]

n

&
m l.m
> N

LS 4
= .,Im,
~ R~

L g | | JJ—
e rd ]
% JW _ —~
= PAA)

\
S 1, ®
~ >
RS

|



SR IME IS B

E&ERIBOE
Oral English for Business

BULE FEZ

XEW Tz 8

PRELEET 2] NG



EBEREE (CIP) ¥iE

P 55 JLiE 1T = Oral English for Business/ 5 W%, FHEZX%
G . —XKH REREEEEL WA R, 2002.5
(ERBESMEFEHHNS)
ISBN 7-5433-1460-6

1. % 0.08- @F- [./8H%-0F
IV .H319.9

 E A 0 CIP 4% (2002) 56 012991 5

KPS BRI R E

: TBWE

: REHHEARARE 44 5

: 300192

: 022-87893561

022-87892476

tstthe @ public. tpt. tj. cn

Bl: REsiE®E R

1. £EPHEHRE

AR 850x 1168 32 A 6EIK 112 FF
200245 ASE 1R 2002 4 5 A% 1 YKEDRY
1% - 5000

EH :9.00 IT

(b AR KM, ThH A #)

&
BHE>8

MNOEFEEZEE R
Ew



UNIT 1

CONTENTS
H &%

As a Freshman in Workplace
RIRIENFL S

. Interview

ﬁﬁt ....................................
. Self Introduction

S 21 RS

First Time Meeting

E‘HKW_‘E‘ ..............................

Finding Topics

fk—‘ﬁ@ .................................
. Starting a New Job

FTESIE ST 20 o TSR

For Office Courtesy
R ER BTG
Asking for Help from Colleagues

. Assigning Job
=i b/ I,ﬂ; ...............................

Asking About Schedule



10.

1L

17

FUIA] TAEHERE coovveeererernreennnrnanaanns

Meeting Notification

Pointing out Mistake

FE BB oot
Asking a Day Off by Phone

FTHLEE TR - rrerermrmmnrmneninnennns -

Communication and Negotiation
A5

Making Proposals to Superrisor

[0 TR H I vereereerererersermuennes
Instructing New Colleagues

*E' _ﬁg %f ﬂé B{J Iﬁj g ...........................
Encouraging Subordinates

ﬁﬁb'FE ....................................
Asking for a Raise

In Reception
e 2e 2 3]

Receiving Customers

AT 377 3 <[



19.

The Person Be Contacted Being Away

ST ERTERL <o eeovvrereneneirarrenanias

Guiding the Visitors to See the Person

e SIETEY R -2

Asking the Visitor to Wait for While

TERAIT YT <+ vvermeverevnnnsmrerinnanns

The Visitors
EP#

First Time Meeting

FIURAEG - vevvvemmrmmrmmminrieee,

Product Introduction

A BIATIFEE coeeeerrmreeiiee e,

Introducing Colleagues

ﬂg@ [ﬁ‘]§ ...................................

Introducing Supervisors

ﬁ’?ﬂ_tﬁl ...................................

See Customers Off

Business Appointment
BEHS
Request a Visit

FERFEIJ oovvvvveremrremmreeneoriniinnenins

Set an Appointment Time



3l

3

H

P FEAHIFI] +eeevrreeremoneoreemmeneonnes (44)
Informing Other Party that You’ll Be Late

M NP LSRR ovevereee e, (45)
Changing Appoinmment Time

B T A1 TR (46)

. Visit Without Making an Appointment

N T o8 3 RN (47)

Receiving Foreign Customers

BEHFRNER

Introducing Company

EBINTE] o (51)
Visiting Factory

BT ceeeerevrremneeiiii (52)

Inviting Customer for Dinner

?E?#}Eﬁ% .................................... (53)

Treating Customer with Tour

B f#ﬁﬁ‘nﬁ .................................... (54)

Treating Customer with Snack

SEBTHAE e e (55)

Receiving Phone Call

R
Receiving Phone Call



37

39

40

12

43

10

46.

Transferring Phone Call

FEBERLTE oovvrereeenren e essisesneeans (60)
International Call

L E «oernseemrmssesrnmeemsnnininreniens (61)
Take and Forward Message

ETFHEEE S coeeeeeeerenmennens (62)
Leave Message on Recording Machine

FEHIE EEE e (63)

Presentation Skiil
TiEHRERTT

Foreword

Goal Explanation
P i}é‘ﬁﬂ .................................... (68)
Proposal Explanation

j% % ﬁ‘f’,ﬂﬂ .................................... (69)
Proposal Discussion

PEFHE v (71)

5 Summarizing Conclusion

Business Interaction
HWE EMES)

Inquiries



47.

