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1  RECEIVING VISITORS
BREN

I Didlogue

Good morning.
BB,

Good morning, sir. I’'m the receptionist of the Light Indus-
trial Products Import and Export Corporation. Can I help
you?

BBy, B REBT R O AR MEFAR. &
HEG?

Yes, please. I have an appointment with the Sales Manager
Mr Gage at 10.30.
R, REHEMEHEEARE 10 REFEIMA2.

May I have your name please?

FHEFREHNAFHG?

Black. Peter Black. I'm from the Northern Star Bicycle
Factory.

KT BB - . REIMREBITE M.

Oh,yes. Please take a seat, Mr Black. I'll phone Mr Gage's
office.

01.



W, X7 ARIESEA. A, REEFRESANEHE
i,

Thank you. (Michel dials)

Htht. CRBURKS)

Mr Gage's office.

wITRENNE.

Hello, Mary. This is Reception. Mr Black is here for his
1030 appointment with Mr Gage. ’
Prif, Hham, EEFAL. SIEECERT MM
FEHE 10 FEF MY L.

Mr Black ?
T TLIEL?

Yes, he's from the Northern Star Bicycle Factory.

X, RARE HITET #.

Oh, yes, that's right. Mr Gage is expecting him. He's in
Room 412 on the fourth floor. Please ask Mr Black to come
upstairs right now.

MR, AR, mTEEE/ES M. fAEDUtE 412 B, K
et BRI,



B: Thanks. (Replaces the phone) Mr Black , would you please
go upstairs to Room 412 on the fourth floor? Mr Gage is ex-
pecting you at the office.

. R LD MRS sased  FEBIek 112 Bl e,
FREERESAANEFL.

A Room 412 on the fourth floor.

POk 412 palal.

B: Right. The stairs are on the left, but there’s an elevator at
the end of the corridor.

Xf, BEBRTEACD , AL ERRTICL A b

A Thanks a lot. I think I’ll take the elevator.

Zift. RERTRFHBE.
= B Bye-bye!

B
II Useful Expressions

1 Excuse me, but are you Mr Smith from Australia?

TR, AR NBARIL A s R e ?

2. How do you do, Mr Zhang? Glad to meet you.
8, Kk, RBIGHRREN.

B



3 Did you have a nice trip?

HaEfitRg?

4. I'll be all right by tomorrow and ready for business.

ARBREET R, EETRILET .

s Can I help you?
THFG?

6. What can I do for you?
REEA BTG ?

7. Haven’t seen you for a long time.

HAARRT .

8. Pleased to meet you again.

REN B,

9. Fancy seeing you here.

HEAFIERX LB,

10. How are things going with you?

iREE AT

) i [ How's everything ?
— YIRS ?

12. Can’t complain.
o4



13.

14.

15.

16.

17.

18.

19.

20.

21.

pUSUEE PN

Not too bad, thanks.

FHAKIR, Bt

I’'m very well indeed, thank you.

RILIRGE, WBHR.

1 have an appointment with the Sales Manager at 10 00.

HMHERLE 10 SHAFINA2.

Can Mr David see me today?
BAEESRERRG?

Do you mind if I call on you tomorrow?

RURFRITG?

1 hope to see you in my office next Friday.

BAEETAIERN D AZRRIAR.

I'd like to drop by today to talk over our contract.

BRESRIFFERRIFRRENRI G .

Will Mr Wang be able to see me now?
ERAERERRKG?

Will you be free on Friday?
ERRGAZEG?



23.

24.

25.

26.

27,

28.

29.

30.

Would it be convenient to see you next Tuesday?

TR ER?

1 wonder whether the manager could spare me half an hour

tomorrow to talk about the transaction.

ARBIRARET LT/ D HI EIRIRE BT .

I'd like an appointment for tomorrow morning.

RIELYERAR EF.

I'd like to make an appointment with you.

FEMELY—ETE R

He's available on Tuesday or Friday.

B s BRI,

1 won’t have anything particular on Monday.

EW—REA 2505

My office hours are 8:30 to 11;30.
A ABHELR A S4B — k.

I couldn’t make it this week.

XEMRIAEE.

I'm afraid I won’t be free on Tuesday.

BHREH B,
L] 6 L]



31.

32.

33.

34.

. 35.

36.

37.

38.

I have a previous engagement at 6;30.

REEREFHL.

I'm afraid we'll have to change our appointment.

TAORNBUERINNAZT .

I'm sorry, but 1 won't be able to see you this afternoon.

WARE, SXTFRAERRT .

About our appointment for tomorrow, I wonder whether we
couid change it from 8:00 to 8:30.

FFRREMVAE, RAETI/EH AR,

I'm sorry to inconvenience you. but we have to postpone our
meeting.

TRITEKE ZUEFIAE, ERIMTABABERITA S

I have something urgent on Wednesday, so the appointment
will have to be cancelled.

EW=RA2T, FUAXREFBIET .

Could you please give me your name, sir?

ek, HETFREHAFEG?

What’s your family name?

Tt an

°7e



39.

40.

41.

42.

43.

44.

45.

46.

47.

What’s your full name?

trev et

May I know your name?

HREEAR? -

We come here today, hoping to enter into business with

you.

RMNSREIX EARRFEMERNMER.

Our manager would like to invite you to a dinner party this
evening at the Sichuang Restaurant.

SR EBRAEIREHF R ETNREZIR .

We are going to give a dinner party at the Jinling Hotel this
evening and would like to invite you all.

SRENEERIFEEE, HEADEE.

Here is your invitation card.

XRARIIA .

Thank you for your invitation.

Do you like to have Chinese food or Western food 7
HRINEPELREE?

Do you like your steak well-done or underdone?

.8.



48.

49.

50.

51.

52.

53.

54.

55.

56.

EERFHERE —RERM— R

Medium rare, please!

AR

These dishes look delicious. I’'m sure they will be to my

taste.

XUSEEBRIERAR, —E2X R DR

I propose a toast to the health of all the guests.

BIRUCY T AR E A R T4

Let me propose a toast to the success of our negotiations.

BARVON RN TE BRI TR

Let’s drink to our friendly relations.

RN ENZ B AR R TR

Please don’t stand on ceremony.

EALHIRL.

Please make yourself at home.

EAHER

Please help yourself to whatever you like.

HREE R

Let me help you to the roast duck. °



REG ETRAERG.

57.  It's really delicious, but I couldn’t eat any more.

XPREAIREF, HRR—SWBA FET.

58. Well, maybe I could manage some more soup.

YIS, PRI .

59. Good-bye and thank you for all you’ ve done for me.

BT, BRSBTS —Y.

60. 1 hope everything goes well.

FEETINA .

61. I look forward to seeing you again.

KR EAABEREIE.

62.  I'd like to say good-bye to you all.

BREFARNTRRERT .

III Vocabuary

appointment n. e

assistant manager BhxE

available a. AIHERRY ;s AT1REIRY; ATERY
branch manager AW/NCEZL

branch office L NE]
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