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Unit 1 HE1iE74i8 Making Phone Calls
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Sean: Hello,Hui Zhong Company. Sean speaking.

Andrea: Hi,Sean. It's me, Andrea in Mr. Kingsbury’'s office.

Sean: Oh,hi,Andrea,it’s nice to hear from you. How are you?

Andrea:Fine. Thank you. We've just received your sample of the new assembly coffee ta-
ble and are quite satisfied with it.

Sean: Oh.,it’s very kind of you to say so. Can we expect an order from you?

Andrea: Yes,that’s why I am making the call. I'm placing an order for 1000 sets. Can you
make the delivery before the end of this month?

Sean: Thank you for the order. We have the tables in stock. There will be no trouble
at all for us to deliver them within this month.

Andrea:Good. Can we settle the account by monthly statement,as usual?

Sean: OK.by the way,do you know Mr. John Smith?

Andrea:Kaile Company’s manager?

Sean: Yes,can you introduce me to him? I heard that recently he wanted to decorate
his company.

Andrea:OK,I will call you later.

Sean: Ok. Bye.

*x WiSiFX
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1. Hello,this is Richard speaking.
LR A,
2. May I ask you who you are calling for?

2



Chapter 1 4§ % B£ 4% Business Contact

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

i ] s 4k o 7

May 1 speak to the general manager?
FRARN 22 FE A, AT LA 2

Hold on. He' s coming.

FAF L Mk .

. Let me get him for you.

FLh IR fh %

. Please feel free to call me.

T B st R AT LA 25 AT LT

. I've been trying to reach you for the last 3 days.

KX =R—HERIK.

Can you please connect me with the import department?
R O AR A

aHl, 5%

I'm on extension 8567.

KH LS R 8567,

The line is busy all the time.

HiE—H G

HE . B5

Would you like me to have him call you back?
Bk Ath 25 5 (0] g 35 0D 7

Just a moment. I will transfer you.

TR TR

Would you like to leave a message?

PRE B AN D5 g 2

Let me repeat your message to see if I've got it all.
REEZ -THRHNBESERREARXHE.

o] B i

This is Misha returning your call.

Te FITECE S E TR

I was unable to get to my phone when you called earlier.
5 2Z 1 R LA B B R IR I REHEF

Ms. Susan,you tried to reach me earlier ?

M+ ARZ AR RAITHRIE TR

iR

I'm sorry,we seem to have a bad connection.
IR B EEE S A8,

The phone is out of order.
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20.

21.

22.

23.

24.

25.

26.

217.

BEIR T .
BRI 5HIA

I'd like to make an appointment with your Finance Manager.

F AL T 24 AR A4 A 55 40 25 34 D, 1f
When will it be convenient for you?

VRAT 2 B e 75 e W 7

Can we fix the meeting at 10 o’clock on Friday morning?

ATAER I 8 10 fiJFal bing?

It’s urgent. Could I have her mobile phone number? I need to get in contact with

him right now.

KAZF AT LUEFREHFILSH? LD ERMBKE.

We will consider it seriously and give him a satisfactory answer as soon as possible.

AT NEH B R RG M — D EREE.

I'm coming to Guangzhou on the 7" and I'd like to call in to discuss the project plan.

WATH 7 S XM IERF T EFFHe— FIH T E.

I'm calling in regards to our meeting next Tuesday.

AR —-TAHXTRE - RATWmA S,
EREIE

I wish we could talk longer,but I have kept my visitor waiting.

RAEBRIMNEZR 2L BRECRIEREAFT .

wiCH R

assembly n. &, 4%
available adj. n] 15 E| {1
confirm w. #ffIA
decorate v. HEiffi , 2%
delivery n. i .8 %
extension n. HLiF/HL
emergency n. ‘X2 EFM
order n. 1THL

set n. (—)E

sample n. B & FEAS

transfer v. F£4%

urgent «a. 2AEMEERN

be satisfied with Xifee-ee+ o
call back [0l &,

hold on F§ %

in case J]—

in regards to A X

leave a message ¥ &

monthly statement % F 45k

settle the account {5 £, 48 1& K 3¢
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Unit 2 H47T&HE Business Trip Arrangement
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Operator: Hello. Beijing Hotel.

Subscriber: Hello. Do you have any rooms available tomorrow night?
Operator: Sure. How many rooms do you need?

Subscriber: Just one.

Operator; What kind of room?

Subscriber: 1 need a room with two double beds.

Operator:; Do you need a suite?

(93]
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Subscriber: I don't need a suite. I don’t plan to be doing anything except sleeping in the
room.

Operator; Certainly,sir. And how many nights will you be staying?

Subscriber: I'll need it for six nights. Can you tell me what the check-out time is?

Operator: Ok, just need your name and credit card number to hold the room. Check-

out time is usually before 2 pm on your last day,sir.

* MiSiFEX

A 0L 0 X BRI RUE .

BUTH ARG AR B EARNTE A 2 B 57

BE R A EBFTEILABE?

BUTH : AFmE—AFEME.,

WU B A ARERI B3 ] 7

BUTH - R E— A PR DA KE B 18] .

EAR BREERG?

BUTH - KATEES . BRATHAED ) R4, AREE.

LG HARTLL e BEEILAB LY

BUTH  JHEAE 6 D L. FREES VRIS KR B3 it 8] 2 A 4 i % 1 2

BAR ., REEETENGEXURGHFSHBA T LIS EITHEE . Sed . 4K E
W R SE R RS — KT BT .

