Tl iE
HOMSIRFS




gl

AINB VIP3 Yl
SIS ERIR




B B RS B ( CIP) 87

BPEREAEEF RS BIANEH —O L . HEREE
iR 5 2 A R 8] ,2011. 1
ISBN 978 —7 —5100 - 2847 -2

I.O# M1.0& - N O#FE—kiE—2iE N.O
H319.9

¥ B i A B $ 48 CIP % 424 5 (2010) % 252805 5

BRERFEE DR &R
E &R AR
WEGE HTY

Hmigit HFHER
HERRIT #RE P BRE %A R

.} H ®HEFRAHES F
B 4 710003
B i 029 -87214941 87233647( F3% E453%)

029 - 87232980( %% %)

BH 029 -87279675

o ABEZMHFERE SLHE
Rl & g A6 5-A PR AT AR 8]
& 787 x 1092 1/32

7

350 F

wO2011 52 A% 15& 2011 52 A% 1 KR
2 [SBN 978 -7 -5100 — 2847 -2
fir 26.80 T(EAFE 1 7K, 4 MP3 30 + 3 ¥Rk L oh4k4t)

Rl s | 3 H IR Ak
R

Yo ko A7 0P FARIR B RN 8] Bk



W s
100 5k 2 40

Tl

HI

MRRREEB X", BEGHAER,
MRBRUEB¥INELE, BRATHFORSH,
MRIREZEF K FRIE, RSN

NRABEBNAIERS FHELA,

MRRBEE ENIOERBEN T L E ik,
MRBTHEEN, ERAEEDEAMNKAEACREME LS -} > GIRt

X ERBTTING? BIRXEFAORRR)EISLBRANR, S
BREH—ROIR, SHBI60 R BEIBNAGIR)

K%%Hﬁiiﬂ@%%,*%%#?%ﬁﬁﬂﬂﬁ]f[,E%E@ﬁi’é@u)‘zﬁ
i_‘?r":Iﬂ&ﬁ%ﬂﬂﬁlg\ﬁiﬁﬁﬁﬁl)ﬁ%\ﬁﬁimﬁ?,ﬁEEB@Eﬁ'i&Eiﬂ%'
—ﬁﬁﬁiéﬂﬂfﬂ?r@aﬁﬂpyigﬁ,ﬁ'%ﬁ)&'{m%ﬂ@uﬁjlﬂmﬁ;“iﬂﬂﬁiﬂ%'
— RERNERNERS, SOV

(W%&%%%HDE‘W%M)?%?&NM%E%\W\’AE%\AHZ?ZEF’\@
TABF 4B 29T, MZHIRHORNADENIEF SN BB
LTREE, M FEUIRIZNAD N ZINE EHR- . QB , A7)
@ﬁ%ﬁﬁm*&&%m%ﬁm%igﬂﬁ,Eﬁ{ﬂw\@ﬁﬁlﬁﬁﬂﬁ}ﬂ}ﬂﬂﬁg

(EE&W%EHD%%%)@%ﬁN‘ETJ‘D‘HE%\E%EE%\§‘EME%\W
RIBYE 4 8 30 M-, NEZBENEHNREBABTAL, NEAZA
HABBHEEZE MEZASRIVESORRER.- XERB, 9EH,
%?ﬁﬁ!ﬁ%ﬁﬂ@]ﬂﬁ%)\ﬁﬁﬁ?—%%%ﬁféﬁim@uﬂtlﬁﬁiéﬂﬁﬁ@
203,



GrMRUBEEBEF ORI R)ZBONEB XA RBHEE THIZEH.
RIS 4520 MEf, MNZEBIAEBSHBHRWSEHK, MFITTBRT
FEMNHZBT, MNBEKUBDRISHPOWNE-- - XEBRIEFSMUA
RURBWNERDNNER"RET SHSSIMNIRENZRUVEER,
REIMELBEEROTHNPREAR, B2, BCTURGERBEESHRE
=0

RER, NPES 28 TEMMBIVN\NERIRFNEITHE, B2
{REBFCGAI T IR B A L AiE R T “9ME (where)” “BRIZ (much)” & 2 #BR
“WFE IS ZIMNIRE, X, BINFERE | BRANBESHHEAEET
ZiEm2MNRITREKBEI, B, BANET RROEBINFNBPHIT.
REHDERA T HIEIERE L, ILBWH MP3 BURRFZR=RE | NI H
EgE2Y, BIBVEET SRAGHEFTRE, JUEH T, ILHERY
THEBSFIEPNEREN, TIENN RS, LERVEIEEZ,

