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Talking About Your
Company isvisn

Hdx

To answer questions
about your company
B AR
i) [ B8 ]

To exchange

information about a

Plantronics, Inc., designs and manufactures lightweight headsets for
telephones, mobile phones, and personal computers. The company
sells its products worldwide and has offices in 19 countries. The head
office is in Santa Cruz, California. Plantronics employs more than
2,000 people.

GETTING STARTED

1. Read and listen to the article about Plantronics. [F{E3 -0 —F T X e
X FPlantronics/A /] i) L,

Plantronics is currently marketing its products
for home use. More and more people now are
using headsets to listen to music or play
video games on their computers. As a result,
Plantronics is developing a new generation of
headsets for the personal computer and
mobile telephone.

Source: Plantronics

company 4 2. Listen. Circle the correct choice. WrREHr, -4 1F #i%% % F 5 e Bl

LR vl A s

a. Plantronics @esigng/is designing lightweight headsets.
}\ fl 14 L‘ . . . .

b. The company has/is having offices in 19 countries.

To respond to a

o

business inquiry

o

5Ll A i e

. Plantronics employs/is employing more than 2,000 people.
. The market for headsets grows/is growing fast.
. Currently, Plantronics develops/is developing headsets for personal

use.

3. Work with a partner. Talk about your company. Use the words in the
box. H— LLl:]ﬁﬁAf’E {iﬁﬁﬁ’fﬁqﬂ E@%J&B?‘iiﬁﬁt@ﬁiﬂ?m&@’ NG

We manufacture We sell . . .
We supply . .. We design . . . t
We provide services for . . . ”"l
At the moment, . . . we’re hiring . . . }’
Right now, . . . we’re developing . . . "
Currently, . .. we’re opening . . . {

we’re expanding . . .



4 ‘T’d answer questions about your company

CONVERSATION
What does your company do? {1/ & &t r?

() 4. Read and listen to the conversation. PE{EFUT T HEHKILTE .

What does Oh. Are you

your
company
do?

based in the in Atlanta, but we
United States? have offices all
over Latin
We're a financial America.
services company.

* We provide ¢ Where's your * worldwide
financial services. head office?

And we're opening
an office in Sao
Paulo, too.

So, what are you
doing here?

Right now, we're
working with a
bank in Rio.

e in Brazil * opening an office e Really?

P eaia

¥ Listen again and repeat. PRI — H-HRE,
5. Practice the conversation with a partner. 5 [Ff£45>) &%

Pronunciation Focus: Wh-

G 6. Listen and repeat. WFRGHIFIRIE.

a. What does your company do?
b. So, what are you doing here?
c. Where’s your head office?

Talking About Your Company




Y 7T
e growing pretty fast right now. (1

G? 1. Listen to this presentation at a job fair in Mexico City. Look at the
pictures. Which presentation did you hear? Check (v') a or b.
Wr— W 7528 P4 AR A I — RO I W 25 B iy . AR T
PR, AT 3 B R Wb (3480 4% 2 7E TE B B IR AT V).

G) 2. Listen again and complete the notes about the presentation.
T —H, HERKE T AR ERFTICR,

R A A e A R R R T T R A

ké Business Solutions
z (a) Business software and consulting services. Head office in
itf (b) ; offices all over the world.
| (c) employees (most in US & Europe)
§ 2,500 Clients (large corporations; small and medium—sized businesses)
'ff Annual income: (d) $ million
In Mexico since (e) ; number of accounts (f)

Also in Brazil, Venezuela, and (g)

NUMBERS 74

@ 3. I;isten to the information about the company’s clients and net income.
Complete the chart. WFg§7 56 TIX KA m B % P A A EAS
B, e HERE.

Year Number of Clients Net Income

! hi year
() Listen again and check your answers. Pl —ii, JFEXTEE,




4. Speaker A, use this page. Speaker B, see the Activity File on page 86.
AFIFIATL, BZSBI86T TGS BTk

Speaker A, ask Speaker B for the information you need and complete
the chart. Use the questions in the box below. HjA{#H A HEH )
(1 i) B[] T 7 5 S 8 IR A%

, What type of company is ? Where is the head office of ?
spell that?
How many employees does it have?  What is the company doing now?

Example
Speaker A: What type of company is NTT Communications?
Speaker B: It's a telecommunications company.

