o

MP3% 3% F#k

BUSINESS
ENGLISH

S -
HEEESD

SEHR/EH ERGLE = BHHEE

23 A% W



756 5% Yeis 2k
i %%1:1 =1
The Way to Business Spoken English

‘IE\Eﬁ:r—% 5{’];]
F wm:MEL £ M HWRE
W O E:TR A4 LRE R

2%+ 5u0mit



BB 74 B (CIP) B

BB/ E N E g L, 0, B %
F 4. —2 M. — L8 R REE, 2015. 3
ISBN 978-7-5669-0715-8

I.F% 1.0/ Q- @X- @ 1.
B WiE—13E V. H319.9

rh [ AR T 454 CIP B 4% 7 (2015) 45 014461 &

BHEIES] B A Eis
IRAE R A A M Bl - 9T S 2 Y 1882 B
AL g AT AT I3 2 HL B R A BR 2 7] EfL

FFA: 787mmX 960mm  1/16  E§K: 21.25 =E%(. 387 FF
2015 4F 3 A% 2 fR 2015 4 3 A5 1 REIRI

ISBN 978 -7 - 5669 — 0715 - 8/H = 625 FEHr :40. 00 JT



Tl

B

BER ARSI TR A BEDEY K. ASEH DAY, B S EE
AT —AeMEAEONE. BHEERNALED B ITAFRPHERES
I FARGAKXLTRE, @ LR MNEXANZFLARIRR T E S A
Fodb 5 F R EZHRA, LEEFPERAN WIOZ G, £5BLE52F .4
akAe B AR I, X AR R H FE S K $ R ARENH X FFE
TR, AL, RESRERRZT 4R, XA TEF S REBHOAS
FRAERMK IR —AMIEATCRALSEZE,

EREXFHBH T, ZMNBE T(AFEELE)— B, A 2B H 3 A
CHELEB S5 BRELFohkHEmetin Ak A RObRHH 5 EELR
Fo ABES AN BEFAEAE RS IAR RS E57F LB 53R
T EANNRS G 16 2 IIANEAEAR;ENELCKEFAGA” “HF 2
E e EBINEZ RS AR, A PETTONBRLER T AN ZEAT
FEDPIERALE NEAD ETHEGHE, APKENTRORAFE
B EARE ARG ERNBSBTAL, EA E B ES R TEE R
BER AHTiELEERSGEEKRFORN,F5 8 THH LR,

ABRAT o FAE HEFAE sPEAS, kbl 353 HE, /R
o gAnE.RER, ELRGH . E—R=.—E S, BHHE. R
PRI . BATERA BB R A ik E AT FABRA HIFH T,

W &



H X

Part | Business Life @& 4 7F
On a Business Trip (H]25) «ereereemrmms
Reserving a Room (ﬁﬂ‘%l‘ﬂ) ........................................
Crossing the Border (ﬂiiﬂﬁ) ...........................................
At the Customs (G JAEJE) seeeseersrnsesraniminntinisiieatiiriiaaa.
Meeting at the Airport (JEAIL)  woeemvrrenernsesasnesienennmeninnaaane.
Making an Introduction (@luttﬁgg) ..................................
Taking a Taxi (ﬂi) ....................................................
Traveling by Bus and Subway GEARAILITAEFNHER)  oovereeees
Business Reception (‘rgj%*%fé'f) ........................................
Conference Arrangement (g‘fﬁfg%»‘() ...............................
Making Schedules ( H ﬂﬁﬁp) ........................................
Changing Plans (E&Imﬁ-jw) ...........................................
In the Restaurant (E@ﬁ‘—) ...........................................
Entertainment (ﬁ%%) ..................................................
Shopping (m%) ..........................................................
Sightseeing (Mﬁ'ﬁflﬁ%) ..................................................
Check-out (GR L)  cevererreserssaramtimiiimiiiiirtiiisttiiiiiias
Parting (EEHI|) wovversonerensacianencacecetacnsntinniatnsannensatannns

Unit 1
Unit 2
Unit 3
Unit 4
Unit 5
Unit 6
Unit 7
Unit 8
Unit 9
Unit 10
Unit 11
Unit 12
Unit 13
Unit 14
Unit 15
Unit 16
Unit 17
Unit 18

Part | Business Communications & %532 it
Business Plan (Tﬁ%i‘fﬁﬂ) ...............................................
Business Letters (ﬁ%{*—ﬁfg@) ...........................................
E-mail (%%Hﬂgﬂ;) ........................................................
Business Phone Call (ﬂ”g&%) ...........................................
Invitation (I A) +rrerersessssssennsissensteuimissisienne
Visiting a Factory (?‘WIJ_‘) ........................................

