


AR 55 Ak o i 25 i 900 41]

English for Business and Service Communication

RAME £ 4%

11 ([TRLEEL LB PR BT

¥ E o mom om



EHEREANE (CIP) T

BALBR 75 Ik 3 F &3 900 ] /RANDESHE. — L.
o+ B 5 o ) KR, 2005
ISBN 7-5066-3760-X

L.8%- I.%- 0. Rk-EiE-OF
V. H319. ¢

ot [ R A B B4R CIP 488 7 (2005) % 039294 &

o B M R A o IR R AT
R EXRII =B 16 8
HE B 43 5% . 100045
st www, bzcbs, com
B i% 168523946 68517548
P EERE AR 2R R E R
FHFER N S8
Fr& 787X 1092 1/16 EidE 10.00 ¥ 248 TF
20054 4 BH—KE 2005 4E ¢ HE— WM

*

Er 13.00 1T

MBEMEESE BEHRTHOEBR
BMEE #E2%R
| B 1% . (010)68533533



m E T B B

EH/m AR
RE ¥4 EHple HREK

I R HXY¥ @ B



L ¥.25

)

aul,

BMERER IS EL AN BME BABLHARALERY
HABARAARLETREYR,. BRI A ETHRENER
BARE HEFHRLARKE-TRATHE, CRASHE
S B W ok A AR

AT WRREFRAAFRANEFE LA SAFUFLA
YARSENBYUR A ESEERIE BB ERS AL, H
fETEEHRAEERAGT AR NERREBF L LR
EWEE,

AL RITET TCRRME L HIELE 900 ) —H, 4F
ARTABL R ETART G R A HBLE £ARY
BZWAQUR 2P RRTEAAABRNF R UETRAER. X
B AN,

AEEBERABF RNMIRENZARFIGRGEL, ¥
HEAETRAFNFR AREBER IR W EEA, N E
ZEEBREFRANE. ARRNELTERER FEHE, >
EAERTH A EFERNER B THRSAF oA L E ¥ HE
RAMBEF BREE, ETRAUR UHEADEAH YR
AERBET LR,

AHHEAMER, BAOLKZETE-BH . FAWHP UK
HREALC(EREEEETE-BLPHEALC-)EHES
TEZHA EXABA N ERAL(OFAERL(E)REST
THEREMERBEETTELEY BB E+HL %
HCIR'S - FACIE LS S8 PRI T L-RE FE PR LN
WL(E) R Ea# &l?&ﬁﬂﬁlﬁ-—@ﬂﬁﬁo



kP ERFELRESY, BHTARSEBEFRR LA ESRE
BOAEBLULEAYEFAEAR AETFLFRRKEWEHR
FERKBEREBRGRBHSARE, AL ERARENHR!

FURETUSBEILRFEEEDEEIRBS AT, L
RATkAf &R, A nd RERFA L EFLER REHE D5
BB A AP B B TR

AFEHERABF  REARNLIAL. FERERAAHT
HIFREHE R T A

% #
2005 4 1 A



Part |

Unit 1
Unit 2
Unit 3
Unit 4
Unit 5
Unit 6
Unit 7
Unit 8

Part I

Unit 9
Unit 10

Unit 11
Unit 12
Unit 13
Unit 14

Contents

2 R

Communication 3%

Meetings A .voivirii i e
INrOQUCHIONS A28 veovrererieeaerer ittt cerree et bee e aeneen e
Parting 9] oeeeeoninns

Gratitude BB oo

Getting Information 8] # -voveennniiiiannn,

Agreements and Disagreements [ &5 R Bl &
fnvitations ﬁiﬁ‘
Daily Activities B B EZ oo

Shopping &%

Greetings and Receptions M B HEHF .oocvvivennnnn,

Serving the Customers as a Guide in the Store /& A ¥ W JR. 4~
. 22

Showing and Introducing Goods B F AN H B v

Bargaining 3B e e e,
Asking about Prices ) Bl 48 i
Receipts and Payments AT HK - oovvvvninien

Supplementary Vocabulary I #pF & 380 (—)

- 11

- 15

- 17

- 19

25

- 32



Part I Hotel Service EERSE

Unit 15

Unit 17
Unit 18
Unit 19

Reserving @ Room T IT B8] woviremvimemromimiiee s
Unit16 Checking in AEJE BRI v st i s

Room Service AR FH vrviennnn

Information Service %—iﬂ]x&%—...m..........................................
Fitness and Recreation Service JEMRIRSF «ooomereriininiiinis

Supplementary Vocabulary T #b %, 38 JC (=)

Part  Catering ®RTRE

Unit 20
Unit 21
Unit 22
Unit 23
Unit 24
Unit 25

Restaurant Reservation T & AL -.oovevere.
Seating the Diners B3 AT oo

Taking Orders & 3 - vveevernnninnn,
Serving the Food _EE v,

Bar Service B R o e
3
Making Out the Bill 2EFE - oo,

Supplementary Vocabulary [l #k &£ 38 C (=)

Part V Sightseeing X

Unit 26
Unit 27
Unit 28
Unit 29

Planning a Tour 3+ R) 383 v,
Tour Information jﬁ;ﬁ-ﬁ'ﬂ{‘.

