BUSINESS
ENGUSH

F &/ Aileen Giebitz F4/#7Ee5

) ETTHE

é{f‘) Business Engii
I'm a Junior.

£E




BUSINESSB A
eENGUSH=15

e 1K ATINEES

X/ Aileen Giebitz TR /4FHHE
BIER/GET PR NEE Bi0H

2h X K a8

FOREIGN LANGUAGES PRESS i




EHEmR%mE (CIP) $3E
BSEEBEBENMEFFE / B EER.
b5 ShSCHRREE, 2009

ISBN 978-7-119-05959-4

L e I35 NLES—%EE V.H3I

o [ i A B 3578 CIP BT (2009) %5 140148 5

TAEH
et
EfUR 0 -

XEE F R
R
K =4

& FIBEABE FFRED

ESI B

g

©2009 M3 HHRR#E

HARCRAT :

HhIT AR AL

Hipk: JbRAEBRX EFFEAE 245 HEESEAE 100037
Bak: http://www.flp.com.cn

Hi%: (010) 68320579 /68996067 (m4m=E)
(010) 68995844 / 68995852 ( RATHL)
(010) 68327750/ 68996164 (HALEH)

B
s SRS 1 SSCHE

: 787x960mm  1/16

: 22

: 400 TF

:

: 2009 FE5 1 AR 2009@9}%%1&&%1&@%

: ISBN 978-7-119-05959-4

: 36.80 G (PRSI i . HE

REFTHERDHN D
%

R B EMRIARAH

h
=
=
ot

BRLI AR AR (BiE: 68995852)

-~




DPVa_ O

P REF A CE

HEMRETF— A B, EERr R Es AR, B5 AL RER
EAZREARA AMEFILT - HlL, 22 R A0 F R 88— DA
M, WA IS A LRBIIE SR, ABRE T RS IGE DGR R MLy
FTHZMEG], oG HRAR, BREIEDEN “RIME” MEEHE
BERRAVRIRESR, ATLANIRIEE N “Edg” PRl IR B SR A A s —
AT MEGRERNEEITARE, BDEARETS, ERXREG—HESET
R “HIERRRE” !

ATMFOET: “HEERN BORE, LHRT “RRA” RPN
EFERMEBIUZ; “THERE” . A% 807 HR2KMAkET, —Ed
%\%ﬁﬂ%;“W%WE”W@?%W%%%&%%,%%ﬁﬁ‘iﬁﬁ%:“i
SRR R ARGROELRST, RN, FRAR, LA ¥
WRIRHIBESCUSRFRET),  “ YA TR S B, iLRM— AR “B%
EAN”

WETEE, RB@EFIHE, RERORETHAEE. 82, REABHE
BREIMA SR DIE, MRBERIIM . B TR T —EE, 800
E%%ﬁ%%%,M%&%%%ﬁ%u%¢%“ﬁ%%¥”!

$%E%ﬁ&&%%ﬁﬁ*%ﬂ?%%ﬁ%kﬁi%,E%%%E@@%!

A



C 0 N T E N T S

Unit 1 BM&ES5HE  Greetings and Introductions

Unit 2 FRAME  APPOINIMENL: v veeeeieie ittt
Unit 3 BEIHZET  INVIEAHION: e evrerrreeereetie ittt s ae s

% Unit 4 BEETE  BUSINESS DINNEr-« o o rervriiiiiiciiiicees e

:n_é: Unit 5 BIBIETE AL @ HOBl rrvrrreere e na e
Unit 8 SEBHEET  Transportation: -« e oereerreriineiteraoseer oo

E Unit 7 JEERHY)  Sightseeing and Shopping « - woevevecrniciiean.