Unit 1
Unit 2
Unit 3
Unit 4
Unit 5
Unit 6

—EE

001



———— | BEEESE |

Unit 7 Executing Meetings (J]Z/Z—:\) ................................................ 110
Unit 8 Small Talk (HfITE) ceeeeeersasersrmieitiriiiriaieiiiaiemessiirriiriiins 114
Unit 9 Talking about the Job (iﬁii’t\,lﬁf) ....................................... 118
Unit 10 Comments on the Boss (FEAFZAR) «rreeerersssermssrunsnensimmiiian 122
Unit 11  Trade Fair (BAHAE5H24S) wereererrssnsertntiniiiiiitiaie, 127
Unit 12 Press Release GET[E & Ai) +orreererrensersartercinteiiiitanmaiaiiacens 132
Unit 13  Company Profile (ZSFIAMZE)  seererrrenesssensimmiimiin. 137
Unit 14 Corporate Culture (/] SCA) osrersensssrmnssrmeninimnn. 142
Unit 15 Recommendation (FZfffEFR) sereeseressrrocanminmmiciiminininceies 147
Unit 16 Trade Forms (FAGTET)  eeeecerrensaniiniimiiiaiiiiniiiiniica. 152
Part [ Business Practice & S04% «rorererrrrrnsererunsemmmniintinuisiomiinni. 158
Unit 1  Establishing Business Relations (/M) 45 FR) weevereesrennnnnennes 158
Unit 2 Inquiry (FHJFE)  wvevenreeensesensrsnstitinriarantanientasasesnntttatanennes 163
Unit 3 Offer (HZ) «orrreerrerernermmiiiiiiiiiiiii s 167
Unit 4 Counter-offer (FR78) cressrsssrimmrmnieeminiiiiiseiiieiinoiain. 172
Unit 5 Price Negotiation (TETGYTHR) woenrevreneesnsarennmeesunecaincncnninnes 17T
Unit 6 Discounts and Commissions (FTHIFUHEG)  oerereerememmraennnnien 182
Unit 7 Terms of Payment (PR TTT)  rovremereemenmeencniiiincniinincinnnee 187
Unit 8 Packaging (FIZHE) wevenmernsneetiiiiiiiiaiiesiirasa it inrsasatatne 193
Unit 9 Insurance (ffEJS) «reeeseerensennmnemiomeiiiimiinisiiiii e 197
Unit 10 Order (JTI]) creseesersensnsnetstmiuiieriiiiiaeiisiiiissninssnsasi 202
Unit 11  Signing a Contract (ZEFTA[R]) seeeerrreerensserraneanmnnaniiiii. 207
Unit 12 Shipment (BEIZE) «sseseeeererrsriinimiii e, 212
Unit 13  Delivery (BEHT) wevreeeensncateoneniititioniioimimintitiacisiniatsnsaces 217
Unit 14 Commodity Inspection (B fFhkEHE) «reeeecrrerernnermieninicainenne 229
Unit 15 Returning the Goods GEHE) «ereeseernsesesmmunisnminisneiminnieiin. 297
Unit 16 Claims (ZZIEE) «eeeressesnenanititimtsteiitietsaiirtrirsansiae. 231
Unit 17  Settling Complaints (ADFRFER)  woveveorenreseenirsmsininieniiiicnnanes 235
Part I Other Business Sectors E i B &5 TRTT +ooverrrrerrerrenssrenmnsssniiiiinien 241
Unit 1 Advertising (J745)  eeencecccnceticnarsitccntattnnsetconsatianeitasactoonane 241

002}



Unit 2 Patent and Trademark (BF|FNFTHR)  coreeverrerresermmaneinanine, 245
Unit 3 Job Interviews (JHR) ceteeserseessnsensrusmeormsreosesstsesseesssnconsane 251
Unit 4  Training (FEil]) ceeeereeseeessem.. O S T 257
Unit 5 Paying Taxes (ﬁﬁﬁ) ......................................................... 261
Unit 6 Budget (I ) vevevsnesnensaresensmanstnantititantiasntiniesetensacennes 266
Unit 7 Auditing (F i) esseereemessssremmmm s 271
Unit 8 Quality Control (BRI  cerreeerersrsrrmin, 275
Unit 9 Business Environment (4530 ) «oreererererrettreriacinianiciiiecane. 279
Unit 10 Market Research (THIZUEAT)  sereereremeneneomeasiiiii.. 283
Unit 11  Sole Agent (JHIZEARHE) «evererrennmesenenmmmnnii.. 289
Unit 12 E-business (%%*fgj%) ................................................... 294
Unit 13 After-sale Services (FEJG RS ) sorereererrrennnsnsrenesneniasiiniiian. 298
Unit 14 Banking Business GRATAESS ) eveerereeraemmneninsniinciiicincieianee. 303
Unit 15 Tendering and Bidding GEFRGHEER) sooerernneerrennnreannnecannnen 307
Unit 16 Technology Transfer and Cooperation (FiAR%: L5 AREGE
.............................................................................. 312
Unit 17 Merger and Acquisition (FFI)  cereeeesssreessnnmmmmanensnescene. 317
Unit 18 Financing and Fundraising (FBEFIETT) <oeeerrmrnsmermnenmanenene 322
Unit 19 Joint Venture (B ARl) sererrerresseriacanniniininiiniiiininoninae. 326
References $3 ST «++-veeerereerrsrermmrmmmimmttanttistmienia st 331

