o ) &

< O i
LWL ik




Business English
——Listening and Speaking

APLBEE — W ik

CES A E
g W

AR TB T K P



GPO &= 208 &

SREBE— W5

BAX kA #%F $RE FK

AT TR 2 H WAL S RRUR AT
LGB 130 5

BREC4R D 200237 Wi 021— 64253429
FEBIE EBRTHEITRY
I SCENRIT BRI
T 850X 1168 1/32 EI3K 6.625 ¥ 176 T
1998 4E 6 &5 1 AR 1998 4F 6 4 1 YRENR
EN¥R 1—5000 it

ISBN 7-5628-0858-9/H 121 ZEH#r 9.50 ¢



pll3

HiJ

AHMERBEEE KB HF LR AL R 0 AR B
R F A AT ARRB TR THT W, KEME
BT — & D EHM O RE R UHHR RS N EF. R
B Ee FMENES. 2P RSN ESH 124
RT-BRETAE 4B (D TR EAEEEARE: (2 ARFN
B F RS F5 Q) W BB B AL (1) A Rk &R
MEREAR M BWEEFARAEETNATER LY RS K
BT E K= . FRE .

HTETEF B TRENTHN . 2HEHAYXSEHF RS
EBF A TEEAEBONER EHTH RG0S TH - ERE
Eawsh W I A LRSS T THEHEMEEFRELELN
BTN MY R DRI HEM . AT RSRTET REK
REANREAAEGRNELFIM. Hh-FRWRETE — B
BA L. THE _RREZR- L ELLATERIXISHEE.

BIFCHFRREARFUETALT T AL L HEAHK
M FARGAHAE TR 2F - H .

mFAFHR A ZZREFER BEHWE,

B X A
F B A AR B HEHE I L



RE®AN

A4 RHAB A K IR0 27 9 I A8 52 1 B L 3 Y
IR 561 LA A SN PSRBT B S TR 0 - A ML T o
BB T — M2 DR M 0% 5 B0 LB A0 BB B F - R
TR AL & FRIRMIEES o &S ST AR E R 12 111
T B RIR A & B b LB SR BHE R, BT
S 51 1A S BB AL T AE W AN I T AR R4 B LR A
ABARSU TR A S e ek . AL B LI SCH1R
LA A



Unit 1
Unit 2
Unit 3
Unit 4
Unit 5
Unit 6
Unit 7
Unit 8
Unit 9
Unit 10
Unit 11
Unit 12
SEIFEN

CONTENTS

General Talks for the First Meetmg
Inquiry and Offer

Price -

Terms of Payment

Packing

Shlpment R R RN Y PN

TIISULATICE «+ecervrenrsoceansaseonsnnsannsussennrsnesannsonnnsannns

Commission and Discount
Complaint and Claim
Agency

Sales Promotion

Economic and Trade Cooperation

18 EK%LNM AT IR

B3R
Barp

5

56 1B

B7HT RE

B8P
R

7 WHEs5Hme-

10 H5n A -
%11 BT ﬁ%"‘
%Mﬁﬁ %ﬁ%nﬁ

BEER

v 10
v 19
eee 99

- 38
w48

57

- 67
vee 76
- 86
+ 96
- 106
- 116
- 116

122

- 128
- 134
j‘ﬁ @‘%........................... [
j_n' %]‘:’...........-.............................................
- 152
- 157
7—1.;1 q;u%_%?m%.. hee meessaranven cenacecsecrenrs sasats s sestrn
- 168
“ve 174
- 180
- 185

140
146

162



Unit 1 General Talks for the First Meeting

Listen to the following short dialogues and answer the

questions

. Miss Wang: Welcome to Shanghai, Mr Smith. Is this your first
trip here?
Mr Smith: As a matter of fact, this is my second visit to your
city. My first visit is in 1993.
Question: When did Mr Smith first visit Shanghai?

2. W; Nice to meet you, Mr Smith, I'm  Wang Fang from the
Shanghai Textiles Import and Export Corporation.
S: Thank you very much for you to meet me here.

Q: Where is Wang Fang from?

3. W. Did you have a pleasant journey?
S. On the whole, it’s not too bad.
Q: What does the man think of his journey?

4. W. Now, Mr Smith, if all is ready, we’d better start for the ho-
tel.
S: All right, we need a rest after a long flight.

Q. Where are the man and woman now?

5. W This civil airport has established nearly 50 domestic scheduled
flight lines.
S: Has it opened air lines to foreign countries and regions?

.1
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Q: How many domestic scheduled flight lines has the airport estab-

o

Q

Q:

lished?

, C
: You’ve been to several cities in our country. You must know a

lot about China.

: Only a little. I hope I will know more.

: Why does the woman say that the man must know a lot about

China?

