il 5 Bff 18
R —ikK

FRig

O nsolidate Business English at Every Step
¥ ¥ P
‘S‘\‘ L) /&S
i P K

T BAPD
#wH# [Z]Alejandro Taylor
[3%] David Joseph

{ERRNABECEITAL —MITRERZEHEEE
BEXEIKARAET BERRERS AN

REHEREEHLLNE

§|||: N B

National Defense Industry Press




N@ohsolidate Business English at Every Step

7 e

SRR AR B

WH# [%]Alejandro Taylor
[3€] David Joseph

WE DEE XHE FiIk SRAE B4R
B K ENEAATREE R K
HEB HKER REHK TRAF EIH

N AN e
- e -



nEE T

AR 7 R BURILRE L T 8 CBR . R —BICIT RO LA R
REFT AT, T BRI > o AR5 R A X 5 A 60 L Fy i S5 SRR 5 , % 19 S
A X A, ZE AR BRI — 8 A AR TR 0 f X AR B o AE 2 T 1 I [
i, 3 T AR R T A K A BRALAY . 42454 11 B 139 T, A ARG 95 58P
Hrig St a0 AR S 5 0 R i R O i S S A REE T E S S

KRB ST B S5 HRAT , AT FLIE AR 5 R 4

E B RS E (CIP) #iE

FRRFVMK T/ BEPHT . —ALw: EBS Tl
Hi At ,2010. 1

(BB IGEL M)

ISBN 978 -7 - 118 —06578 -7

1. ©%- 0. O M. ORGRA—E
V. DH319.9

o [ R A B i CIP 5 B 5 (2009) 55 199872 5

@ -2 BREAT
(LR K SR g 23 5 WEECATS 100048)
s EEAERARRIEA R
A

*
FFZ 880 x 1230 1/32 Ep3k 8% =¥ 235 T
2010 45 1 A% 1 BESS 1 KEDRI  ED#1—6000 it REHF 26.00 JT(EOLAL)

(EBMABEPRER, R HRBR)

B B 5% : (010) 68428422 RATHRIG : (010)68414474
KATEE : (010)68411535 KATI55 : (010)68472764



—r

Bl =
PREFACE

Pt 25 I ) g 95 S A 6 0 A0 K, I PRS2 J G 45 35455 Fr
MRS AR 45 K B AR A R R BB R, B
TRE(AF TGRS L) . AEANRAMFN S R H A1
AR, B AR 2 SN BRI SRR R B F 9 2 %% BEC £ 3¢
IS AIATERGE SRR 1% T k. XEBRUNEENF
S EDHE AW SR 5518 B 9 N 4R 6L T 25 T B, 2 BEC FiE S5 LA
BeAGlh % A 4R A T R ik 52

CRIAN BB K T )R 55 25 SRR 25 W0 o B B 9300030 ( 44)
AR —ASLRRE L () Z 0, 75— S8 B A 15 o5 oh, 3 2048
XL AT R ALY R ST , ol iR IC B AT 8 4% .10 £% .20 f5%
Ry R IC , I PR KRB (R) , IRIEIZ . A HEIE BEC & A
SEPR B 55 L R B R SR AT T 40 R, BUIE M SCBL T k2K 5558 , 3¢
FIfE. 35K 6 B 20 S HIT, WIE A TR SHEM S T 5%
Y BRRY KR S58% AT RERFHR. ZBELT 2w
5485 T IR AEE IR ALV F , B /) 298 22 7 450 30 b R L 0 L
AARRYERI )T, B BR A 52  18 2 ) 7 45 1730 9 R B, 3 ok A f s
PGV, 325 R R A B %5 32 PR RE ST o

(TRAMBERE TIRAR A" 2", RBRENBIL” .
2507 559 BT 300 ZMER/NMEE, LA S S HHE
W AXES MRS BHFRA HF LW ANRRENE., £
X 55 G R A R e B B RN RD ), EAT 2 R GERORESS , TT LABE
AHHEH. BRRKR” WA, HRME XM SN, 7T LR
PR % G T T SR % ) |



CRBRHR R T REERPA” R R RERN Er“m”
M RER . B TT IR LA R SO B TR L 5
3], ARG T B A A B 1 S SC R VI NI R E R R A BT
f , BB T 3 BT A [ A7 0 B DL F Ak 3 5 . FEF T TR E B
B, R T LB R BB T A K AR E BRALIL . &4 11 139
ASBATE D8 55 2CBR R 54T iRk A S R 5 07K
REHEO BN ARBE. THEM BFES FIERE
R hRAT, ATEE IER R SRR A

