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2 REARBEHET

HUnit A
BB

Manner

g ’
£18 SERFWEONE

—— I'd like to make an appointment with
Mr. Lee.

EREBIEEANE , FERESHE AR, DALKNEEBRAHS .
HEBLLETE L Telex B EE MH HRERHHH AMME D . MRERR
wEMNES , WERBY SN BLEY, 5Tt “ Id like to make
an appointment with Mr. Lee. ” { HABMZELNMERERMA . )
TN RRAES AT , TEALBERES .

2 2 B AEEHFERERERD

—— | will arrange everything.

IR R AR ATRAD , RN — I 5 , ST E— PR GE
R BB TR o BRI IR B R REET ReY , 8
OG5 “ I will arrange everything.” ( R KH—9 , ) TR
KT RORE , HEE BTN ERATE SHENERT , BRI
S AT



Chapter 1 H#&HE40B 3

- <
38 WEETPEHRTE

——No interruptions during the meeting!

5B

g

MRBBEOHBERROAT , HEFTERWTE , NEBEBE
t, FTLENTE , ARBROH TERSY BB AN ERANAMLN .

% 418 ETHEs

— — Behave yourself |

BER , HDRBF-RETHRE , MRFRTFOER , JL0RMN
AT RO RN EE o b4, LBTR , ERFRERLIEE
B, MR ARRELBHHME , TRERFRIGHRHRE

%ESF’ H R EHCHRE

—— It's my fault,

MERAERGLTE , TERIASREARNIEBE , —HF
H#EH “ I'm sorry. It's my fault.” (W7, BROE . ) &Y
RERESH T OB . TE B E AR , B0 ERREN— THE
WAEBLRE , QREA L, BAEE

p
£6B MEFREENW

—— [ have a complaint to make.

LIBIEMZER A RS E® , RS AL R, Tl EIR R,
B EETR, RECHE TR ER , RN RYEATE R3]
W LIRS - A, H A A, (R AR AP,
ALLERMTMEREREML KR WS “ I have a complaint to make.”
(ﬁhuno)%&uﬁ@%ﬁ¢M$o
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Unit Q
| BRI
Skill

i

It ITH;

%78 BNAXREM
- We have a pamphlet in English.

BBy BE R ORMLEHRE . EEFEIRR “ We
have a pamphiet in English.” ( BFIHEXH/IMF o ) B “ Please
take this as a sample.” (GE¥HEMERERR . )N, —EGRE
K18, MK S MERARNNE MERTEBEERAENHED ,
FEgEERLE , %Eﬁﬁﬁ}ﬁh%??ﬁﬁﬂm °

% 813 BHNEENRR

— How about a break?

BERRTEMENLMN - BROEAR , KEEXNEBE RN
WE A AT R . NMBELETTHHTNEY TRE " How
about a break?” ((RE—Tf ? ) HHBEMAES , RENVEH
37 AL R, BRI TR G AT , AR i S RS
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B EARNEA

—— You can use our oftice equipment it
necessary.

B

<(o\

MPEHRERDHATET , B TRREESR FHBNHH L,
EEZRERSHT RN NERETNRBERM , AMAX
K Fi % Jitl “ You can use our office equipment if necessary.”
(MEBBMEE, GAILERRPNHRAERME . ) BYH FHEEAN
AR TFRAOEGE , HERTHORBCHERHEHN .

% 10 B RN ANER

——— What is your oplmon‘?

SHEABAZECHERSNER , BRIALTEEY ,KTR
HECmBELN , BB nE— GJ ‘What is your opuuon‘/ ( ity
ZEREY)A I'd like to heur your ideas about the problem
(HEEERERMENEE, ) TEBRTBRRZHER , TEK
R BBEIZ R MBF BB o

B1113  WEMBH AR ORERAE

e | think | should call a lawyer.

MBARESA G, REEFRMRHOLIHES, TR GRS
BEAWELA , ATERGBYE S ERRHEEHIRATRE MK
R 0 B . BB AR ) R B R T A Y, RHERER
fis“ I hod the right-of -way.” ( BUR RATHE ) B i T think
I showld call a lmoyer.” ( HAHIFUBAEN o ) RS NLmEZ T



6 RMENBEXT

K, BERSAARFHIRERKAREHN , AI0E B4R RN
R, ERHEMRFENER - nEFRARERNELSE . FRSE
BEEATHENBONESH , BENENLE—EFREFES |

=121 RHEASERR
e

——What seems to be the trouble?