NTT Communications

Type of company: Telecommunications

Head office: Tokyo, Japan

Employees:

Current activities: Expanding its global internet services
Hanjin Shipping »

Type of company: Shipping and transportation

Head office:

Employees: 3,400

Current activities:

Unibanco

Type of company:

Head office: Sao Paulo, Brazil

Employees:

Current activities: Developing business—to—business Internet services

in Latin America

5. Now answer Speaker B’s questions. HL7E [F]Z B[] &

6. What do you know about these companies? Talk about the ones that
you know. Use the phrases in the box. X} X467\ ] T 2%/ 7(#
JrHE P EIRZLR R R B HE RO B

It sells/manufactures/provides . . .
It's based in . ..
Right now, it’s . . .

E “""'!'..".:.""9.,.;,."::0

Talking About Your Co




READING B4~

Business Dress Codes 7572% 5
1. Read the article. {5 T X =,

g ress codes are rapidly changing in the world of business. In
hen companies across the United States, the business suit and tie are

disappearing from the workplace, and casual office wear—slacks
and a sports jacket for men, pants or a skirt and a jébket for women—is
becoming more and more popular. “Dress down Friday” (a day when
employees are permitted to wear casual clothes) is spreading to the other
weekdays, and this trend will probably continue.

In a poll of 3,700 executives
by Management Recruiters
International of Cleveland, Ohio,
40 percent believed that the
business suit is becoming a thing
of the past. Many executives
believe that business people will
not wear suits at all ten years
from now, not even to job
interviews.

iy

Source: Management Review

2. Write T (true) or F (false) according to the article. R 4& 3C 35 P 25 3 b7
AFIER,
a. This article is about what to wear for an interview.
b. Business people dress informally more often now.

c. Nowadays, people wear business suits on “dress
down Fridays.”

d. Many of the executives in the poll think that
business people will dress more casually in
the future. '

FF i3t
3. Discuss these questions. {58 X £ [a] &,
a. What do men and women wear to work in your company?

b. Is the business suit disappearing in your workplace?

c. Is it important to dress formally in your industry?
Why or why not?



RARITTARERBE

4. Read the letter. [EiExEE.

NIPPO" VIDEO B 9 Kanda - Mitoshiro ™ Chiyoda - Ku, Tokyo 101-0053

November 30, 2001

Kim Chang Park

Korea Video
receiver’: 1
Womaﬁ;n 70 Sorin—dong
Chongro—ku
Seoul, Republic of Korea
» Dear Mr. Park:
opening/ Thank you for your interest in Nippon Video.
thank you
—Nippon Video is one of the largest suppliers of videotapes in Asia. We have 15 offices in
Sompany Japan, and a wide network of manufacturing and distribution centers in Japan, Korea
information and the Philippines. We have an excellent reputation for quality, efficiency, and service at

_low cost.

= —1 am enclosing a brochure that explains our products and services, along with a current
additional || price list. Please get in touch with me if you would like further information.

information | | | T hope we can be of service to you.
—Sincerely,
sk T
(e —-| H
Hiroshi Endo
__Marketing Manager
enclosure |— Enc.

Write a letter responding to a request for information about
cognized as a world leader your company’s services or products. Describe your ‘
' company, its size and location(s), and its main activities. If
catalogue that you prefer, use one of the companies on page 5. 5—#{5,
e BERBOR T R TRITTE A RIS 8™ R fiiid— T
to call me for further ~ REGAF, BB, MLEMEZES, MRRER, IKAT
PAEFRERS T L i —Z A R A TR o

Talking About Your Com




1. Read the questions. Then match the questions with the answers.
BE 3 T A AR, SRS K R R S A SR

_3 a. You like Thai food, 1. Yes, I'm a software

B To make small talk don’t you? engineer.

____b. Bangkok is an exciting 2. Yes, there’s so much

PR L
city, isn’t it? to see and do.

initi n . )
10 Initiate and c. You’re in the computer 3. I’m not sure.

continue a industry, aren’t you? What'’s it like?

conversation ____d. You like sports, 4. Oh yes, I'm a big soccer fan.
don’t you? How about you?

Tt 221 Il 2200
HEATF % GV Listen and check your answers. WRi#s, JFREZE,
GV 2. Listenand complete the conversations. Wrig#Hr, FH5EMETE .

: This is your first visit to New York, isn’tit 7
: Yes, it is.

To write a follow-up

message after an v

initial meeting b. A:It'sawonderfulcity, 2

VI LG S — : Oh, yes. There’s so much to see and do.
EESST Iltll

: You’re in the computer industry, ?
: Yes. What about you?