(ACHRBRR FYAE R 44, HEED]” KRN, K% T
bR SR SE T AS 1, IR BT LUK O BR A ORI R AL, E T
23] AT LT R EE R 45 A S A AU, 3 v R e 5l 4 38R S A
rhR T A T N D IR R AR . 1 AT DATE H AR o AR TS
(g P 2T, K56 B SC B T Bl BB PR VR A R A R AR 1B R
H. EANEICE H4 HFE— a2 T AR A Y, J5 (8 35 A
MIRE2ES, ARSI ENATHE—BRTETSERBINEES
(E0 S R Gl RS A B4, I T H O TR
3 P HOE RO EIE B R SO R A . BIEEA YR R BEORT RS
B % B S EME

GAREERET) (7 AR E T ) ML RIRFHBRE T ) K
MP3 {4 i 2% %8 % % Chris Anderson, Joe Vehling, Shelley Nauss P
Rachael Lau BH{3 , 3RS A7 A 15025 I\ 45 1 A 40 B0 o A BRI
CASCEIERR R T ) Be LA BASHAR G AL, 7T LA IR 75 2 B A R S W)

Z X AR A 0 LB T 45 TR AR A0 BR) REFE B R
FHHETLREERNE” “BER KT

ETEy



H R\CONTENTS

Chapter 1 Business Communications EEE:S%0

Unit 1
Unit 2
Unit 3
Unit 4
Unit 5
Unit 6
Unit 7
Unit 8
Unit 9
Unit 10
Unit 11
Unit 12
Unit 13

Chapter 2 Price and Terms of Payment | mﬁ.ﬁ_ﬁﬁfiﬁ

Unit 1
Unit 2
Unit 3
Unit 4
Unit 5
Unit 6
Unit 7

Answering the Telephone 42 Wt B /002
Dialing a Wrong Number $T48 Hi 1i5/004
Calling a Switchboard Hi3i5%%4%/006
Arranging an Appointment % fE#]4:/008
Putting Off an Appointment #EiR #)2:/010
Canceling an Appointment B #4:/012
Visiting Clients FfiJj % F1/014
Reception 7§ %5 $1%/016
Introduction of the Company 7\ @] 4143/018
Visiting Factories 2. T.J /020
Business Meals 7 552457022
Arranging Activities ZZ HETE 3//024
Seeing Off Customers 1% 51| % /026

Inquiry #]#%/028

Offer #2#%/030

Counter-Offer 1A #%/032

CIF piA R B hniz 3% 4 /034
DDP SEF4 )5 32 H 4y /036
EXW T.J” 2252 1/038

FOB #% F 3255 #+/040



| Unit 8
| Unit 9

. Unit 10

| Unit 11

Chapter :

? Unit 1

| Unit 2

| Unit 3
- Unit 4
i Unit 5
| Unit 6
Unit 7
Unit 8
Unit 9

Unit 11

. Unit 10

4 rEormsi o

Remittance J[_{}/042
Collection FEHit/044
Letter of Credit {5 F1iF/046
Letter of Guarantee {4 pK/048

3 Packing and Logistics B2E

Mode of Packing £ 77 /050
Ways of Shipment %%z 75 7/052
Date of Shipment %1z #fj fR /054
Chartering a Vessel FHAf1T#E/056
Port of Departure iz #/058
Port of Destination H ] #/060
Transshipment Port H %% /062
Clearance of Goods % 5%/064
Customs Clearance 4% /066
Export Drawback H iR %i/068
Exemption from Duty #f 1 48i/070

Trade

Chapter

Unit 1
Unit 2
Unit 3
Unit 4
Unit 5
Unit 6

Technology Transfer £ R#%ik/072
Bidding #i#5/074

Tender $L47/076

Joint Venture &% 4)/078
Compensation Trade #Mz % 5;/080
Barter Trade 5 1% %1 5 /082




Unit 7 Consignment Trade 278 5 5;/084
Unit 8 Processing Business Jfifl T\l 45/086
Unit 9  Assembling Business %% fif [l 45/088
Unit 10  Financing ffi%%/090