: Look at those high buildings there. We'll arrive in a few min-

utes.

. By the way, what about the rest of our luggage we left at the

airport?

. Where does the dialogue most probably take place?

: Pve already reserved a room on the seventh floor for you in the

Peace Hotel.

. Wonderful. 1 know that hotel very well. They always have

comfortable rooms for guests.

. What does the man know about the Peace Hotel?

;. This is your room, Mr Smith, How do you like it?

. What a cosy and bright room! It’s very thoughtful of you to

have arranged all this for me.

What does the man think of his room?

10. W: How do you like our weather? It often rains here this time of

the year.

S. It doesn’t matter. I’ve come here not for pleasure but on busi-

ness.

Q: Why doesn’t the man mind it raining?
. Z *
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12.

13.

14.

15.

W The Chinese restaurant and the bar are on this floor. They
serve all day long from 7 am till 11 pm.
S: Thank you. Where can I do currency exchange?

Q: How do the Chinese restaurant and the bar serve?

W . I'd better take my leave now so that you may have a good
rest. We'll have our first business talk here tomorrow morn-
Ing at nine.

S: Thank you. I'll be expecting you then.

Q. When will they have their first business talk?

W : Our policy of opening to the outside world is sure to speed up
our economic development.

S. 1 quite agree with you there. Your trade policy comes into line
with the desire and interests of our people.

Q: What does the man think of the trade policy?

W . Mutual exchange of needed products is an important form of
mutual help and support.
S. I do agree with you. The purpose of my present visit is to ex-
amine the prospects of increasing our business.

Q. What’s the purpose of the man’s present visit?

W . The trade between us has been developing with satisfaction
but 1 believe there is room for more development.
S: I think so. Your commodities are of great significance to our e-
conomic construction.

Q. What does the woman believe?



II. Practise speaking according to the examples with

prompts given

1. Example;

Prompts:

2. Example:

Prompts.

3. Example:

Prompts:

You must be very tired. We’ll talk about our business

tomorrow.

I’d better take my leave.

You must be very tired. 1'd better take my leave.
1) I'm afraid I have to say good-bye to you now.
2) Please take a good rest.

3) I’m afraid I must be leaving now.

4) We can talk it over later.

We trade on the principle of equality and mutual benefit.

We always follow.

We always follow the principle of equality and mutual
benefit.

1) We stand for

2) We stick to

3) We always adhere to

4) We abide by

The purpose of my present visit is to seek an opportunity

to do business with you.

to examine the prospects of increasing business
The purpose of my present visit is to examine the
prospects of increasing business.

1) to initiate business with you in electric goods
2) to explore possibilities of cooperation

3) to promote both business and friendship



. Example:

Prompts

Example;

Prompts .

. Example.

Prompts:

4) to establish business relations

What has impressed us most is your flexible way of do-

ing business.

the great achievements you have made in construction
What has impressed us most is the great achievements
you have made in construction.

1) the great varieties of your products

2) your policy of opening to the outside world

3) the principle you have been keeping to

4) your present foreign trade policy

You may rely on us to render our cooperation in every

possible way.

to promote the sale of your new products

You may rely on us to promote the sale of your prod-
uets.

1) to supply you with such commodities regularly

2) to book a room with a lovely view for you

3) to do our best to expand trade with you

4) to airmail you free samples

May I ask what line of business you are in?

how long you are going to stay here

May I ask how long you are going to stay here?
1) what other products you export

2) what line of goods you handle

3) what you want to buy this time

4) where your factory is

Example; By joint efforts, we can promote both business and




Prompts:

8. Example:

Prompts:

friendship to our mutual benefit.

this transaction will turn out to be satisfactory

By joint efforts, this transaction will turn out to be sat-
isfactory.

1) we can enter into direct business relations with you
2) the winter hats can be introduced into your market
3) our commodities will find a ready market there

4) friendly relations can be maintained between us

We are one of the leading exporters of electric goods in

this city.

the leading exporters of garments in this region

We are one of the leading exporters of garments in this
region.

1) the biggest manufacturers of machine tools here

2) the leading importers of Chinese silk in our country
3) your regular customers for reading-lamps

4) the large buyers of your chemicals in Europe

III. Listen to the passage and mark the best choice:

We owe your name and address to Messrs Jones &. Co. They in-

formed us that your are a large buyer of chemicals. As this item falls

within the scope of our business activities, we wish to enter into busi-

ness relations with you.

We have been in this line for more than 20 years and have estab-

lished ourselves as one of the leading exporters of chemicals in this

country. As

our products are of good quality. they are getting more

and more popular in the world market. To give you a general idea of

6.



our chemicals, we’ll give you a complete set of leaflets showing the
various products we are handling now. If the listed articles meet your

interest, please let us have your specific enquiries.