% Unit 8 IR Seeing off GUESES -+ trvrerereres et

E A Unit O BISESE BUSINGSS VISE -ooverveommereomoeoeeooooooooo

g Unit 10 E&IRT Booking a Ticket: - oo
Unit 11 SBRZAE  Clearing CUSIOMS v vvveeeii i
Unit 12 38R Asking for Personal Leave: o orooerrcurreeniennnnnn,
Unit 13 FER 512 Resigning and Dismissal <« eeeveeeeeriieniivireennn...
Unit 1 R 51k Inquiry and Offer-- oo, 126 ‘E
UNit 2 M8 PriCE oo 136 E
Unit 3 A= Payment cooo 145 E
Unit 4 BIES%E  Quality and Quantity - ccccoevrerieirnrerenann. 155 .:
Unit 5 3¢ Packing - - oo 164 E'
Unit 6 B8 ShipMENT -« v eeevie et 173 E
Unit 7 &R Contract-- e oo eereneeeoe oo 183 5
Unit 8 BREE  INSUIANCE -+ oot 194 .E
Unit 9 &AL Commodity INSPECHION -+ v e 203 E
Unit 10 RIESIERE  Claims and Settlements. - owrreirerierennn, 212 E
Unit 11 {fhi; Ar-bitration ................................................................... 202 ,E




1
1
1




.
.
.

.

Unit 1 Yﬁf@%’?’l‘é’% Greé'tings and Introductions
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fine GFH) introduce e
gorgeous B R&D Department 5 IR
bored JCEN ) Purchasing Department Sl 5
appreciate 2471 Sales Manager N Rz
daydream =1k stay up BE
delighted =rpasi] kill time ‘ 19 B It ]
exhausted IR in person |
hesitate LR lose weight AR
iﬁ]’ 5] |'[.ﬂ ﬁ ...............................................................................................................
© . Hello! &z
.. Hi! &gl

. Good morning/ afternoon / evening! 8 _b/T4/RE 47!
" Glad / Nice to meet you. RBHRREN.

“REXIER" HEMFIAAR: “It's great meeting you./Happy to see you./Good to see

2




[G] BL ] B ++vvvverereresnseseressmassssssasesessrststa st st st et se e AR s s
%t ) Fine, couldn’t be better. fR¥F, #RT o

Pretty good. IEERHE,
) Can't cémplain. ==Y
¢ ) I'm OK/all right. BiE1T.

¢ ) Let me introduce myself. FRAFBMSBRNE.
£ May Iintroduce myself? 38 BRNE—TE?

‘FHEEEEP)GQHH}DJ

P) My name is Jim Kary, Sales Manager from XX company.

REF, FIYEE- BF, XXATHHERLIE,

% I'would like to introduce XX to you. BEEBENE—TXX
) Allow me to introduce Mr. Green. BAFRNE—Tigkst,
% This is Mr. Wang from XX Company. XALZXXATMNERL,
%) Nice to meet you. / Pleased to meet you. REFEGAMRLE,
.+ Nice to meet you, too./ Pleased to meet you, too. IAIRBERBEENE,
» How do youdo? /%! (Nice to meet you. fIiiE RS 5FE, )
ﬁ gl] ﬁ ﬁ ...............................................................................................................

Hi, Linda. Nice to see you again, it’s been a long time.

el Bk, RENIXREUR, FATRT .

How are you, I haven’t seen you for years.
TREGFIE, SFACETEEE W |
o T haven’t seen you for ages. FFKEFENZ W IRR
> Long time no see. AR,
@+ I'haven't seen you for a long time.  $F4IHEIR &R,
4 How are you? I haven’t seen you for years/ ages/ a long time.

TREGFIE, SFKR L IEIRT |



© ) How’s it going? RELFE?

¢ » How is everything? —EBFE?

% What’s the matter with you? EBAR?

) Where are you going in such a hurry?  #RX AR LRI LE?

|,—_,] B T T I L0 ev+vvvserererenrnsasnssans e s
i+ I've got a headache/toothache. ~ BM/ZF .

" L caught a cold last night!  HEREHEHT |

. Ihave a meeting ten minutes later. BR+HEEHI &,

& My boss is expecting me to hand in the report. ZREEFIIRERE!

% You look nice today! HERE EET#,
% You look gorgeous today! {RSRERT o

" » Have a good /nice day!  $R—R Mtk
. Have a nice morning /afternoon/ weekend! R E4r/4F/Bk Mtk
» May you enjoy the stay here! FHBEHATHR
g
i If there is anything I can do for you, please don’t hesitate to let me know.

HHAREBITH, BREFO,

. If you have any request, just call me. HHEEER, LRITHIE,

R o
@

) Thanks, I really appreciate it! ! BRENBRELR,

Please don’t mention it! FIEEI

RERE>I>F BRI IR T

4
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A: Haven’t we met each other before?