Sightseeing ML HEBE «ooorerrren

Asking for Directions FJE& -orevemeeeninnnnn

Supplementary Vocabulary N #h %, 98 JC (w9)

Part VI Business Talks @& %34

Unit 30

Foreign Trade Policy #FH R oovovvecnenn,

40

42

. 44

48

51

- 53

coer 56
. 58
ves 60
- 63
. 65
e 67
- 69

- 73
veer 75
e 78
veree 80
- 81

sesvaaee B0



Unit 31
Unit 32
Unit 33
Unit 34

Supplementary Vocabulary V. AP I (E) covorrmeriorenennien

At the Dinner Table FEHE «eeeeverieiranenn
At the Hotel 2EAF R E v
Business Negotiations I FH L H] oo

Insurance PEBE oo s 90

Part VI At the Airport #E#3%

Unit 35
Unit 36
Unit 37

Entering the Border A oot e
Losing the Luggage AT FEIEE v e
Taking a Plane FE KA orvirencnnn

Supplementary Vocabulary VI #FZ L (55) o,

Part VI Telephoning 3¥TH %

Unit 38
Unit 39

Part [{ Comprehensive Service Z&R%

Unit 40
Unit 41
Unit 42
Unit 43
Unit 44
Unit 45
Unit 48
Unit 47
Unit 48

Leaving a Message & @4Z ...

Hairdressing 2% £ % v

Automobile Repair % £ 4 &

At the Customs X i

At the Post Office ZEMRE —vvvvnn.

At the Net Bar JE FIPE i e e

At the Hospital /£ E R

Hotel Security B JE B 2K LT o,

Real Estate 3 oo,

vensesns O1

95

101

105

- 107
- 109

- 111

cenee 112
BUSINESS Gall T Fr W 35 v voemvereernvnrnrr e sresesesaeres e one sesvse e

114

- 116

- 119

< 121

123

- 126

- 128

- 130

-~ 133

+ 136



Supplementary Vocabulary Vi AP #8IC (A5 i

Part X Appling for aJob 3KHR

Unit 49  Self-introduction B $ AT oo eemr v e e
Unit 50 Interviewing 1 . (O
Supplementary Passages AP 42 3 oo

10

- 139

142

144

- 146



‘r‘humcé'

. Good morning, sir!

i

Good morning, madam!
RAF!

. Good afterncon, Mr. White!
I L.

Good afternoon, Mrs. Brown!
! KK,

. Good evening, Miss Wang!
WHFL E/MEL

Good evening!

¥ !

. Hello!

R 47

Hello, ofd chap!
HREF, BB R

. Hit

REF

Hi, Buddy!

YR5F, B3 !

. Hello. How are you?

MR, RiE g7

. Pretty well, thanks. And you?
R, Wi, FRg?

. | am fine, thanks,

| Meetlngs

m &



RRIF BB .
9. it’s good to see you again.
ARG XX EF X AL BIR .
10. How is everything gomg W|th you?
535 B ] 2 '
11. Just so so, How about you?
HATEL. R%?
12. Not bad, thanks.
T4 B,
13. Very glad to meet you here.
X RBER, RIBRGXK,
14, Excuse me, are you Mr. Smith from the U.5.A. 7
R B R Y B A7
Yes, | am.
2.
15. 1I’m Zhang Qing, from Dalian Foreign Trade Corporation.
REKENALANES.
16. How do you do?
15313
How do you do?
31
17. ) have been expecting you.
RELBREHMRAT.
18. Did you have a good joutney?
PR— % b 3F JF I 7
18. Yes, I did. Thank you.
REF, W,
20. Thank you for coming to meet me.
Bk ER.
21. 1t’s a great pleasure for me to know you.
ARERHEFRE,
22. | was assigned to negotiate with you.
REBHLMEFEERLS.
23. Shali we fix a time for a talk?
RIOGE—-T oK, FG7
24. All right. But you must take a rest today and we can talk about our business 1omorrow.
HR . HSXESRKBRE k% 0300 780 K Hik.
25, How shall | get in touch with you?
EAMEERR?
26. 1 am in Room 208 of Dalian International Hotel. If you need anything, just give me a call.

REFEKEEFREE 208 A, FFLRTAUELT.



