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5 — B JT
(Unit 1)

A5 M &

FTEFHFHR: 1. FHHX
2. A7
3. "%

FEEEXEA: 1. Company, corporation &“N&"HHERTFERK
| H X A
2.Client 5 customer & # X |

£—84% Q.D
BWHFHIE:. B BAH Untroducing Oneself)

féi4r: BEC %£iX#, HRNM B N BRARKRRLERLERE,
WHEEHP. BT ASER, BAMNERET B ES) . fm,. &Y BRERKRH
B47H £ (dinner) B £ (cocktail party) S IBL (ball) %, FATBIFZE”. 1EE
mERMHE, HANERAIERE, LLETHBA, XHERLHE RABI N
ANEA B, IMEAERZTHE . URHERNB. MAAREZRALF . ZENEEL
BB AEXAREERNTA. ﬁ&(ﬂﬁﬂ‘j’,ﬂﬁ“‘ﬂﬁﬁﬁﬁ%ﬁ(business card),

1.1 A BENE(ntroducing Oneself)

EARN BN, JEREAFREK. RERHCHEF LR ECHEFHREAT
£ % . mELLX R “I'm Steven from ABC Company. ”(FE ¥ H ABC AT # 30 8
#“I’m from ABC Company. My name is Steven. "(F ¥ H ABC 27], WM F ).
. 1 .



APHET , ZEE AN RRL RS, X H T LLR AR, B 976 8 K L & B A AT R
BERREZHNE, FH AR X T E R S HRE WA BRE 0SS IEERAZ
(6] 0. R W R ML T, B o A A R R EA RS R LE ALY TR REE,

REAN—BAMILT , REEEE K Hello, John”sK“Hi, Mary” %5 i 615 F
o BYRRLE S ARTRAMH R EEELFE RN REABTLN GNP, R~
ERF BEERGERASXEFNEEERT. BFRHEL—BRANEHHLEMTE,
AELTERRAA LT L. MREFLEBRTFE, BLUBFEFEF  LLRL,

1.1 B

—, Pleased to meet you, Ms Sauders. J|EHT &1, BB TR B NL,

“Ms” I F AL, —BIAREARAANFES: —BUSFHEERALRERIIA
PREBATR “Mrs X X X", HAMWENBT LRI N, FERELTF, WA BEH AR
HMiss X X X, TTERBEHRIMs X X X", “Ms”B kT R[miz].

YURA LA FTB TR T A Ms, £ 8]l “madam”, #R 3 T A, Hm.

This way, please, madam.

T+, WEXA.

madam”#’ﬁ?}kﬁﬁi L ER, iﬁﬁH“Ladles”ﬁ“Mesdames
—. Please call me Paul.
RURRFHT .

EREERE FUEXE ANERIAMBCERREL,UBEHEE. R, FRE
BRMMAERERK, EEEXGE, REA—BRERFLFXER.

ERA S, — {70 Paul Timmerman ) %&£ 3 5] A B “Mr Timmerman”Bt, ﬁﬁj{
ER, TEE%%’JA"H%E‘J@? Paul,

=. (&M B In fact, we’re about to open a new branch in St. Petersburg. (p. 123)

%ﬁt&fﬂ&@ﬁ?% BEREBF—KEFHIAH.

(—) BHIEP branch IEHEHRELS AR UTHDAH". “ﬁ"ﬂ”%ﬁ‘iﬂ?@ #lm

branch office SAELRT

branch manager 4}/\F]%%

branch store S1E

(Z) St. Petersburg X « B %

“St. "REFE“Saint”(F---- YWES , ENEHE IRT FR . BESFB1TW, .

Saint Helens GEXX W %7

St. Louis (32 E ) X B& 5 # ik

St. GotthardEﬁi]%%j{%ﬁ(ﬁﬁi‘ﬁﬁm’]’ﬂ%lllﬁ(‘F)

IRACWT BBl 41 St. Petersburg $5H RR E i — IR .

St. Petersburg X 7] 1§ X E 4 % Bk M AT .



1.1 C

Mr Robinson comes to your company.

& B eERBRNATR .

(=) “NE"MIER R ERR R

AFRRETF LK —HER.