@ 003



I Part 1 Business Life }—

Business Life
EE R

On a Business Trip (H{%)

1. I am taking part in an industrial exhibition to be held in New York.
BEF SN EBLFITH I LR A,

2. My company will cover all my expenses for the trip.
BNE) L XA RKEFTH—E A,

3. But I don’t know what I should buy as gifts for them.
A2 % R 4mill i A ) 3 A 24l .

4. How can I go empty-handed to visit my friends?
REARTEHTF LHFF RO NAR?

5. T want to check two pieces of luggage.
RBIERMHITE,

6. How can I fasten the seat belt?
WEZATELRY

7. Have you filled out your customs declaration forms yet?
EHILIR KX P T D7

8. It is a non-stop flight.
E R ALK,
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9. The fare of a one-way ticket is 1,000 RMB yuan.

FAMERZ 1000 TAR T,

10. I'd like to go through Beijing to Shanghai.
AEZLTE Lk,

11. Would you like to show me your passport?
Re 2o B A A IR0 4P BB

12. May I have your flight number?
18 e AR — A FEAL?

13. Could I book an economy class ticket to Beijing?
AT — R LT ZFHANTED?

14. I'm supposed to check in at six.
K6 EHEENT Y,

15. Would you please make me the necessary arrangements for the trip?
AR R — TR R TS

16. I'll contact the airline and railway passenger representatives at once.
AL Lk EMGFe K EEOBAFRKZ .

17. Would you like to fly first class as usual?
BERIT R F AN FD?

18. Please book an open return flight from New York.
HHBRFIT— KB A AL RRE PO EEMNE,

19. It will be the first time I have made a trip abroad.
XA K F— R B BRAT,

20. I have never been anywhere exotic to vacation.
B A F AL A S B A i by AR

21. I'll still have enough time to make it into the office by 9.
BAA R B EE 9 EATALR HAE,

M Dialogue 1

A: Miss Susan, I'm planning a trip to Los Angeles, Chicago and New York,
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with New York as my final destination. Would you please make me the nec-
essary arrangements for the trip?

B: Sure, sir. How would you like to go?

A: I want to fly to Los Angeles for a stay of two nights. Then I'll go by plane
to Chicago and spend two days there. I'd like to go on to New York by train
for an indefinite stay of two or three days.

B: OK, I'll contact the airline and railway passenger representatives at once.
Would you like to fly first class as usual, sir?

A: Yes, first class.

B: Do you still want a berth while taking a
train?

A. Yes. And please make sure the train has a
club car.

B: What’s your schedule for the trip?

A: 1 plan to fly to Los Angeles on Monday,

July 16, any time after 12:00 noon. I'll spend the evening of the 16th and
all day of the 17th there. I'll leave on the 18th, on either a late afternoon or
an early evening flight for Chicago. I'd like to stay in Chicago all day July
19. I want to leave for New York on an early morning train on the 20th.
Please book an open return flight from New York.

B: Where shall I make hotel reservations for you?

A: I've been quite satisfied with the hotels I've used as lodging before in these
cities. Please make reservations for me at those places. Get all the informa-
tion about the trip fully prepared. and please report back to me as soon as
possible.

B: Yes, sir.

A: FIE, RBBBMI . EmFheay k£, AR KRG —3E. HRS KK
— AT R R HIF S ?

B: ¥, k4, BHHEELA?

A: BBEERCNB B, EARLSHANE L, RE, RARECNEZ T, £

IWEFERmR, mELKER ALY, EARILER.ZX,
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>PE PR PR

e, D Lk B A KESGBRFR KA, BERTLFRGZD?

s R KFA.

P K & w45 K L EMNMED 2

s R IR K E LS,

& ok h £ 6 B 2R HedefT?