B: Yes, 1 think we have. We met each other at the
product release, and you are Maria!

A: Oh, what a poor memory I have! I'm very happy
to see you again. This is my boss, Mr. White. This is
Dennis Brown, sales manager of ABC Company.

B: How do you do, Mr. White. Glad to see you.

C: How do you do, Mr. Brown. Glad to see you, too.

: BATAGRE S EE?
B: ®, B#MNALH, BIEFREFEL

: B, BIXTH RENERIER.

: PREF, TRASSEE, REINER
: URSF, TRRASE, MEWRRAEEE!

U, R EIDNIES?

XMRRAEZR, FFEE, XUE
ABCAEIRITHERREEE, FHEl 1688,

< A: Good morning, Michael. How are you this morning? i

B: ’'m doing well, thanks. How about you, Maria, is | B:

everything all right?

A:Yes, everything is in order. This is Michael Davis, Mr. l i

Brown. ‘

B: How do you do, sir? ‘
C: Hello. ‘
| A: Mr. Brown is our new Marketing manager, Michael.
C: How long have you been working here, Mr. Davis?
B: Just call me Michael. I've worked here for nearly two

years, sir, but most of the time I am out, since I work

in the engineering department. We have to provide

after-sale services to foreign companies.

C: Do you like your present job?

B:Yes, very much. It is a bit challenging. I like that. } C
[

C: Good. Well, nice talking to you, Michael. ‘

B: Glad to see you, sir.

£ 17, WHRR. SEBMELR?

EMAT, W, BB, BWE, —b) |
B9, —UHBER, HH%LE, XL |
STTR- W,

B: R%F, 4.
C: #RiFo

A: THRASERBIMFITESREE, |
C: REEILTHSAT, Wslises? |

B: BMBRIAS/RIE, BEXILITIEHIE ‘

WET, %tk BEXHSNETRE |
EHE, RARETERTE, il
SHHNEA TSRS ‘

: (REPKIRERIRTAEG? |
: B, RER. ZHTIRERRYE, |

BER. |

. BRMRGFT, Wy, REFMRITH, 35 |

?E;J—’\o ‘

B B, . |
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A: Good morning. My name’s Dennis Brown. I'm here to | A,
see Sophia Rose.
C: Ah yes. One moment, please. (Making a telephone | C.
call) Hello, Sophia, there is a Dennis Brown coming to
see you in the office. (To Dennis Brown) Please have a
seat. V
A: Thank you. A:
B: Are you Dennis Brown? B: f
A:Yes. A
B: I'm Sophia Rose. How do you do? B
A: How do you do. Glad to see you. a
B: Welcome to Safeway. H
A:Thank you. [
B

B: I'm in charge of the Purchasing Department, and of |

course, we’ll be colleagues quite soon! Now let me |

show you the department. [

M%NEM% BRIk

217, RESRE 8. RER
HIEL - B,
W, SR, EREE. ($THEIE) B
RIEL, —AUSRE - FHBHA
HENNEZENIR. ( XIFHEHT - 7HBA
Pi ) 154k, ‘
8 |
.
|

(REFHRH - #BAG?
. B, |
. REFET - B, 177! |
. YRIFo RECNENR. |
. RN S /A )

: A

. ROFHHEED. BIVRRRER
HRET | RRFESN— TR
#

A: Excuse me. Are you Ellen Woodsman from Lucent A.
Technologies?

B: Yes, I am. And you must be Mr. Zhong, | B:

A: Yes, I am Zhong Wei, Mr. David Brown’s secretary. I §A=
am here to meet you today.

B: Thank you, how is David? ‘

A: He’s quite well. He is quite busy with the new deal, |

|
so he sent me here. !

B

B: I see. ‘
EA:

A: How was your flight? ‘
| B.
|B:

B: It was quite good. But it was awfully long. ;

XA, REXBBARHE AT
e A2z 85?