Unit 11 Agent A X%4RFE/092

Unit 12 Commission {4 ] f51/094

Chapter 5 Import and Export fzR:8zigas1m)

Unit 1  Credit Inquiry %4518 /096

Unit 2 Establishing Trade Relations 7. 51 5) 5% /098
Unit 3 Quantity of the Order T 5% %(#/100

Unit 4 Quality of Goods $¢4 Jfi /102

Unit 5 Ordering Goods T 1T 8./104

Unit 6 Out of stock /106

Unit 7 Insurance Rate {5 %%3%/108

Unit 8 Commodity Inspection R fhi K 5/110

Unit 9 Signing a Contract 174 [F]/112

Unit 10 Revision of a Contract (&2 & [Fl/114

Chapter 6 Business Conferences BEE: -4

Unit 1  Preparing for a Meeting 21 % £5/116

Unit 2 Agenda 2103 F2/118

Unit 3 Beginning the Meeting 218 F #£/120
Unit 4 Discussing During the Meeting £x13}6/122

Unit 5 Summarization and Adjournment 4% [4]£:/124




Chapter 7 Company Operation

| Unit 1 Competition 7 4+/126

| Unit2 Partnership S4E % %/128

' Unit 3 Product Launch 37 fi & i £2/130
Unit 4 Press Conference 0 ¥ 354/132
Unit 5 Registering a Trademark 545 7F /134

" Unit 6 Patent £ #/136

| Unit7 Financial Affairs 23 )0i4%5/138

Unit 8 Company Website 23 &) % %5/140

Unit9 Mergers /A &) & 3/142

' Unit 10 Branch Offices 4 % #L4/144

Chapter 8 Marketing & Sales BBk

| Unit 1 Market Research T3z A#f/146

Unit 2 Target Audience HFRiH % /148

Unit 3 Promotion by Salesperson %[ J#E#4/150
Unit 4  Advertising Campaign |~ 512 1E/152

Unit 5 Choosing Media £ 114/154

Unit 6 Details of an Advertisement |45 4H15/156
Unit 7 Promotional Events {2447 5/158

Unit 8 Preparing for a Trade Show WS EL/160
Unit 9 Trade Shows JB£#13%/162

Unit 10 Product Demonstrations 7= i 8 7n/164
Unit 11 E-commerce Hi, 17 45/166

Unit 12 After-Sale Service £ J5 iR 45/168




Chapter 9 Customer Relationship Management E=E¥4-3::]

Unit 1  Complaints About Quality JFi & £ff/170

Unit 2 Complaints About Short Quantity 45 & £ 1/7/172
Unit 3 Dealing with Complaints Zb ¥ #i/7/174

Unit 4 Wrong Shipment &% % $£4)/176

Unit 5 Returning the Goods iB /178

Unit 6 Claims /180

Unit 7 Arbitration i fh#%/182

Unit 8 Public Relations /2353 % /184

Unit 9  Company Gifts 23 &) 2845 54 /186

Chapter 10 Contacting with Bank ESE:EeRIE

Unit 1  Opening an Account F-37. 1§ F/188

Unit 2 Inquiring About Interest Rates i) [a] £ %£/190
Unit 3 Depositing and Withdrawing 772 H4%/192
Unit 4 Closing an Account 745K /194

Unit 5 Cashing a Check 3722 51, 31/196

Unit 6 The Rate of Exchange M-I /198

Unit 7 Exchanging Money %% 1 5. 4#/200

Unit 8 Credit Card {5 F /202

Unit 9 Reporting a Lost Passbook f7#frHE4%/204
Unit 10 Investing in Stock Market % %% i1 /206



Unit 1 Daily Schedule H #2%2$E/208
Unit 2 Passport and Visa "8 &1F/210
| Unit 3 Booking a Plane Ticket 1T KHLEZ/212
Unit 4 Security Check %Ki /214
Unit 5 On the Plane 7 ¥#1_ /216
Unit 6 Transit $41/218

Unit 7 Passing the Customs i3 ¥#§ /220
Unit8 By Ship JefR/222

Unit9 By Train ek %/224

Unit 10 Asking the Way [A] /226

Unit 11 By Bus Je/A%5 %./228

Unit 12 By Subway & #h#k/230

Unit 13 Taking a Taxi & H #1%2/232
Unit 14 Reserving a Room {7 5[] /234
Unit 15 Checking in Af¥%12/236
Unit 16 Wake-up Call Hi, i1 fi/238
Unit 17 Laundry 3£ ¥E4K%)/240