SIERBIRD, REBDINBE T RZ—EMUARIRNIESNE
W, HEZEEER Chris Anderson.Joe Vehling.Shelley Nauss ] Rachael
Lau AL EA BB T BB ERFB R, B TN KR IR, EERIINA
SELA,ESEHME, Ll —F B0

w® &
2011 EXLBF4R



Chupter 1

Unit 1
Unit 2
Unit 3
Unit 4
Unit 5
Unit 6
Unit 7

Chapfer 2

Unit 8

Unit 9

Unit 10
Unit 11
Unit 12
Unit 13
Unit 14
Unit 15
Unit 16
Unit 17
Unit 18

Business Reception WWRIBS

Making an Appointment FRAZX &
Changing Plans 2Zit%l

Meeting Visitors #E4%3ki%

Company Introducing /AS]/42
Introducing Products 1487~ &

Dining Together with Clients 5Z& P&
Saying Goodbye %£3IZ

Office Affairs  I\ES
Answering a Call #EUFeiE
Transferring Calls e8iE%EE
Taking a Message EBIEEB=
Arranging a Meeting RHISIN
Agenda £iiyFe
Taking Minutes €%
Emergencies Z&1E5R
Going on Business ZHEH =
Delegating Responsibilities 4ME2{E%
Working Overtime h0Bf T £
Taking Off and Shift E{ER#a¥E

003
011
019
027
035
042
050

059
067
073
080
088
095
103
110
17
124
132



Chapter 3

Unit 19
Unit 20
Unit 21
Unit 22
Unit 23

Chapfer 4

Unit 24
Unit 25
Unit 26
Unit 27
Unit 28
Unit 29

Company Personnel Policies Z\BAWN

Getting to Know New Colleagues #H AKE|
Training New Colleagues #HFHEil
Promotion and Pay Raising F+ERN0ZF
Benefits B L&

Leaving the Job BERBkE

Human Relafions  ABKEER

Giving Suggestions [6 £ S]#RiX
Concerning Subordinates <A /8
Communication &3& 1A

Sodality BEES

Paying a Return Visit Ei5ZE

Clever Communication “EII2" &

141
148
154
162
169

179
185
192
200
207
214









Making an
Appointment
MaER

-

FIONOZA—REBUMEIENE, URET 26
WHETEER,

RANMZRN NN EINRSERSNHRER
W, UEeEMRE,

SHLRNNECERBERKRERRBRSEN, &
FH=2BeE—X, JRESNEBRA—EURABT
—EK,

003



SHE0H GisdkEEE

004

L) B2HB

—

. Would it be possible for me to talk to you in person about that?
RAERERNTARARKIHB?

14 P4 iE M B AR b F ok d6 ik vk K OB KA
IS I o S

2. Could we meet and discuss the matter in a little more detail?
RINERER T E, BiYic— OXEBNBTO
BEey 4 F4E S6h wmareE Ay R B AL B O Z 4L

$ ol gk ik LY

3. 1’d like to make an appointment with you.
BEBRENTRELE.

W RA ek 2A BELCERANH L0 K

4. Mr. Qin would like to make an appointment with you.
RREBOIRDTHRERLE,

BAMH A EE KX

W R FEAMNEE ek eIl 4R

6. Can I see you?
ROUUREBRTEIS?

fi] =L Arek B2

7.1°d like to see you at your earliest possible convenience.
WRSENE, RBRREELMA,
way R A ek ML R LA W REZ N ME KR

%A — RGBT

8 When can we meettotalk?
BAMH ANHRT UL ERE—BE?

DR I S 3 © S r &
B R 4 FH ek d6 A7




9. Please call on me anytime suits you.

10.

12.

13.’

15.

16.

18.

L When w111 he be avallable?

BEEAEREBNERR R,

A #® L B F LR KB Mk &
Anytime you say. -
B ABHRER T

%hiufﬁﬁﬁ

.I'm expectlng some v151tors tomorrow morning.

BXELRBSNMHBHE,

SH PAMRAAE FE h—F 0 BEE

How about the day aﬁer tomorrow?
BREARER

pes oot 23 44
.w?‘) | ‘TJ 1% N AR 45

Is that time convement for you‘7
ﬁB’\EUIEﬂf’TEKEE?

KB AAH—RBH R

fiott ABHR B =

When wili it bé convenient for you"."
B AR TS ES
R4 & AHRBH B H?

Next Wednesday would be all nght for me.
TTHE=RSE,
LA 4 4% ik B - TH& A & R deeld

. Any time will be ﬁne for me.

EQNERESE,

5]

"Ul X B {2R

i& fheyt v, {P :ﬁ

How about around one o clock tomorrow aﬁemoon"
EEiE"FﬁFKf’S ﬁmmﬁjum
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19.

24.

. I’1l check Mr. Li’s diary and see if I can arrange an appointment for you.

Please come anytime you like.
EREE YU K .

F# A kKA

. I’ll see you at two tomorrow afternoon.
BRTFRRN,.

R ML K A R BRRE MR RE

. What time can Mr. Karl come over?

RIREEH ARBERT USRS
K4 KB 7 g4 FR 8 RFHF?

