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 Essential Sentences Yy KIBII I1)

AR RUTERDN
The deadline was May 15th
R MBUE 5 B 5 5
& We*re on a pretty tight schedule
FRA AN AR B
Bl We don’ t have much fead-time.
FRA AT KA 0 7 i ]
8 We really need to huckle down and finish

them.

(@ 15 there any

FEA LAY T ML | TR B T

B We' ve just got to stan cranking

them out.

FEAHR AR TN ok

ay you could have it ready
today instead?

138 A7 0T A% JERE T U IR

ﬁﬂc&! Sentences ¢ il 4 Vi i

1 suppose we could change that deadline
to Monday morning.

F8 RN ) ] VA ST 1] PR A 24 ) 1)

Dircctor; The company has decided on our
sule nrgets for Um ycm

Director: Well, it" s a slight increase of 10%
from last year's targets. That means that we
are expecting to sell a total of $ 1.5 million”
s worth this year.
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Lesson 1

HHHHEHHH T R B 7

HATE A —IAE B 2 E R VORI, i iE O AR R X E B EE T
Ho @i THABRGH TR S WRHER, FOVEIERRRE P P AR EE
TH, POBHEFRISARR RS REX R CE R AT o is A AHRL S AAL ORI . 3
2, RAT—&K T — T R THAT G HRA T B

Part 1 Essential Sentences #:#li4) FIRg it F

L AT IR R )

B Hello, is this 44747167
MR, 2 4474716 557

I'm so sorry that I made such an early
phone call.

MAERREX 2 FITHE,

I'd like to speak to Mr. Green.
TAAFEAR A @

I8 May I know when he’ll be back?

2. PR ST

B Yes, speaking.
R, BB

Whom do you wish to talk to?
BB AR 7

I’'m sorry. Mr. Wang is out right now.
AR, EXERENTE,

IR This is his wife speaking.
REMBEF,

BB Can I take a message for him?

L TR
iB Is Ann in?
TAEG?
Is Mr. Smith there?

002

TRRE 5 VIR M A2 s [ SR g
BB Is he available?

b B2 H 16 A 2
@ Is Sue James in?

I - TR ?
Hello! Is Sue there?

MR OEIRAG?

B LG 2

6. ) May I have your name, please?
T (0] SRR e

I'll just find out for you.
KGR E?

EB Hello, are you still there?
MR, AR HEEWTIE 7

EB Who is that speaking?
T A R o7

actical Sentences 3 il i B

SE e
[ Tip:there R REFKR“HIL”, MR RS
LI 55— 7 ]



Who is calling, please?
BRWRAL?
EB 1 am looking for White.
KIRMEF
B This is White speaking.
AR
[ Tip: 7ERIE B, UL A C X — T A RE
R 1 am-- T 62058 This is ... i [ % 7
B, BB Who are you? TijZitifi Who
is that---? B3 Who is that speaking?]
@ Could you put me through to John?
AE MY 2 T FL TG G 7
[ Tip: %]+ May I speak to John? @] [\
AFEFEREE, R, d like to talk
to.... (FRAEA XX @ #%) X MEXZE—
FEE mALSR A E R )
Sorry, I can’t hear you very well.
2. Joik el
8 May I have extensionl6, please?
WAL 16.
PA Would you like to stay on the line?
-2 I)LATS?
I'm sorry. He is not in right now.
AR M ET .
E8 What time do you think he will be free?
W& Mt amH s 557
EA I'll call later.
TG HITk
(A What a pity he is in conference at the
3. RE 5
B Is that 138116587
& 13811658 g7
No, this isn’t the number you want.
N, XBARBERNSH,
I am afraid you got the wrong number.

AR S AR

Chapter1 H#% THMHEXLIE | 003

XA , T AT REAR UL o

[ We have a bad connection.
HL I 2 A 1)

£X 1 think the lines are crossed.
HAHZPLT .