1. Messrs Jones &. Co.

a) owe us your name and address
b) owe your name and address to us
c¢) informed us of your name and address

d) informed you of our name and address

2. As this item falls within the scope of our business activities,

a) we wish to establish business relations with you

b) we have established ourselves as a leading exporter of chemicals

¢) we wish to enter your country

d) we wish to enter into business with you for 20 years

3. We've been in this line of chemicals

a) for nearly 20 years
b) for nearly 25 years
¢) for more than 20 years

d) for more than 25 years

4. As our products are of good quality, they are getting more and

more

a) acceptable in the European market
b) popularity in the world market
¢) expensive in the European market

d) popular in the world market

5. Please let us have your specific enquiries




a) if you have a general idea of our chemicals
b) if a complete set of leatlets interests you
c¢) if you are shown the various products we are handling

d) if the listed articles meet your interest

IV. Listen to the following conversation and answer the

questions :

Miss Wang: Welcome to our corporation, Mr Smith. Is this your first
trip to China?
Mr Smith: No, This is my second time. I first visited China last year.
But it was a very short time. I didn’t have time to visit
Shanghai.
W . Shanghai is a very important foreign trade port in China. We have
set up a sightseeing program for you. You'll be able to go round

the city after our business talks.

921

Thank you very much for your kind reception and all the hospitable
arrangements. From the moment we stepped on your country,
friendship has surrounded us on every side. 1'm sure no one who
visits China today will fail to notice the great achievements that
China has made in every field.

W . I'm glad to hear that. Our achievements in the last few years have
proved the correctness of our policies of reform and opening to the

outside world.

03]

: | quite agree with you there.

W . In developing our foreign trade relations with other countries, we
still follow the principle of “equality , mutual benefit and exchang-
ing what one has for what one needs”.

e 8 e



S. Your trade policy falls in line with the desire and interests of our
people. Since the establishment of diplomatic relations between our
two countries, the trade has been developing with satisfaction.

W. It’s true. But I believe there is room for more development.

S. 1 think so. The commodities your country has been supplying us
with are always of great significance to our economic construction.
The purpose of my present visit here is to discuss the possibility of

developing business with your corporation in Chinese silk.

Questions ;
When did Mr Smith first visit China?
Why didn’t he visit Shanghai last year?

w e

What does Miss Wang say about Shanghai?

E-N

What would Mr Smith do after business talks?
What does Mr Smith find the moment be stepped on China?

What have our achievements in the last few years proved?

What principle does China follow in developing foreign trade?

oo~ o

What does Mr Smith say about China’s trade policy?

w

How does the trade develop since the establishment of diplomatic
relations between the two countries?

10. What’s Mr Smith’s purpose of his present visit here?



Unit 2 Inquiry and Offer

Listen to the following short dialogues and answer the

questions;

. Mr Smith . Could you give us an introduction of your products?
Miss Wang. What particular articles are you interested in?

Question: What does the man ask the woman 1o do?

. S: I’ve come to purchase carpets from your company.
W We can supply carpets in a wide range of designs. Which do
you like best? ’

Q: How can the woman supply carpets?

. S: Have you got any samples for these products?
W: Yes, we have. But they are in the sample room.

Q: Where are the samples?

. S. I think your latest patterns are quite good.
W: Yes, our new patterns are much better than the old ones.

Q: What does the man think of the latest patterns?

5. S: Could you supply table-cloths in this design?

W For the time being we can't supply as they have just been sold

out.

Q: Why can’t the woman supply table-cloths in this design for the
time being?
.10+



» L =P Déh

. S: Would you give me full particulars of the specifications of this

trip scissors? -
: Certainly. For this article, we have two brands.

. What does the man want to know?

We'd like to know the availibility of your musical toys.
. We can assure you of an ample supply of them.

. What does the woman assure the man?

One of our clients is desirous of purchasing motorcycles for his
stock.

. What type would you like to order?

o =

. What is the client desirous to buy motorcycles for?

S. I'm interested in your Forever brand bicycles. What types can
you recommend ? .
W. We have a lot of types for you to choose from.

Q. What is the woman’s answer about the types of bicycles?

10. S: Your leather shoes are quite good in quality. Would you quote

11.

us the lowest price CIFC5% Rotterdam?
W. I'd like to know the quantity you require so as to work out
the offer.

Q: Why does the woman want to know the quantity required?

S. We should like to know whether you can supply 10,000 dozen
sports socks for prompt shipment.
W.: I'm sorry we don’t have the goods available at present. We
can’t make an offer now.

Q. Why can’t the woman make an offer for sports socks now?

12. S. We are thinking of placing an order for 1,000 sets of your

. ]1 L