: R T A 16 B ZHM—CAEBAA, T 12:00 2AJG 64 4EAT o 8 AR 4T, K AL

2H1680— A ER17TAAXR, IS BRTFAB EABEMNEZE T, 74
19 8 —REALEZF, KX 208FLRKEZTAY., FHREAFRT—KS
Frensyéy AR B e @ FEME
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B: RAEITHREBE?

A: R ART ) X 2R B ATAE L 69 8 B AR & . ERITARLE B EE, KR
T A X TR R £ 69 AR &L R e Rt @ 2R .

B: #5469, 8%,

3 Dialogue 2

A: 1 am told you’'ll be sent to New York for the annual conference. Is that so?

B: Yes. It will be the first time I have made a trip abroad. In fact, I've never
left the country before.

A. Are you serious? You haven’t been anywhere overseas even while going on
vacation, have you?

B: No, I have never been anywhere exotic to vacation. But even if I get no

chance to travel in my personal time, my company will sooner or later give
me the chance to travel.

. I think so. It seems that being able to attend the conference is really one of

the great chances your company gives you. Have you applied at the embassy
for a visa for the United States?

: Yes. I don’t think it was too hard to get. What I had to do was to fill out

the application forms and pay the application fee.

: You plan to leave next Wednesday, don’t you? What time does your flight

depart?

: It departs at 7 a.m.. I've got everything ready except for my luggage.

—(IE)
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A: Since your flight is leaving so early, I might as well drive you to the airport
and see you off. After that, I'll still have enough time to make it into the
office by 9 o’clock.

: That would be great. Thank you very much!

s BT AR BHOR F a2y L, A7

Ay, IRAKE—RBERIT, FHRERATAREER,

RE TP ER? RRAR R B S AT ARIE it eh?

FANAN, BMRTATA F B A0 2 B, (2Bp AR 8] P 3RK

Ma AT, 8] IR F-L U R P MAHY .

s RIXHE . A RAEE BRI R A0 H AR NS AR KT, A

K h T X EBANEIET D?

B: P37, REFLEARAFRAE, KRG RAZAE PihRABFHBP
w ok

A: h FTRZ3 %, 27 MREGARIEIL EA K

B: FET7 5., BRTHAFII K—HMELETT.

A: BRI X AT R AL A £ ERBING, FAHhEF, ZAKRE K
PR RGBT EE 9 EAALR AT,

B: RKIFT . %!

Ll o

>

berth [ba®] n. 4% ; ENME embassy [ 'embosi | n. KAEAE
indefinite [m'definit ] a. 7<% # 44 registration [ redzis'treifan| n. &32;
depart [di'pat | v. HF; B HA E M

lodge [1nd3] v. #4E: F1E souvenir [ swvo'nis] n. L& ¥H; &
lobby ['Ipbr] n. XJT;ifiif A o

post [poust | v. I suitcase ['sjutkeis] n. F3A; K5
consul [ 'konsal | n. A%

abroad [a'broid] ad. #E ' odds and ends &4 % &

visa ['viza| n. & v. &k room service % 5 R %

exotic [eg'zntik] a. B #3749 a club car £ %
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—— | BEXESIE |

pick-up service AR % industrial exhibition T ik & % &
open return flight RFEH& =42 2 the annual conference 4

as usual 142§ —4F; BB sooner or later iR §-

letter of guarantee #%iE $ make it ¥ 2] ; AL 3|

Reserving a Room (FiiTEE g )

1. Good evening! Can I have a single room for tonight, please?
W E3F 1 19 L R AR AR X )UST — 8] A 0 i SR A B ] v 7
2. I'd like a single room with a bath for two nights if possible.
o R TR IT— AMER BT S TG LA,
3. Would it be possible to change that room to one with a double bed?
AE R AR A AR 18] B e A A AR B 18] 7
4. 1 would like to make a reservation for a conference room from 12th to 14th
October.
BEIT—ANLNEAI0 A 12 85 14 B4,
5. I'll be paying with a company check.
ERLPEPALE R 27
6. Could you provide coffee and buffet lunch at noon?
AN fe 4R ool Ao ) 8h D7
7. The rate is $ 35 each night plus tax and service charge.
X AP 5 1 F#k 35 £ U, Shm At AR S 9 .
8. I will need your signature if you don’t mind.
W RERNESGE, FELEG LT,
9. The daily rate for this room is $ 60.
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{ Part | Business Life ———

X FE 5 AR 60 £,
10. You will find all the information about the hotel on the information card in
your room.
BT AL L RAGIESE Nse LESRAAAERRSGANE,
11. Have you got any vacancies?
WA = 557
12. Please fill out this card.
WHBXKF.
13. I'd like a suite with an ocean view, please.
BB TAEEEFHES.
14. 1 hear that your hotel is offering discount now.
F T BARAE JE AT
15. Could you point me in the right direction?
1A 5 R AEIR R & G 7

A: Good evening! Hilton Hotel. Can I help you?