M} Extension three four five please.
AL 345,

ff} The secretary of Manager Smith please.
T L 2 B AL

(P2 This is Mr. Wang returning your call.
FRAERIA A H 1R AR A E 5E 2

{E} Hello, operator, I'd like to call Spain.
When is the best time?
WL HEER DA, AL VG BT A
Bt AT A A iE 7

moment. S/EIRIK, il IEAEF 2o
I'm terrible sorry. She’s out right now.
XA, it AEATE o
£ What a pity she has gone out.
XA, dKl 2 T .
X Is there any way I can reach her?
AT R RER B g
[ Tip:reach 7£3X B &£ “ #imF] ., K
2" R
i@ Do you know what time she will be in?

RN SE b2 o 4B [m] S A 7

f8 You must have the wrong number.
TS HEEARIR,

EA Could I speak to Jane?
IR BB 0 78 75 D 2

(@ There’s no one here by that name.

LA MR BFEIN



EAR 500 52 2 xx RTFE

Sorry. I've dialed the wrong number.
XA, BITH T o

(A Are you sure you have the right number?

bR

(8 Would you like to leave a message?
WERERF?

#3 Would you tell him that Tom called?
VR IR T i

EN Please tell him to call me.
AT AN T

£8 OK, I'll give him your message.
G, B IEIR I R 25 4t

EA May I have your number?

. é’ulf ‘/‘ilﬂl W

8 I hope I’m not disturbing you.
WA BBAITHAR .

P8 I'd better get off the phone.

WAFHERIE T,
EB Nice talking to you. Bye.

TR PEFRIETE . I,
8 She hung up on me.

T i TS S GG 7
EX But this is the number I was asked to ring.

RN A VR B R 3X A5 R IT ,
AE S VFHRARE) = g 7

(B Can you ask him to call me when he
comes back?
il 1] e it BE LE A 25 3 4T e 5 NG 2
Would you tell her that Brown called?
T BR A AT BAFT L LT
£3 I'll tell him to call you back.
ik fhgn ST LI

M E R A IEE T .
BB 1 was cut off.
LT T
[ Tip: X BB iEK T, RB R AH
Wr T i . ]
(@ I know. Please hang up the phone.
WHIE T, HHHREE,

Part 3 Dialogue Exercises BLiill%} iRt

Secretary: Garden Co. Ltd. Good after-
noon. May I help you?

Li Haiying: Good afternoon. I'm Li Haiying
from Huaxin Computer Company in Wuhan
China.

Secretary; Yes.

Li Haiying. I'd like to talk to someone who
is responsible for marketing. We placed an
order with you for computers five weeks
ago, but we have so far heard nothing about
it from you.

Secretary: Oh, dear! It sounds that the delivery
is held up somewhere on the line. Just a minute,

Mr. Li, I'll put you through.

004
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Li Haiying: OK. Thank you.

Secretary; I'm sorry there’s no one here in
Sales Department at the moment, but I'll
pass on the message and ask them to get
straight back to you. I'll just make a note.
Could you give me your name and number?
Li Haiying: All right. Li Haiying, L-1, H-
A-1, Y-I-N-G, Huaxin Computer Company.
It’s about an order for 100 computers, model
Dell N21 1009.

Secretary: And may I know your phone
number?

Li Haiying: My phone number is 0086-027-
68743860.

Secretary: You made the order five weeks
ago?

Li Haiying: Yes, I did.

Secretary ; Right, sir.

Li Haiying: Thanks very much.

Chapter 1 E% T e 215 | 005
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Part 1 Essential Sentences i} 4) YR I H

FF I FAT 1 ) 2a)

¥ I’d like to call the meeting to order.
E A2 VUTR

PA Today, we are going to discuss...

A RFMTE -

EN Please look at your copy of the agenda.
There are 5 items on the list today. Let’s
start with No. 1.
WERF P S BOURRR A, 4 KII1E
FATATH . AT —TTHARIE .

IB We'd like you to give us your sugges-

tions.

R EH RIS RIRA.