EEE, AT ER AT (Company Law) H B3 A (legal person);

EXRE,AFZ-YIME AL . S RERA SR,

FIEHRRNT S LB BIF B “company, corporation, mcorporauon I firm 4§,

1. company :

%@ﬁ% F, &% A company — AR R“A A7, FEEM AT E"EILE“Company

. Company $§ LECEZ¥iICEM . RARAREHLA, *’é‘ﬁﬂﬁjﬁd\ Bl

P & O. Steam Navigation Co. I IZ AT

Plessey Co. 375 (. HE)AH

Union International Co. URE M TS EHRAF

Whitbread & Co. B 7 E MMM 2 A

2. Corporation

Corportation in‘“é&‘]”Z?i%ﬁE EREEEP, MEEH“QFE"EXER“Cor-
poration Law ,”#E = A A &), — R #ME B corporation B, company incorporated @145 .
il \

Union Carbide Corp. B84 kA 5 ‘ Ny '

Chrysler Corporation %3881 E AR

Cummins Engine Company Inc. ¥R shHL 4 7]

Electronic Associates, Inc. B FEE-S 2 H)

EXRE, NP EREEM T B corporation FBE K, EHH IS, IwXEH Shell
Oil Company (FE A M2 8D MRBRK,H 2 /] E X B HP AR L “company”, ZEHA
A& P HAE — LA “company”—i7], FEEE , HME /MY corporation LRREE .

3. incorporation

iR — AR “R Ay A 77, tiEE B9 United Air Lines Incorporation (KSR 2H]) .

Incorporation FR“/ 7”2 BAf L& company I corporation BB E /L, “Incorpo- »
rated”BRH ARRR BROFRLE " FAEFEER “Inc.”,

Fiim . '

. Aero America Inc. EMAL S Fl :
Cameron Iron Works, Inc. HIE{MELAT A\
Dresser Industries, Inc. %ﬁ%l)&é\\ﬁ]

4. firm
“firm” M BBEHE”.“8". —MIBHAKB AL LS8, WA HREFIHE S
HRA NFHRAESDWALF . Fim.



They are an important firm dealing in traditional Chinese medicine.

iR EERAN— T EERS.

They are a trustworthy firm.

iR — R (F BT R HAT.

Firm WA AR NER B A A 7. Hlm.

consulting firm % ]/ &)

law firm B Vf ¥ % A7

BT LA JLAN R R/ ] 78 837, house 1 concern HATRR“AH " BB . W “house
organ” (A AT . “consulting concern” (FHIAF] )%,

AROEFRATIMEXBRPFFRBEQF"HEX. Am.

Pepsico BHA[ K (B M) AR (EED

Nippon Kokan Kaisha H A% /7]

Consolidated Gold Fields E A& (%5 ) F] (FEEH)

cycles Peugeot % BT AR GEED

Volkswagenwerk KA %A ] (HEED

Fiat SEAFRE/A A CEAR)
5. AERE, AR XET B TR A F LTSRN R A VR0 B A P
B, BFUAEE <A T PR IR T, B R A 2 A YERS 9 2 7 #%% “ovr - Corporation”,

“Co.Ltd. "S5 &R “Co. Inc. ”, ~RETE N AR LT 5 ENRBERLA , FREEANIHE
B F B sF iR “eer+«Company”.

HEFBEANF"A group —id. Hl:

Liggett Group Incorporated F|#iF A AR (RE) -

Ericsson Group 5|14 G #2)

Associated Dairies Group B4 41 M H (GEEH)

Hyundai Group ¥ 5 W8 H (EE)

HIFI“ B /AT "R Head Office , #E X H.O. , WA general —if ., General R 2 7]
Zﬁ‘ﬁﬂ'oi%ﬁia%ﬁ—i&%“ﬁm”o ﬁ”m°

General Electric Co. 2 EH# B X A H

General Foods E£EE AR HKAF]

General Motors of Canada & KEHRKELH

Frid, b E i« B AT E R EIER A H “General "4
it . '

China National Textiles Import & Export Corporation FELH ¥ H O B AH

China National Metals and Minerals Import & Export Corporation FE A EF =i -
H BT

China Ocean Shipping Agency FE Mg B2 H

China State Shippingbuilding Corporation #E & #f & 2 A

6. BiERFRDE " H branch, office, BE AE K H division RR“F2AF”,
ilam .

. 4 -



overseas branch E/MFAF

Green’s is now a division of the Brown group of companies.