48

49

Talking About a Product’s Benefits
BIPETRES S €3}

Quotation & Negotiation

R TR v vvverereneeenmmnnerranienann, (83)

Presuasion & Reminders

BEARIF Ly corverereermemernennennnn. (85)
Small Talk During Negotiation

TR B PRER - -evveereermeememenenns (87)

Meeting
2l
Creetings and Speeches

BUEE corverreini e (91)
Make a Report

Sales Review

NP BB T oeervevemrmmennennieneeneneninnnns (95)

. Entraordinary Motion

||{ﬁ[}j-;’-bu‘( .................................... (97)

Conclusion



UNIT |2 Handling Complaints

Y4 iE
57 Delayed Product Delivery

AEBRFEIR  cvervreevrennreniiieiniiiaie. (103)
% Product Defects

=5 E’H ................................. (105)
59 Requesting Compensation

BESREEAE oo (107)
60. Customer Service Complaint

BPIREHILE coooeremmerrmnmreonnnnens (108)

UNIT 13 Negotiation

e
61. Counter Offer

% [i¢] %{4: ................................. (113)
6Z. Bottom Line Inquiry

ﬁﬁjxrj-jj‘ﬁ BR ceeeerereeniiiiiaiin., (115)
63. Reestablishing Conditions

iﬁ%ﬁ: ................................. (117)
64. Contract Signing

gﬂ‘% Iﬁ‘] ................................. (119)

UNIT 14 Price Negotiation
Wi
65. Payment Terms



67

68

UNIT 15

69

7l

7Z.

UNIT 16

73

74

1#%(%{4: ................................. ( 123)
Price Handling

}jz{:j‘%m ................................. ( 125)
Final Bidding

%féﬂﬁtﬂ‘n’i‘ .............................. (127)

Asking for Customer’s Agreement

159 =07 \ i [N LR TR T T TR T TP PRSP PPEPPRRRPRRD (129)

Taking an Order

TR

Receiving an Order

FESPITER  woermieieiens (133)
Shortage Notice

SEHIBLET orereeereermeeniianininnn (135)
Product Damage

4,’},3 %#ﬁ ﬂ; ................................. ( 137 )
Receivable Bills

)ﬂlﬁ%\*%;& ................................. (139)

E3”

Requesting Samples

BEURESL -ovevreereemmrema, (143)
Product Packaging

j‘té:g,@ﬁ ................................. (145)



76

UNIT 17

78

79

30

gl

UNIT 18

Placing Orders
T IT $ .................................... ( 1 47)
Orders Push

ﬁ* ....................................... ( 149 )

International Exhibition
SEFS R

Drawing Customers

FBIFZ P e (153)
Introducing Products

I8 ﬁ;&]‘ R RRTTET PP (154)
Asking for a Trial Order

HREFTREITE o, (156)

1
Inviting Customers to Visit the Booth

E%é%g}t'%l[ﬁ?%{j ..................... (158)
Approaching Buyers
#TH;QZ:{ ................................. (160)

Overseas Sales Review

BINGHER

Flight Reservation

FRITHLT  ceveeernrrnrermeeninain, {165)
Booking a Hotel

}ﬁi]‘iji E ................................. ( 167)
Making on Appointment



10

g@%ﬁlﬁﬁrﬁj ........................... (169)
8 Visting

ﬁiﬁ ....................................... (17 1)
8. Talking About Sales & Marketing Information

R %fga ........................... (173)
81. Calling Back the Office

gﬁ/A\gj [=] %ﬁ ........................... ( 175)



M&&x&&&&&.uu&uuxuu#&x&x*

UNIT 1

As a Freshman
in Workplace

WA AL 22

*M&M&&A&.&L&L.&LM&M&&A&.&L&MJ&LJALALM.&A.&LJL.QLJ}L&L.&&AAL
'*‘7'1'7'\'7’5’76’WWWW?TW?T?TWWW?TWWWTTW?TWWWWWWWWWWW?&'W

AU e e M i e o o 4 e O i U S S U g



JR A



BFHRBOE

EEED i

A

A:

B:

A:

B:

A:

Excuse me.

XA,

: Come this way, and please take a seat.

XAiER .

:My name is David, the Personnel Manager of this

company. May I have your name, please.
FMRT, AR WARRITLHE, HRRHR
X7

My name is Zhang Qiang.

Fn{5KiE,

How did you hear about our company?

I A RIE AL R

I read your recruiting advertisment in The China
Daily.

HMCHEH RYFRE S LB,
What’s your impression of our company?

RS NSRRI

I feel that your company has a lot of potential.

RE/E—ITITHEBIHAF,
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Self Introduction
2 Dansam

B:

A:

B:

A:

Please briefly introduce yourself.

WA E RA AT,

OK! I was bom in 1972 in Shanghai. I graduated
from Shanghai University. My major was Eco-
nomics. I am still single. I worked for a trading
company before.

9! RAET 19724, HgH A, BT L
REZEFR. BAIRE. ¥E—RXHAHL
LS R,

: Could you tell us something more about your family?

HRIRIRH KA IFG?

: Yes, I have parents and a brother. My father works

for a company, my mother is a primary school
teacher, and my brother is in mandatory military
service now.

L BREELBER—TRBL4 A K
RE—RAR LB, BRREDEEM, BHHE
| Eai

Do you have any other certificates or skills?

WH BB 2B BB RE?

I don’t have any other skills, but I am quite good at

computer.