. I’m sorry, he won’t be available by then.

RIBIR, LABEHR =,
R %, Y2 R4 & FMAEARMRE A e

Would you like to come to my office?
BERBRBRNDAE?
E4e K (L ok T4 ok X RAERT?

. May I visit your company sometime next week?

TTIERTUIEFHEBHATIG?

£ % AT 4 4 FlEH FHKA W AME 2T
BBEE-—TTLENDREBLEMSI,

W T EMH ETF RS- &6 Mk —4K = A

oA B2 AR CRAF TR B K

. He’s expecting you at 4:00 in the afternoon in his office.

HEETF 4 REMNDATEHE,
o A RASE K L4 B A N MRAFRE B
o2 F Rk A
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28. 1’11 call you again tomorrow to confirm it.
BRPRXZBEEMITBFMA—TH,
B 4Bl K B B RE ok AR A 2B
29. Thanks for reminding me. '
BHEHTIRER R

bo=r e gl '8 —
B AT b 3 —

BARAES? "2}

Are you free tomorrow?
Will you have a lot of free time tomorrow?
Are you available tomorrow?

BHANRAE? 2 )

When is it convenient for you?
What is the best time for you?
When is suitable for you?
When is good time for you?

Will it be all right to visit you tomorrow afternoon?

Do you mind if I drop in on you tomorrow afternoon?
Do you mind if I pay a visit to you tomorrow afternoon?
Can I go to see you tomorrow afternoon?

Would it be convenient to visit you tomorrow afternoon?
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Hello, this is Kate Green speaking.

: Hello, Miss. Green, this is Lily. Our manager wants to get together and

discuss something about the cooperation with you.

: Okay, when would he like to meet?

: As soon as possible.

: How about this afternoon around 2:00?

: No, he has a meeting then. How about 3:30?

. That’s fine. Why doesn’t he come to my office?

: Okay, he’ll come to see you there.

: ARG, BRI - B,

. IREB BIVE, RIMNEBBBARNC B X SIEND™M,
. B MREA ARBELE?

MR,

: TF2REG,BARK?

: KT, BHBMHE—TEN 3 R¥BRE?
T, MAERBBONDAERIE?

: B, M ET ERR.

\

-
=

: Hello, DKJ Corporation.

: Hello! May I talk to Mr. Qi, please?

: This is Qi Min. Who is that?

: This is Paul Karl.

: Paul Karl?

: Yes. We met at Mr. Du’s office two months ago. Do you remember?

; Oh, yes. I remember now. So what can I do for you?

. Well, Mr. Qi, I’d like to make some trading arrangements with your
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corporation. So I was wondering if I could come and meet you at 9:00
a.m. tomorrow.

: I’m afraid I have another appointment then.

: Then, how about 3:00 p.m. tomorrow?

: OK. I'll be free then. Let’s make it at three.

: I8 ,DKJ AT,

: R, BERE—TTTEETUBe

: REBFFH, IEREBAIO

: REBRS- R,

: RS- RIR?

: B8, BRINMTBAIELEENDAZRRNIE, RSB
B, B0, RBERT, MERBEHAB?

 TTRAE . RBEMNATEN—LRS ENRHE, FINTOERESHE

X £ 9 REIRAER—RE,

: 8 9 RPRBEIR,
: BBABBXTF 3 RUO@9?
: B8, BRHRE S, B 3 |,

: The Great Wall Corporation. Lin Hai speaking.
: Good afternoon, Mr. Lin. My name is Bruce King and I work for Sunshine

Company. I'd like to speak to Mr. Zheng, please.

: I'm afraid Mr. Zheng is not here at the moment. I’m his secretary. What

can I do for you?

: Well, I'd like to make an appointment with Mr. Zheng sometime next

week.

: I’ll check. Mr. Zheng doesn’t seem to be busy on Wednesday morning

and Friday morning next week.

: Could I make an appointment for Friday morning, please?
: Would 10:30 be convenient?
: Yes. That’ll be fine.
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: I’1l make a note of that.

: That’s OK. Please notice me immediatly when something changes.
: I’ll notice you soon then.

: Thank you very much. Goodbye.

: REKEAINMNE,

: TR MEE, REBHAATNHEH - &, BERIDELERSBIE,
 BAEEMERE, RIS, ENMBLH A

B, RTRABAOTHBESNEELTH.

: BREE—T, BEERTRA=ANBARLFEZ,

: MEWH EFE,

;10 RESEIE?

: O, MBS,

RiE—T,

B8, B AZERIERNR.
17, — B, REBLESTEKRARN,
: FERRE, BN,

4. WD ERE

appointment A%

arrangement HESI ; 2 HE

confirm #A%E certain —E8Y
working diary T{EBG suit BE
free 28 wonder B%0&

unexpected BEARH
means FE&

write down 12 T &