EH Has anyone got any objection to this reg-
ulation?
AR BT HLE H5 507

(@ Those against raise your hands.
B Xt )2 F

If there are no other comments, I’d like
to wrap this meeting up.
AR B A A UL, AT 2B
45W .

£8 Thank you all for attending the meeting.

The meeting is over.
S mAR 2. B

Part 2 Practical Sentences 52 H % it i}

1. il

i® First, we must study out the topic of the
meeting.
B SRR AHUE 2 WA U

PA The materials about product development
are necessary.
P T R IR RHR 7 1Y o

We need you and Michael to prepare the

meeting.

006

AT EARMZE e RK MR U
I8 You have to talk about the preparation
with Mr. Johnson. -
PRALZTURN 2 5y 3 56 A R i o 5 L
BB Li Ming is responsible for the notice of
the meeting.

SUGER H 2 757,



2. FAFEIU

8 Good morning. It looks like everyone’s
here, so let’s get started.
W AF s AR AR T IRFRAT
JFERIE

PA Ladies and gentlemen, I think we should
begin.
AT, N AN T .

EB 1 think it’s about time that we got going.
AR I TR T

IR Let’s get things under way.
FATBAETFRIE

EA Shall we begin?
FATAT LATF R 7 g2

[@ Please join me in welcoming Mr. Green
from HP.
TRZ ST — AW B 2 A (4% AR
FetE S MAR 2.

We're pleased to welcome Mr. Green
from HP.

¢ AN 7T - B
3.0

W We’re here today to discuss the perform-
ance of our product last month.
FKAVSKE g — TR A
RO

FA Where shall we start?

FEATANHE LTt e ?

To shed some light on Item No. 1, I'd
like to call on Jack.

TR — I ) A — AR, LR R AT
W A8 ST IV AL

LR EE

i Mr. Green. Sorry, I don’t follow.
FEARSEAE XA, R T

FA 1 didn’t catch that. Could you repeat that
please?

A BETHE ., IREEESE T g2

EN I'm afraid I didn’ t understand that.

Chapter1 H# T2 | 007

FATIAZVGE A ks AR S 2

[A I'd like to extend a warm welcome to
Mr. Green.
PENHAR RS

EX 1t's a pleasure to welcome Mr. Green.
R AR E S22

M T have received apologies for absence
from Mrs. Stone, who is in Paris now.
FE W R Wl Rk ARH S, e
B ERE AR RN

(i} Before we come to today’s objective,I’d
like to quickly go through the minutes of
our last meeting.
TEIF b4 R B SO T, F AR DR [ Jost
— FEAT BRI AIE R,

{FA Let’s go over the report of the last meet-
ing which was held on March 2™.
LR AT &R —T 3 A2 H2WH

8 According to the figures displayed on the
chart, the sale of our products is quite
satisfactory.

HRYE R b s i, FRATT ™ o B
HREA.

A Now that we have discussed Item No. 1,
let’s move on to the next item.
BEARFA T g5 78—, A1 HF iR
AT R T,

Could you repeat what you just said?
TR A BT E] AR BE U — ki 7

£8 Sorry, I didn’t quite get it. Would you
like to repeat?
MAE, KEKWH, REEES
g7



ARG 19 52 2 2x KR

EA Sure. Just now I said our sales figure of this
month is only half of that of last month.
LR FNIA UL R X A H R R
WOUE EAA B —4,

(@ Steve, I'm not sure whether 1 get you
clearly.

W R, A EREBVTIEE T .

5. 452l

To sum up,we’ve come to the conclusion
that our new product should be launched
as soon as possible.

BE—T , ARG Z A%

P Before we close today’s meeting, let me
Jjust summarize the main points.
FEARER 2 WZ R, ik #ok ST —F
Erlo

EX In brief, we should strengthen our pro-
motion through the Internet.

BZ L, BATIRLZ N SR B AT R R _ e

8 Shall we go over the main points?
FATHCE G — T, b7

A Can we set the date for the next meeting?

