sales Manager, Mr. Li Bin. i BH,
EMRRNMBERMHEEER T,

BANERE, EAANITEAN, B EE () REM