=H, BRRE, R—ERMALER,
EH, BREME, KT - HEAkERT
Bo RERBIXEREERS,

: AN, KEEBAR?
A: HhIREF, MHIFEIETTEANEHZSME,

FRRISRIX) L

. FREMET . |

BHOR B A
Wi, MEMEAKT .
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A: Hi, Lily, how are you getting on? I haven’t seen you for |A. {f%F, ##i| BOEEARE? #HK
ages! RHELZ ER T

B: I am fine. I’ ve been out for a couple of months. I just got |B: BiREF. BHIIEINFILTA
back. 7o BIRIER,

A: REBRILT?

B: BEZEHET,

A:Where have you been?

B: I was on business in France.

5 0157 i 1

HARNEBELEAEERIBE “HIl" , EM “How are you doing ?” ( fRFH! )
i “How is everything?” (RIEIHEARE? ) RRE “How are you?” . Iit5h, HF Y |
| WE, EREBREANANENL, BHEARIGHAZEAELTUELMTF “Where have vouj
_been?” (fREWT? ) ZEMITE. |

82 mwnm =)

A: Hi, Grace; How are you doing this morning? (A: T, HER. SEEAR ‘
B: Couldn’t be better! Thank you! How about you? B: {HRT, s {R0R?
A: Not too well, actually. A HIE, AL
B: What's the matter with you? : B: fREAT? |
A: I've got a cold. |A: BRET. ‘
B: Sorry to hear that! Have more rest and drink more liquids! | ©¢ V10 TH BRI | g”'ﬁ“
A: Thank you. ‘ (L ZN

A:

0 1 i

é”ﬁﬂﬂﬁlﬁélﬁ BATEER “1 am sorry to hear that.” ( IFEEXASEATRERT, ) 5E “
i'%LEEﬁXTﬁE‘]HI‘E X‘J‘ﬁuﬁ}:ﬁl BREIZEL

mf*ﬁ EEV

Manager of the ABC company. 18- RS, ABC/ASIHGseE: nlL:}Eo

B: Glad to meet you, Mr. White. I'm Terry White. How d
¥ YR BOWEe e, mumemzir, k. BT

you do? L |

7

e



A: How do you do? Here is my card, and if there is FI - R4, {REF
anything I can do for you, please don’t hesitate to let me | A, #5471 HE2RHEE, MBEEH4

know: SN, BTSRRI
. i |
B: Thanks. I really appreciate that! T

 ATEEMENLESAHRANAEREMT #, FNERRIUR, RITHUEMEN Lot |
' me introduce myself.” —HUTIEE, 2R ESHET, BiLLEEHRSMERENLS |
| DER, FEEEBLOBIIENE L BSHERERG, “Here is my card.” MLEARMEEL |
O, BN E RS, s
ISk, FREEXS SRR, ROERBAHRITY: (surname ) o GELEE - PR4% (William White ) |

| AR IRASSE (Mr. White ) , TodERUBRSEE ( Mr. William )

A: Hi there! My name’s Grace Lee. You're new around | A, 1, {iF. BI4EEH- = REEHEN
here, huh? ng?

B: Yes. I am Ellen Bird. I just started three days ago. | B. £, s i, F=RETA X

A: Well, if there’s anything I can do for you, don’t S

hesitate to let me know. A: ¥F, MBREHAESETY, REFO,
B: Thanks, I appreciate that! | B: Wi, RS

G mamAnnmEA
A: Hi, Terry! How are you doing today! A: Bf, $E| SRELRE?
B: .Not bad, thanks, and you? : G, Wi, RUe?

A: Fine. Oh, Terry, this is Jade Black. She’s just come | RiF. W, I, XMURARE X
52, SRR &R SE
B: REXIER. BAERITHRES

E7mE?
A: Yes, she’ll be working closely with you in the future. A: BH, BUSHITESRET

> W

over from R&D.

B: Pleased to meet you! So we’ll be working together.

B: That’s great! Well, welcome aboard, Ms. Black. B: AT, %ilMR, HEEL+,

- e ]




§Eﬁ%§&¢,ﬁ%ﬁAWEEﬁuTEM:
1 BEMARBINESLL

| 0 SBER ANBEERIA;

'3 ST AR AN BRI — M A

JI:&EEM@

L2 me TN BERRX

A: B, 8 SEEAR?

B: W, AN 1REF, WS fRUE?

A: IEELF B, BB, BAFRN

BT, XERMERHIEIR

B. B, {R%F

C: {REF!