WAL E AR T ML REAN—2LH,

(=) Mr 5 Sir

1. 7EW B HE R Mr B E B X “Messers"H FFELLE WA 1 A B RO L B REITAT
H. #m. ' .

Messers T. Brown & Co. fBEAATH]

Messers Edwards & Co. Ltd. ZERGHFR A

2. FRE 4 Smith 89 A, TE P ¥ the Mr Smiths, 3 two Mr Smiths, B HF —
V% the Messers Smith, “Smith” 8%, MEJLMAHERR,EREET . I Messers

Smith, Brown and Robinson.

3. sir —JREEFREE R “SE4A”, A RE UL “Sir Smith” & 7R “Smith £ 4 ”;{H sir M1
& E—RART UM, R X sir RR“SEE"Z BT A“HB L7, 4. Sir John White (£78
- R, _

B EEE D, B ERPE(salutation) P {# f Sir,Sirs ,Dear Sirs,

1.1 D @

g8 .2

=45 (Advertisement) (—)

ffi9r: BEC Zik+ . " HERURATIHAE. TEH— ﬂﬁtﬂﬂﬁlﬁhifﬂﬂﬁj]*ﬁﬁ

—., & (Media of Advertising)

TEREBERM R, HANRITHEER . FHE. TEEERELEM K
HATEE. UTREEES:

(—) |ES

(Z) RS

() P 4Br-%

(1) BT 4 -
BANEH —HIEEREA BRI S BRSBTS, L,

—. P 45AyZAH B, (The Make-up of Advertisement)

PE H—REUT LA RIS

(—) #5#8 Chead) X Bl #758 (sub—headline)

(Z) EEX (body text)

(=) 05 (slogan)

(M) Bk (trademark)

(1) #EM@ (illustration) .

Zzﬁﬂfﬁiﬁﬁr%#ﬁﬁﬁ;uj:ﬁﬁ‘?ﬂﬂﬁﬁﬁ,fﬂﬁiagﬁﬁﬂﬁﬁf"%ﬁX%ﬂ?%o
. \ «5

\,\/\/\ \"ﬁ
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= TERIENRA

(—) AiRfEmT ,FOEra. fim.

Is microwave cooking fast?

——You bet!

AP FRiR R e

— L R0F)

(Z) B3 A A
EFAIERGHRE - RFSER TR RSIMENMER. Fm.
DRINKA PINTA MILK A DAY

(=Drink a pint of milk a day)

—RWg— 4

) FHEANREARNHERR, FNARER. G,
What a good time for a good taste of Kent?
BEFRHEKLE HALE.

In just a few drops, this man’s skin is going to feel better.
U, BBk B 4TS .

RER=AMEESS.

.2 A

—. At VIP we guarantee clients excellent banking facilities and can offer a full range
of finacial and insurance services worldwide.

K1 VIP BT RARIERERRUETIELE P HERABEARESESH,
R %,

(—) VIP R“very important person” (JEH BB A K 4E 0 , 7 L VERITRA B
R, B XEREEESHERS - HERENRITHRA.

(Z) guarantee YER] %5 2EiE PR ¥ AW, 7 H fE 3hiA M 237

1 RS, BHAREER. Bim:

If you guarantee payment by the end of this month, we will forward them the ship-

ment on D/P basis. -

MR FRIERBA BRMARK BRI RERTRBE M OIXME. -~ °

We would like to know if you can guarantee us delivery of the goods before the 21st of
next month.

KRB BATESRIET TA 21 HETRK.

2. ffe4iA. Bh-BRAZEH, fim.

We offer a year’s guarantee with this kind of watch.

KR ERBRNRA1E.

Goods are sold with money —back guarantee.

R A R R R RER K. {

LK



(=) client 5 customer

client: XA F EHRBEZ BRI UFA BRI . MERBERIT R IRIFR, IR A ZR
Vi client (customer WA M BE). HHTIENHZ "H, —#H customer.

A F| B “FRE "8t , 5] F client 1 customer,

DIRE E BN, —RIA N R customer,

customer A IFE“FEIK”.“ A7, 1.