* HHAOY
BHTIE

28. T'll pick up the ticket at the airport counter.
K gEE LR,

29. I'd like two seats on today’s Northwest Flight 7 to Detroit, please.
FALTT M k45 RPGEAT = 7 BER B R A B LE .

30. I'd like to have a seat by the window.
KE-NFEER BN

31. You have to change at Chicago station.
PR J0AE 2 T B i e %

32. I'd like to reserve a seat to New York.
KEBOT K EAAHE.

33. The flight number is AK708 on September 5th.
filPEl 9 H 5 5 AK708,

34. There’s a ten thirty flight in the morning.

B 10:30 L.
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36.

37.

38.

40.

41.

45.

46.

47.

48.

T TA fin B

I'd like to reconfirm my flight reservation.

I BT IEAL

MiTEIE

I'd like to book a double room for Tuesday next week.

TR IR AW ,

A double room with a front view is 140 dollars per night,one with a rear view is 115

dollars per night.
— 6] XA J7 5 B T 4 BB 140 25T, 95 B T A B 115 €T,
Sorry,they are already full.

K D2 T

BiaAE

W EEE X R BIC R, 47
Could you please put your nationality there,sir?
A EBENERSEX R, Fg?

Would you put your signature here,please?

HEEXE A G2

. May I see your passport.please?

o rl LLEF A3 IR 2

. Have you got any identification?

T84 2 n] LATE B %5 B i i 1 7

AU G AR

sake of safety?

T A DL 3 TR A i B (8] B AL T B B

39. Would you please complete this registration form?

. Here is your key,hope you enjoy your stay in our hotel.
X S 1R 4 R

Could you please put your key on the Reception Counter when you are out for the

Could you keep your room key until you check out?

AR R WM A SR IR g7

The porter will take your luggage and show you the way.

1778 2 AR AT 28 OF 9 R

Your room number is 502,0n the fifth floor.

NN AR

iU

counter n.

502.7F 5 #.

iEks)

flight n. fiPE

luggage n.

12

¥, i n 2

nationality n. [E%&

operator n.

passport n.

s san!
ST
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registration n. &ig

signature n. &%

subscriber n. TITH , 1TH A
suitcase n. {7246

suite n. 5

credit card 1§ HF

check in AEHIL; i

check out JpEHIR f5 45 ; 45 K 5 & T

fill in HE

make a reservation FiliT

identification n. SR UEH ; %5 , IR
UNG

porter n. [1/5; IR 5% A A7 M B T;
SFITA

vacant adj. %5 HEHY; 25 0. & BREY; =
PR 5 SR 1Y
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Unit 3 3Ei5#EESF Visiting and Reception

* BERAR
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L T AGE LKL SR A A ARG EALEET ML LY E R
LA B A Iy 3R AN % 6 AT & i 4 ;
i z.ﬁﬁﬁﬂ*iﬂ&m%z%ﬁﬁﬁﬂ BIHEAE. BEANG. REN LA

W EERRITARNS.
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LR EANBELGRS R EHG TR B REEFRLEA SRS
P RBE A B SR EA, | !
L BEARHARME FAEAR. EEEATERL, SFH. R TAKE |

et B EF S EEA .

* BRYIS

A A A A P -aﬂ%mﬁﬂﬁé.Aﬂmé
W F H— .t A TAERS A SIER IR R B £ T hAldr— — P E &

Dan: All my suitcases are checked in. I'm ready to go.
Pat: I'm sure you're very excited to go home after such a long business trip.

Dan:Sure I am.

9



i 5 JEi 1 iE 900 4)

Pat;

Dan H

P?lt :

Dan:

Pat:

Dan:

Pat:

Dan:

Pat:

Dan.

Pat :

Dan:

Pat;

Dan
Pat;

Dan:

Pal;

We'll make the shipment as early as possible.

So,we'll be expecting the first shipment in less than a month?

Yes,I think so.

Good. Tell Mr. Smith at the factory to keep up the good work. And I'm sure the
products are going to sell very well.

We hope so! It's always good to work with you,Dan. Thank you very much for placing
such a big order with us. We won't let you down.

I'm sure you won't. I really appreciate all of your hospitality.

It was my pleasure. And I'd like to give you a small present. Let me unroll it.
This is beautiful! Chinese embroidery!

I remembered you were very interested to the embroidery at the National Palace
Museum,so I thought you might like it.

That’s very kind of you. How did you get it? It's so special.

One friend of mine went to Suzhou where the embroidery is very famous,and I had
him take it for you.

Hmm. You are so kind. But I feel bad I didn’t get you anything.

Don’t worry about it. It's a token of my appreciation for your business and friend-

ship.

:Next time if you have time to come to our city.please let me show you around.

Thanks. And please give my regards to your wife.
I will. Well,I'd better go. Thanks again for everything.

Take care,and have a nice flight.

* WiSiFX

.

A -

s

4

7}

WA -

7t

F 4 -

F}-

ME 4 -

7t

W4 -

7}

10

KT REER LT REEET .

HMEXAAATEERT HRER—EREG .

LI p

A2 RRESH.

IBFATTHEAE — 1> A P32 — HHE 5% XS0 2

Bl

R4, WS UF T 0 s BT e A RS 55 Ty RARMR X0 — 8 2 AR AR A
AEWB! S RIS E SRR R, B EREIRT T
IERRER .

X A . REMRERIRAEE .

REZE T HRAR/NRERES R RILETIFE,
WP RrPERSE

I LR EE ARFE A E VORI S L B DL AR AT A2 E 0ox A .
RERERE T REEARIMN? ©RMILE .

N
>+.
=
=
g
s
Y
Wy