: That was an excellent meal, ?
: Delicious. I love Mexican food.

: You live in Buenos Aires, ?

: Yes. Have you been to Argentina?

: You don’t follow soccer much in the US, ?
: No, but it’s getting more popular now.

Wy Wy W W W Wy

G Listen again and check your answers. Pl —i B ER,

3. Practice the conversations above with a partner. Take turns asking and
answering the questions. S5[RIfE4:> FIAIETE. PASRHAIZ i
IRl



To make small talk

You’re from the United States, aren’t you?
ok EE, &g 2

() 4. Read and listen to the conversation. [E{E3MF F X BOHE .

I'll have some You're from '\

Wha.t \\';)uld )'0;1 lik(; sl wates,
to dnf\k. Coffee? Tea? ks
Mineral water?

the United
States, aren't
you?

No. Actually,
I'm from Canada.

¢ Can I get you «1'd like * Are you American? * I'm Canadian
something

What part of
Canada are you
from?

Oh, really? That's That'’s right.
in the mountains, We do a lot of
isn’t it? skiing there.

¢ Where do you  Calgary? e Right.
live in Canada?

G P Listen again and repeat. N7 JFERiE.

5. Practice the conversation with a partner. 5[a]{£4:>] &iF .

Pronunciation Focus: Tag (

4 ¥ 6. Listen and repeat. Wy HIRE,

a. You're from the United States, aren’t you?
b. That’s in the mountains, isn’t it?
c. This is your first visit, isn’t it?

Making Conversation _



Wy 145
T
Are you going to Sdo Paulo on busi

- n:mr'?’\ g m ng-‘fn& BRI
eSS? (RELZMRD HEMW?
() 1. Listen to the conversations. Look at the pictures. Who is speaking?
Number the pictures 1-4. Wi FHfiE. & FEEIE R #EEBIE 7 1E
P F Bibs LA 5 1-4

2. Match the questions with the responses. ¥4 [r] 5 [EIZ L%,

___a. How’s it going? 1. No thanks. I just had some.
____b. Would you like some 2. Fine. We’re very busy.
help with the menu?
___c. Are you going to Sdo 3. It was very nice, thank you.
Paulo on business?
__d. Welcome to Mexico. 4. Oh yes, please. What do
Did you have a good trip? you recommend?
___e.Could I get you a cup 5. Yes. We have a contract
of coffee? with a telephone company
there.

() Listen and check your answers. WTRH HAZRTE R,



Mig4:>]

L0 P T
( i

iR e RS L R
Do you live in California? 47 inFl 9 g W7

3. Work with a partner. Read the situations below and have conversations
with your partner. Continue the conversations as long as possible.
SRS, BTSRRI SR REHETIHE, R
REMEUREON IS K —L28,

1. On a plane to Los Angeles 7& K IEHZHLE KHL L.

Speaker A, you are going to the US for a one-week training program in
Los Angeles, California. Start a conversation with Speaker B. Talk
about travel and work. {BiZAZE 3 E A 38 JE WA K& AZELS ks
FEAR ELHAATHO N — BRI E , SBIFIREIE, Wik TR AR,
Speaker B, you are returning to the US after a vacation. You live and
work in Los Angeles. Talk about travel and work.

BRBEER T BIE KIERE, M TAEHEBERZIL, MARIBHK
FIFLAE,

Example
A: Do you live in California?
B: Yes, I'm from Los Angeles.

2.In a Restaurant 7F—Z 4K B .

Speaker B, you are meeting a business associate who is visiting from
another country. Ask about his or her trip and then talk about things to
do, such as sightseeing, sports, musical events, and theater.

BREBIES — Rk, XA AR S — BRIV
WRM SRR TRG, RERISZMEER, b, B30, &
IRex . AR,

Speaker A, you are on a visit from another country. Talk about what
you want to see and do. fRIRANF—MEFKILTIF, RiSHER
iR E 2 GOE 5

Example

B: Is this your first visit to 2
A: Yes, it's a wonderful city.

L e B A I S ot ity ST v — P o
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READING

1. Read the article.

he business lunch is
an excellent way to
improve a

relationship with a client. However, since
eating is a very social thing, it's easy to get
distracted. So plan what you would like to
discuss, just like a business meeting.

It helps to think of the business lunch
as having a specific beginning, middle, and
end. Begin with a minute or two of small
talk, and then talk about business until the
food arrives. During the meal, put away the
paperwork and focus on getting to know
your client. Avoid food that is messy or
difficult to eat.