What exactly do you mean?
PRI B2 (A2

B I'm clear about that now.
PR T

E8 Thank you for your repetition.
AR HEA

FATRERA I — T N RSB  [a) g 7
@ So,
March 22"
M2, FIREVGEES3 A 22 HIE,
Let’s meet on Friday next time.
FATF W I 2

E8 How about we meet each other again on

the next meeting will be on

the following Monday ?
FATTT S -—FF 2> 15 W g 2
BN Thanks for your participation. The meet-
ing is closed.
BRI RS 2. IREMUEER,
M 1'd like to thank Mary for coming over
from Paris.

F GG i A EL B AT K

Part 3 Dialogue Exercises il iE Fii i} 25

Christine; We’re responsible for this meet-
ing. How wonderful !

Lucy :I don’t think so. I have no idea how to
prepare it.

Christine : Don’t worry. First, we must study
out the topic of the meeting.

Lucy :Is that all right? )
Christine ; Then next... hmm... We need the
experienced to prepare the meeting.

Lucy: Who could we turn to for help?
Christine; Mr. Wang and Li Ming, I think
they can help us.

Lucy:Good idea. Let's go.

008

ST 2 i AR AT, KB T !

22 RN A X AN
2 KU
SERNTT : Bl 2. BRI AHlE &1L
AL

Wr 22 X AT 17

AR A A HE B

LTAITE RA RS 9 SRERREE W AT E A 2
Ky Aok ME A 2218,

i 22 ISR AT LA ) iR B W 2
SERHT : T AR, A kA RE
A

CERIED

Fefrr g
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Christine: We’d better make some preparation  SLAiifiT : FTi8 o e &, ANEE
first. We can’t totally depend on other people. SEMRE AN o

Li Ming: Good morning, Lucy. How is the AL A w22 S LHE R TR E 4
meeting preparation?’ Fe T

Lucy: Not very smoothly. Can you do us a  g&%Z. AERIGA|, REEFFRAT— Fg?
favor?

Li Ming: Take it easy. You can manage it. AU URITIRE TRy . fad?
What's that?

Lucy: The materials about product develop-  #&%ZZ . ;= fh ¥ & WA BHE L TFBY , XTIE?
ment are necessary. Right? .

Li Ming: Yes. And who is to hold the meeting? P Y S H E R 2 e

Lucy: We think the dean is the best choice . FH 1K B FEREEFSIUH HFE
to hold the meeting. A%k,

Li Ming: Good. And? T ARLS AT

Lucy: We also invite the general manager to Ry A 1A T MY,
give a speech.

Li Ming: Excellent. When you give the notice ¢ R I R (N (R BT S EAS A ST I (A
of the meeting, the time and the place of the IR AR R D (o 8l S W LT T

meeting must be included in the message.

Lucy: Yes, thanks. PR W,

Part 4 Related Knowledge Hﬂ%é&uiﬂﬁﬁnﬁg

WMRAREFF— G2V AR TEERSWEIG T Bl “BAEIFRIE!" “ A5 T,
AT HRIE ﬁﬂﬂﬁ%’x%?ﬁ TREKMARN R, ATEY RBAAE, MENLTIL
ANTHEFEE A S TAEE R ARSI E RN LA & — N R,

KRVUT RSB — 3 AR B R B S — P A2 B R A AR IR ER
Blo BB ARSWEE e, #lan: “ 4145 KT8 B KR HEH ™ M8 T &

TEFF 2 REA4 A ST TAERROL T AR N & B I , A — 2 m) R 7 B AR
B PREEA 82 TS A Bk ;3. EARIETES 1 5 & A 5L AT LA B4R 36 A 15
RSB A, RS

W RS, BRIEA BH . AEESWHTHSm A B XM E R, R
AR BB R AR IR, B2 R TE R E B 28 RS . Bl XA AR AT e Bk
o R RITE TR,

WA, ZE R AL B — L R O SRS SR

Ban . “ B &AL S N4 KRB 2"

“REMNAS R ZWAALREB SN, 5 KRE UGB A k"