My son is a queer customer.

HILFRDMEN

(M) Range AT ZiAME, & EETLSHEHZIA. M.

We are sending you a full range of samples covering this model.

HHFEXMASHLERS,

They make shoes in a wide range of prices.

il S M ET.

We can supply furniture in a wide range of _styles.

BITTHEEFHRBHRR .

Our business ranges over an extensive line of light industrial products.

RATGLBEEMBETL™M. :

Prices ranges from £ 5 to £ 27. :

e 5 HE 27 HA%.

. There is always a VIP office open somewhere in the world ready to offer first
class service.

HREEMEESE VIP 2 TH N RO B LIR S .
(—) “First class”# ¥ “the best”,

REH—RR RN "F PR, T class KER. M.
Our corporation is a first—class enterprise of the state.

KA RER —REAL.

() “office”fE LA B H“HINH” . “HhBLL” B FTF"H.

1.2 B (#)

E=8s 1.3
1434t A (Introducing Others)

WA WEEDT BT HRAE. I RMACSELE, EHTHE BRSNS ZY
ERANZY %8 CERHERM AR EHTINR.
RE, — MR EE RN BAEKE JBS G RN R S BRI
BEABA L EEE AN BRKE, NANFER T AR FH Ry
CLL /
« 7



M BAE, B EWN T EAMAE. EERFE KL “How do you do?”, | B i
“How do you do?”; T E X154 7] LA : “Hello, nice to meet you. ”, [7] & 0] DL
“Nice to meet you, too.”, [&ER,—@WFFEBREF BFEENE —ENHNE &
HRTEXE, E%?ﬁﬁ“‘ﬁ%ﬁ%% HMHM R,

BB EAERFTARE, TU%#“*"EﬁB‘Jﬁﬁ(small talk) . #NE] LA (6] “How
do you like this city?”.“Do you live in this area?”%s, '
FEABROMANETE, R E B ARER M  HES K SRR, RIARAS
& KRkTEHNH, KUBFNILBFONE —SWNE.

1.3. A

—. Black with sugar, please.

TR e T e B CR 49 .

3 S E R A R BB B . BT 44589 0 “white coffee” , REA 5 I Y
“black coffee”, /a1 iEE & RRE “black coffee”, ABHE, A4,

—.. Have a seat, please.
“Have a seat, please.” GBA) 5“Sit down, please. "(iHB)FMEAZ &, WEARFMZ
b, MEZ AHER, EATLLE“Have 2 seat, please. "] “Sit down, please. ”. {HIFM

BEfi kYR AT, — i RE“Sit down, please. ”, A}t “Have a seat. ”, H A B 2%
T “Seat”,

1.3 B

He works in the main branch.

O A E THE.

“Main branch”?‘é‘&‘]ﬁﬁkﬁ&‘]“branches”iﬁﬁ%ﬂﬁ“ﬁ}/\_]”

1.3. C

It was nice talking to you, too.

MG RBERRIEZRE.

P ERT  RIEC A H B A EIESAR T LM

v % 11

"‘»‘*‘F‘



% = T

(Unit 2)
B N4
FEHBAR: 1. £ 4
2. S HEEK
3. S diE(K . FHERRA, X ERESKELIE

5 &)

TEEEEA: 1 RLHE
2. /)8 4 W 4e B
3. Marketing Manager 5 Sales Manager X H X 7|

#g—a Q. D

# F (Business Card) . 5% B % (Bars.Graphs.and Tables)

fisr: 1. B A
BRI S ES P, B ANLER WHEH 8 SR S0 LF FEAFLR.
%1 4 F (Business card, visiting card, calling card), ¥J¥K W& B HiE A K, B
FHEX . BTFRR UMERAS LAFTEE. ZRBEIETH—FHERIR,
B A RS T RIBE,
CERRBRTHTHEERNB ARTURLYBEHIRGE. TUEEAMZF@F L
BAZER EAMEEFD XK A — N BHEHENBERER.

2. BWEHEFE :
HEEDTLEERAEHERERREE. IHTXEEW. FERA”. HREFR
A% 5 mH.ERSHELMER, “RIEMERSI N RM TR BEEHFBEE

e g