2T
: Morning, Jim! How are you?
: Hi, Mary! 1’ m fine, thank you! How about you?
: Couldn’ t be better! Oh, allow me to introduce ZhaoBin from the Purchasing Department.
: Oh, how do you do!
: How do you do!

'8 XL N

ERMNEBOERERT, MIA—FSBENESRROEE Bk BWES, B84
AHEE, ARMXAETRREEITFANE, 2B —FMXEE, MUEELLT, Hib, BE
METEABRBSFXMTEAN]:  “When in Rome, do as the Romans do.” ( AZFER ) o

Ba, ITEBKERNS, TATRELNEMZIE? TERNBSERIRBEMH “How
are you?” (fR%FIB? ) URFREZBFENEIE “Fine, thank you, and you?” (BRIRLF,
i, 1RIE? ) BR, ZBNEAABRESERFLTN, EEFNHEE, RUERIEE
AWt “How's it going?” ( BIEEIAFIG? ) HE—NERNIZSEHERNIEHEIE, NTTEES
“Good morning! * (B&=| ) HE “Hello, it is nice to see you.” (B§! REXIBR,

BABANENURET FHH “Hello” 2/5, BESRRRS. TERENE, 5E, KT
e BIKHES BRI T 4, RROHRIAML, DRRMEN T —ES®RE, KR
W UEMb ST, FETRE, BFFFAEAESMARRK, LHEXTSEREES
EHITER

k5N, BINERHELERIEAA—NEREVHRE, EE2ELGNEES, BHA
TLERIBAIE. FBANE— DA, Y8, THNTESEREREL ZH—TMRL
Kﬁ?; MAAERLEHSHEE, BYUNANERERLBHILT. ERTIRASIFLSN, ﬁ?‘j‘)
9
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REE > B BrIR g

4T ™
ANBEREHEEHREMmA.

B, BNEXLBENTSHE, LHEENMESTVHEE, BHEZENEIRNIZ
EERT. MRHEE2BM, EEBELERRIE: “Wow, you look beautifull ” (EE, {REE
| ) XUTRESHWIRMEA—FHNET . Bib, EBREMAN, BFREEIFE.,

TE, E5EEAVRINEN, £EAENBECH, FESNERIMR ERES, “Hi,
| am Edison from Los Angeles.” ({R%F, REFRBRVNESHE, ) MENEZHNER
A, FESER2ET, ERMENTE, REABEESIEVRKZFARH®ES, —K
FLEFRBFRBNTUE, BRENAEHERN. MENFTRELRESLTZE, ZER
&), YREJIAE “Goodbye, nice to meet you.” (B, BEIGARR. ) RE/OTIERIR,
“Er...oh, | didn't catch your name?” (B, BREFMERNEE, ) XHALS0HTHLS, #
REERR, BEREE, REBARMIBLEACSKI], “Im David, by the way.” (REX
60 ) XA “by the way " EEC ERGERZAS IR, X—BHWRE, LBRE,

4

10
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Wi, mMk AL, RHEEHE WAL, AT B SRR R, AR
AELAR, HW WAL HAREE. Wik, ZRmEEHEE, LRFHERD, |
— BN TR E, LA g X i AN . KER S BT I T AR S X |
J7 il AR R B R R, A BT AR . HE, TR K, #RE
fy 5 152 L6 DAL T ) BF TR RO 3 i, LA R AL . ASCRT A 4B H W & e B LA R ek A,
APUEM T RAER, ETUHTEMZES G, B ALmaERIEEH, ©bE
AR R ML AR ZE AR LB R HDOGRE .

m%%@mmlsi

J b A ) m

appointment e postpone HEIR

convenient TI{ER cancel HY#

schedule B2 2eHE put off HEIR

order T8 look forward to HrE

catalogue PR ER Hilton Hotel R L

bid AR Holiday Inn B B s

urgent Bam

| 23 ST RV

5 I L, B v mmsosms s, 168 S04 600,453 6 s s im0 8 1 S £ £33 S5

0 Hello, 84400995! {7, 3XE&284400995,
% Good morning, ABC company. David’s secretary speaking.
LT, XBEABCAT | REAXEA#HE.