B: Good evening! Have you got any vacancies? I'd like to have a double room
with a bath if possible.

A: We have several rooms available. What price would you like to pay per

night, sir?

I think I'd prefer to have a moderately priced room.

: How about $ 60 per night with a bath and television?

Does that include meals?

Yes.

: That sounds fine.

: OK. What’s your name, please?

: John Smith.

: Could you spell that, please?

>W>T>W> W
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: J-o-h-n-s-m-i-t-h.

: Mr. Smith, how long do you intend to stay?

: I'll stay here for 3 nights, starting on July 8th.
: Got it.

: Thank you very much. Good-bye.

FrErRPEREEERE R

: Bo LT A RBUBJE A AT AR IR D

: B B3 RINAEED? RBIT—RARAL , RIFFEZ.
o RAVH LA AN B 18] e A H 2 W 5 VMR AR?
: BB B MABE P,

. FFBE 60 £ E LM, TS EFEN?

: A=Y

: AW,

: ARRERE,

: A E R EH 2 8 F.

L R &

: TR E —T5?

. J-0-h-n-s-m-i-t-h.

s BN A, BT FAE S A

s BRHEEIABLE, AT A 8 B4,

: Bﬂé T o

. i, AL

E}Dtalogne 2

008
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: China Grand Hotel. Can I help you?

: I am told that this is one of the best hotels around.
: I think so, sir.

. I'm new in this city and I will be staying for a couple of days. But I would
like to go sight-seeing and enjoy doing as many things as possible during my

stay here.

: No problem. May I ask, sir, have you checked in yet?

L Unit 2 g



B: No, not yet.

A: Please fill out this card. This is where you put your name and home address.
Please write your passport number here.

B: In this box?

A: Right. Please sign your name at the bottom.

B: Is it OK?

A. OK, sir. What kind of room would you like?

B: I'd like a suite with an ocean view, please.

A: I see.

B: What is the price of the suite?

A: It is $ 200 per night.

B: It is a little too expensive. I hear that your hotel is offering discount now.

A: Yes, but the offer ended last week. I'm sorry.

B: Oh, I see. I'll take it.

A: By the way, how many days will you be staying here?

B:. Maybe three days. but put me down for two. anyway.

A: Would you like to pay in cash or charge it?

B: In cash.

A: Very well, sir. Here is your room card to Room 1016.

B: Thanks. Could you point me in the right direction?

A. Sure, sir. The elevators are right across the lobby. Floors Two to Eighteen
are the elevators to the right.

A: PEFEMAE, KLY ERSD?

B: & HLIX R ML RAFO RIEZ—,

A: A8 RAE,

B: &R 5| X ER T, f AL EAZILFLR, EEARBEEAEGHERALL—T
3X ) R T AT Al A b

A: ZFIM, A KFERRTD?

B: &&A,

A: FRBEARF, HAEZXEE BB L RE AL X TR FEGPRTE,

B: EAEZXANAFIEZDG?

g Unit 2 |
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s AW GHFAERKTELEWM L F,

s EAEATD?

AT A, BE B4 AN ERT?

: RBZ—RTUAAZETGESE.

=

: B defT?

: FF0% 200 £ 74,

: MR BT, ROTHARNIE B ELATIT.

: A2 RITIH EANAZHRLERT ., FRAE,
s RLAE T, ARERFITXEE,

: MRAR P — F , ¥ A OLEILR?

: WHFRZR 2R REFEH . EBHRE,

: B RAT A R ATIR?

s AILA,

s W6, kA, R A, A5 £ 1016,
: W, B A R AR A Y

c BART, AL, BHRAXTHENT,2 5 184 ETHAGSMELD,

A
B
A
B
A
B
A
B
A
B
A
B
A
B
A
B
A

reserve [ri'zav] v. 48 ; T a single room # A Jd]
cash [kee|| n. 4 a double room A 4]
check [tfek] n. ¥ 2 a single bed £ A &
charge [tfadz] v. Tk a double bed A
plus [ plas| prep sm a conference room 2L %
rate [rert ] n. M4 make a reservation for... FAiTe-+e+-
tax [teeks] n. #L buffet lunch A 85 %
signature [ 'signitfa] n. %% moderately priced #r4&:& ¥ #9
available [o'verlobl | a. T/3%)44; A check in BT
# ~ check out i 5

include [in'klud] v. &.4%
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