Unit 18 Maintenance 4E4& Ik 55/242
Unit 19  Bill Mistake i #5517 /244
Unit 20  Checking out %5 iR 5/246
Unit 21 Booking a Table £&JT17117/248
Unit 22 At the Restaurant 7E2&4H/250
Unit 23 Sightseeing 2 WLl %/252

NTNEL, 1 2 e e PDE s Uy 18] . www. ertongbook. com



B




Chapter 1

. . . - . . e
Business Communications T‘Z]_% 2Z R

m Answering the Telephone

Revision Clause %

'

Who's calling, please?
He is tied up right now.
I’ll give her the message.

Reappearance Dialogs

» Gi
Al
B:
A:
B:

A:

ve It a Whirl

Good morning. This is Century Company. May I help you?

Good morning. This is Wang Yang from Beijing. I'd like to speak to
your general manager, Mr. Bruce.

I'm sorry he is out. I guess he will be back to the office in two hours’
time. Can I take a message, Mr. Wang?

Ah, I don’t think there is something important. But please tell him
I’ve rung when he is back.

Sure, I will.

» Show One’s Capabilities

AS
B:

>

Wy W W

A:

Good morning, New Fashion Company.
Good morning, this is Nancy from DYJK Company. Could I speak to
Mr. Liu, please?

: Hold on,I will see if he is available. I am sorry, I'm afraid he’s hold-

ing a meeting. Can I take a message?

: Yes. If you're sure it’s no trouble, can you ask him to call me back?
: Of course. May I have your name?

: My name is Nancy King.

: OK, I’ve written it down.

And my number is 13588888888. Please tell him I have something ur-
gent to talk to him.
OK.

[» 002
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(I Dialing a Wrong Number
i

I’m afraid you’ve dialed the wrong number.

Sorry, I must have dialed the wrong number.

There is nobody here by that name.

I’m sorry, I've been misrouted.

I'm sorry but this is the number I was asked to ring.

Reappearance Dialogs

» Give It a Whirl

: Good afternoon. Golden Coast Company.

: Hello. Could I speak to Mr. Black, please?

: Who did you want?

: Mr. Black. B-L-A-C-K.

: I'm sorry, here’s no one by that name. Are you sure you have the
right number? This is 6302547.

: I’'m not sure. I’ll have to check on the number. Sorry to bother you.

: It doesn’t matter. Goodbye.

> w > w

»> o

» Show One’s Capabilities
A: Hello. May I speak to Mr. Johnson?
B: Who do you want to speak to?
: I want to speak to Mr. Johnson.
: There is no Mr. Johnson here. What number do you want?
: I want 3345027.
: This is 3340527.
: Oh, dear. I'm sorry, I must have dialed the wrong number.
I’'m afraid so.
: 'l try dialing again. Sorry to have troubled you.
: It’s quite all right. Goodbye.

W WE W W

I» 004
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(mﬂ Calling a Switchboard
o

You’re through. Go ahead.
I'll put you through to Mr. Lewis.
I’ll connect you with the department concerned.

Reappearance Dialogs
» Give It a Whirl

Al
B:

>

Wy wy»w

Future Company. May I help you?
This is Jack James. I would like to speak to the president of your
company.

: I’'m sorry. But Mr. Smith is out of the company. May I direct your

call elsewhere?

* Yes, who is taking his calls while he is away?

: Chen Liang is filling in during his absence.

: Is he available?

: One moment and I'll check...Yes, he is free now.
: Great. Please put me through.

» Show One’s Capabilities

w > W >

v
o

W w>we>wewe

: Is that Sunshine Company ?

* Yes, it is. May I help you?

: Ext. 109, please.

: One moment, please...I’m sorry, but nobody answers right now.
: How terrible !

Whom are you calling?

: I'm calling Mr. Smith in the Personnel Department.

: I’ll check the number. One moment, please.

: Thank you.

: You’re welcome...Hello, sir. The correct number for Mr. Smith

is 106.

: Oh, I’m afraid I made a mistake.

: Yes. I’ll put you through. Just a moment, please.

: Thank you.

: You’re welcome. Mr. Smith is on the line now. Go ahead, please.
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