W, -!’ﬁ_;_»_{@;wﬁw v B R .

¥ The Art of the Business Lunch -ﬁg. '_

el 3 T~ T A SCRE

The person who does the inviting
should pay for the meal. If you think your
clients will insist on paying, pay the bill in
advance. Arrive earlier than your guests. Do
not order anything while you are waiting for
them. When the guests arrive, stand up and
shake hands. If they are late, wait about 15
minutes before you telephone their office.

The three-hour power lunch has
largely disappeared in North America.
Nowadays, the appropriate length for the
business lunch is about 11/2 hours: a
shorter, more productive meeting that still
leaves time for work afterwards.

e gl
o T T

Source: The Toronto Star

2. Check (v') what you should and should not do at a business lunch
according to the article. R4 FWHE#CE, FIWHRTER % &0 R %

At AFARLZ A 40

a. Plan what you would like to discuss before a v

business lunch.

b. Make small talk for a long time before

discussing business.

Yes No

c. Order a meal that isn’t difficult to eat.

d. It’s OK to be late if you are inviting.
e. It’s OK to order a drink while you wait for your

guest.

f. If your guests are late, you should leave the

restaurant after 15 minutes.

T

3. Discuss the questions. 3£ F i [a] &1,

a. Do you agree with the advice in the article?

b. What advice would you give a visiting colleague about business
meals in your country?



HIE
I10a New Client 2 (g5 /% d Filbl.

4.

Read the e—mail.

e 3 T Tk i H - B

From: akim@allgolf.com
Sent: September 11, 3:23pm
To: rdario@gla.com.mx
Subject: Executec lunch

Mr. Dario:

It was a pleasure meeting you at the Executec lunch last week. I enjoyed
our discussion, and ‘I appreciated your comments about our products.

As promised, I am sending you some information on our Deluxe range of
golf bags. These are made of a new synthetic fiber that is both strong
and lightweight.

Please feel free to contact me if you have any questions or if you would
like to see samples of our products.

Alex Kim
Sales Manager

Write an e-mail to someone you recently met who is interested in your
company’s products or services. In your message: #‘%ijﬂfri& oL SR
A7 S EIR G BB ) N & — B TR, ZERIE

~* say how much you enjoyed meeting him/her
BRI IRRZ ARG/,
« follow up on any promises or requests made

ARSER G ZVF T v BESR

« say how that person can contact you in the future

BRI UG ST S UREE R o

NUMBERS #+4

g

G 5. Listen. Correct the mistakes in the messages. Then listen again.
Wrigts, BT R B B AR . ARG VT,
- MessacE MEesSAGE "MESSAGE Mffs‘t,sﬁnE‘
From: Bob Green From: Paulo Ferreira an- Helena Schwartz From: Mmm Gomo
(303) 993-9802 - (55-1) 819-7790 (507) 623-1768 ! (8145) 910-0442
bgreen@stpaul.edu  (Brazil) hs3@wonderlink.com (Japﬂﬂ)
’ 't - paulo@ombanco.com.br
‘wants info about call about visit next e—mail application please call him
training courses week e i form :

Check your answers with a partner. Say the numbers.

X SR

e

HREEEER, I



Flbr

1 To schedule a
business meeting
il 5 4 55 2310y H
i

1 To arrange a visit
LK Vi

B To requesta
meeting in writing
PI i AEK &

[fij

'8
Y

¥ Arranging Meetings and

Schedules :i:iuis

.
V

GETTING STARTED

1. Anita Mendez is calling Paul Chan to schedule a meeting. Look at

[ e
a-00 .00 Pla -

2-

Paul’s schedule. Then listen and write the time of the meeting on the
calendar. ZYEt - SIEEELRY - BRITHRIELIZH 2 HEE,
BRP K AEEZHER, RIEWHEH I 2w e nELC7E H B L HER .

W

Listen again. Fill in the missing words.
FHUT—#, K me A AL
What does Paul say about . . .
a. Monday?

I’m out of the office on Monday.
b. Tuesday?

in the afternoon.

c. Wednesday?
all day.

d. Thursday?
in the morning.

Work with a partner. Talk about your schedule next week. Use the
words in the box. 5—{i[EfEE1E, (RTHE+ERIFEBGSIR T K
HELHE.

Example

in the morning
A: I'm going to New York on Monday. on afternoon
B: I've got a sales presentation in all day

Tokyo on Monday afternoon. on (day of the week)