A —ERERBROES , BABERR . BHERNEEFE
BIREEROATIIR ? BHEH T TEMBIEBHNEKX ? SEHHELR,
EVHEBBEZEERN, A TSR “What seems to be the trou-
We?” ( HEERENE ? ) KfJ—@ “ Is there something that needs
our attention?” ( HHEBERFIFEERTNRT 2 )ﬁﬁﬁgffﬁ fRE FHE M
BAYD . SERIBRIERE , THBERTHE .

£ EERRMENHE

—— Please tell me about it,

BEFEME RGN , MEZEHERELED , REFORIE
B IR MRS R R VIR BRI o R — 1) “ Please tell
me about it.” (it HBBMNiEH K, )R “I'm sorry for my
error and assure you I will take great care in performing the
work.” (EHEMOBJXFINE , LIEHKE , KEF2EEK
H, ) AHFTRERERER , LERERRNEE .,
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K

E1413  EFIREE
: ——We'll send you a replacement right away,

EREERHEICRERR , EFNEEBERHE , CCHEFHRER
RBARR , BERBLUEWSEZRHR . ANRERNZEFFLENE
Y, BORET RFTE LA , MR BELEN MmmRE “We' ll
send you a replacement right away.” (ﬁﬁ%’ﬁﬂ%fﬁfﬁ—
HEBRD ., ) RELEFM “We can adjust the price for you if you
keep the material. "( MRLB TEHHH , RMOLBEARE
o ) HE, BEELPINBERBEILRES , MBAEZSEEHRE,

P
21512 FR EEREEG R
—— Is this what we decided ?

FABRTh , —EN S~ REES S DN, RTIERERE
FAOBEEE , MUREELSN , AWRE T , EEFHMAR -8, —&
BUEER , AAINY A “ Is this what we decided?” (& RWMH
SERIE ? ) AWANBEWESR , WEFRKT " I'U have to return
this contract to you unsigned.” ( IXT3SEMSHRBRR , 7EE
B, Y URE . AN EOMNE , TR -2, hR A EH,

)

163 BTEHSARVER , BURGER

~ — Would you mind repeating it 9

P AP RESE , SRS AR AT ED A X R R EE R
ELEE , ¥ IERABIIIEE KIS AFKER R REE - B U,
IR “Would you mind repeating it?” ( BN EHESEK?),



8 WNEABAE™

HEHAA HEHR B MASEREGHBE , NREREYER,
HEMRBEAEMEEFHYE : “ Could you explmin it more precisely?”
(GHEMBEBSER-BR 2 )

817 7R MEBEFE ﬁﬁ%ﬁ&‘]ﬂﬂfﬁ

—— Is it important that

HERNMERHTUERTEHCEENMAE , BESIBMBENT
E&ﬁﬂ_ﬂ?ﬁﬁﬂ’ﬂgﬂ , BRHAERR-BLRYW . AFERHTFR
FHEHORMOME , TRMRBES “Yes ™ , Nt , E@HEBAH
MET , A EMOE—T , KRESN A EZHEs , BOAHER
@, AL “ Is it important that...” ( ~RARHKRBER? )
& * Is it helpful if...” (MB~RARHREHLY ? ) KEBLH
HE , BEEFRNERHBLTAET o

%18% {3 By

——— The best compromise we can make is-

%ﬁ%&ﬁmﬁﬁiﬁ,ﬁﬁ%mﬂ%ﬁ%ﬁﬁﬁﬁogﬁﬁgﬁ
HURA -V TT, MRARBRNEST , B —BHEREZE ,
bW T~ ARRIE TR MEAMEHEA | RREH—BR %
@3> . “ The best compromise we ocom make is ~ " ( WA HE
AR T R )RR This is the lowesl possible
price.” CEIRBENTERET . ) RBBEAH , GUMREFH
KABH , HTHEBERET .