27. Here is my card.
XREMER.
28. Here comes our car. Let’s get in.
RIWDIHREFRT . LR LEE,
29, s this your first trip to China?
HABE KR PEHG?
30. Oh, yes. | have never been to China before.
B, 2. REAWMARELTHE.
31. | hope you will enjoy your stay here, Here we are.
REBEMER LIHRE. RNBIT.
32. | haven’t seen you for a long time. What are you doing these days?
HARRT ., XX BRERF A7
33. Yeah, nothing much. What about you?
K, BRI 4. RB7
34. Keeping busy, very busy.
NSRS
35. Fancy seeing you here.
HERBEXIILRIBIRKR,
Word Bank
1. assign [a'sain] vt. #BE, K. E%
2. chap [tfeen] n. (BIF)YFMK, /MKF
3. corporation [kopareifan] n. 247, ik
4. expect [ikspekt] vt. BHFF, BHEE
5. fancy [fensi] v. g
6. fix [fiks] vi. BE, BF
7. journey C'dza:ni] n. (KBRTT, BRE
8. madam ['meedam] n. GHATMEFORA, £+, KX, /i
9. Miss [mis] n. (AFEZEERZA MRBL FREMR) /NI
10. Mr. ['mista] n. %L
11. Mrs. ['misiz] n., A
12. negotiate  [nigaufieit] v. M, TH, BN
13. pretty Cpriti] adv. (OB@))HEY
14. sir (sar] n. %4
Useful Expressions
1. at home xR
2. to take a rest hEBE—TF

3. to get in touch with

5o RREBRER
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fancy doing something.

keep busy

old chap

SO S0

what about . ..

foreign trade corporation

. to fix a time
1.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21,

How are things with you?
Everything is fine.

How goes it?

How’s life?

Same as ever.

What’s up?

Nothing much. What about you?
How is everything at home?
They’re all fine, thanks.

How have you been?

How are you getting on with your study at school?
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36,

37.

38.

39.

40.

41,

42.

43.

44.

45,

46.

47.

48,

49,

50.

Introductions

N 4

May | introduce mysalf? My name is John Smith.
REARMEAG? ROZFMAN - LEH.

Henry Black. How do you do? Mr. Smith?

RMFH - MK, RIF, LEHEE.

1.et me introduce myseif. My name is John Brown.
HRRERMFE, BRYLFYAW » HHE.

| think 1”7 ve seen you somewhere before. Aren’t you Kate Green?
BIFRAEFLITKR., RRBRRE 57

How do you do? | don’t think we’ve met I;:nanforei My name’s Steven White.
wEF., REBAIUMERARLE, BB FHET - 5.
Mrs. Green, 1’d like to introduce you to Mr. Liu, our manager.
BAAR . BELENMH—TRIOWSEN K4,

We’ve heard a lot about you.

AW, A5,

Let me introduce you. This is Mr. White,

BAEHHENMB—T XURFHLE.

I am very glad to know you.

AHBIEH X,

Have you met each other? Mr. Wang, this i1 Miss Zhang.

B Ry A KRN,

Mr. Johnson has told us a iot about you.
AMBEECEBARIHTIFL R LB HER.

You and Mr. Johnson are colleagues, aren’t you?
HFRARBLERFE, RG?

Yes, we are good friends.

B RIBEFME.

Miss Zhang, please allow me 1o introduce Mr. Smith to you.
AR, EARFRBE BN ASZK,

I’m very glad to have the opportunity to meet you.
BRBRBXENEFERE.



Word Bank

1. colleague ["kolizg]

2. introduce Lintra'djus]
3.
4
5

introduction  [intra'dak[an]

. manager ['meenidza]
. opportunity  [opatju:niti]

Useful Expressions

O~ M N bW N =

| don’t think that .. ..

I’d like to do something

Let me do something

tell somebody about something

22 2 e 3

CIES
&
W
228

to allow somebody to do something

to have the oppartunity to do something

to introduce A o B
to introduce oneself

iLRMESE
HFEAFTREEREA
RFRAMESE
HHIESHRYE

K B4 A

ZF: B2



51.

52.

53.

55,

6.

57.

58,

53.

60.

61.

62.

63.

65.

Good-bye. Take care of yourself.
BR. ZWMRE.

So long. See you later.
BR,E:N,

1I’ve got to be going now.

RUAEEET .

. In that case, I’l! ba seeing you.

RARHRELEENLEE.

It’g getting late, and | have to go now.
HEART . REAE—EEET.

We are sorry you have o leave.
H—EEE  RITER K.

Fm afraid | must be going now.

BB ERBET.

Must you? It’s still early.

Rg7 £ R%E?

| am afraid | really have to.

BRBRAENTT.

Well, we’ll have to get together again some time.

SRR, RATRH EAHE.

Drop in whenever you have time.

F 23 W AR R G .

Thanks. I’1l do that.

Wi, REM,

We are giad you have been happy here,
R B R, RATER .

. Don’t forget to give me a ting.

ST HEITHRIE.

Please give my best regards to your family. Look forward to seeing you again soon. Bye!

BRRAEMNEXEE. BERABRLIK. !



