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1. business card £ f

3. schedule it [a] £ ,

5. put something into practice ¥ 3t F A% 50
7. foreign trade policy X4 4h %455 sk

2.introduce . ..to ...
4. meeting time U, i i [a]

6. investment environment %5 ¥

8. do business with you FIARATH L 45 15k

O aeeenn ﬁ‘%éﬁ ......

ArAA3

1. Glad to see you. We’ve heard you are one of the
leading import and export company in China.

2. Thanks a lot. We’re looking forward to it.

3. Could we meet and discuss the matter at a little more
detail, Miss Zhang?

4.1 also hope we will have a friendly cooperation.

5.1”’m afraid I’m pretty booked up tomorrow. How about
the day after tomorrow?

6. Well, to start the ball rolling, how about lunch?

7. Please convey to Mr. Wang my thanks for his invitation.

8.We’d also like to take this opportunity to establish
business relations with Chinese companies. Our ideas

coincide with each other.
.We’d have to compare notes on what we’ve
discussed during the day.
10. That’Il put us both in the picture.

VST

Q

o

Dialogue One

ULE AR R 2%  FRATIVT L 32 v P ] 2
AREH A 22—,

T BN IR IR A 5K

/NI, FATREAS RERE A1, FE TG — F
XA ?

ot A BIRATREMA T A AF A1

R B KERHENE T 0 J5 K5 AR 7

AR AE AT — LI AR G R 7

T [6) 2 S A 5 SR T X A ) a8 ) RS
UG AT I A R L2 S E A R
HESLRY 5K AR FRATT A AR LR R A
LS

FRATTAEFH bk i) O — T 1 K i e
K.

IXHEXUIT AR RE T it 4 101 A 10

O

A:Excuse me, are you Mr. Smith from United States?

B: Yes. I’m John Smith. You must be Miss Wang from
China  National ~Machinery Import and Export
Corporation, Xi’an Branch?

A:Yes, | am. |’ve been expecting you.

B: Thank you for coming to meet me.

BT T, Ok 11 26 W i sh 0 S A g 2

TR, RN - REN B E KA
FREHLASRE 1A R P92 5324\ /N
SHE 7

B, B R — AR B

Z SRR R IR LI

EHHEIBOBCGEAAMR) >>> 1
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A:That’s all right. B A%

B:Would you mind waiting for a few minutes in the  Z: %4 E KT L4012 3 A8 45 HI
lobby? 1”d like to discuss the schedule with you first. #iR—TF H AR HE.

A:That’s a good idea. Br, XRMFER.

B:We were told that you could only stay here for three  Z :WF i Z7E X JL RS =K, %G 2
days. Is that so?

A:That is right. B2,

B:OK. We haven’t arranged anything for you this  Z:4F89, A1 K FHBA L ELHEE S,
afternoon, so you may have a good rest. This XEEEA LR R —F . A K b 7
evening, at 7:00, the managers from Shanghai J=0 M2 NG OFZSE G p e Y|
Foreign Trade Corporation are going to invite you to a W% B K E4- 10 @ 30 FFERFRANTAIL 55
dinner party. Tomorrow morning, we’ll begin our 2R,
business talk at 10.30.

A:OK. Thanks. BP0, A

B: You are welcome. Have a good rest. Z AFSHHRE— TR,

Dialogue Two 0

A:Hello, Ms.Gao. |I’ve come here to inquire about the B : #4347, &5 /NH . 383k 53 JL i o] — F A i
possibility of establishing trade relations with your T B RSX R R .
factory.

B:Hello, Mr. White. Welcome to our factory. Z BT RS G SR BN IRAT T

A:We’d like to order some Chinese-made carpets,  BE:FRATARTT g — st [ ) i B9 HOEBE N B B
blankets and so on, if your terms are favorable. PR A IR B AR A s | S .

B:We will see what we can do. Please follow me to our  Z: {156 HE B RATAEMA 4 . L IRBE T
showroom first. This is a pure wool carpet and that F— FRAT RN E X 2L B,
one is of artificial wool, both made in our factory. A RANE T HEE, B EIAT &

=Y.

A:Would you please show me some more tapestries? H.fEHitRE - TFHEW?

B: All right. Z4F

A:And by the way, Ms. Gao, | also want to know your B ;& /INH , FRIFE B AR T i — F BT 3RAT
opinion about our machine I’ve shown to you last RIRR TR AHL RS A (T R
time.

B.But to be frank with you, Mr. White, I’m afraid the  Z :{HJEH R, R4 AR PLES
price of your machine is not so good that | really don’t MAEAS AR LS » FoAS 18 fE & B2 4%
know if we can use what you have shown to me. O

A:Well, Ms. Gao, that’s the reason I’m here—to help  FR: M, &5 /NH , 53¢ 1F S 3R X Yk ke 53 J LB JiL K]
build up business. Please let me show you how our —— AT SRR, IR R
machine has done for other factories. A— FIRATHLERAE AL T A FH 1

.

B:Well, what do you have? Z SR ARG EE A A

A We specialize in drier machines. B R AT EE RIS A

B: We have too many kinds of drier machines already. Z RN gH KRBT T .

A:Perhaps, but | will show you what the advantages of R A[fE 2 XFEM, (HRERSABIEBR—T

2 <<< LB FEBOBCEAR)
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our product. A= Fh A

B:OK, | will think about it later. Let’s show our  Z:4fil, RGFRESZIEN . B — FRITH
tapestries first. HEE,

Dialogue Three, ; o

A: | represent Coca Cola Trading Co. We’re interested  BR: F /% 2 AT L1 A 4 57 55 20 6] . 36 11 4B 11
in importing a complete bottling machine for exhibition FERHL K J R I 76 T [ A 1, 0 SR 6
and sale in our country. If satisfactory, we may RIS BRAT 0T G % 18— 25 (1T Wy )
consider further orders. o,

B:Well, this unit here is a scale assembly of our latest  Z :4F-AY 3% S TR A 1AL 7 7= 5 PRI ZE 2% ,
machine. What’s your opinion? FEARE?

A: Very splendid. Do you have any literature | can take BB :JE# 47 , 45 4 FRAEHS & 10 45 i bR 2
with me?

B:Yes, here are some catalogues. Z A XY

A:How about the price list? R e e A g

B:Here it is. Z R,

A:Thanks. | will contact you. By the way, do you have  HR S, TR SR A, i ) — L A
a brochure or something that tells me about your KTURANTA B &AL F 2 K K7
company? g9

B:Yes, | will get you some material later. Z AR R TR 1R e k)

A:Thank you. B,

B:Would you like to have a look at our showroom? Z RS — R FRAT 4 JR s ] T 2

A:Yes, 1’d like to. B REE.

B: This way, please. It would take hours if you really — Z :i# £ X /1, W0 SR4GFRE R PG HE 1035 2 2
looked at everything. You may be interested in only AR AR Z 15 (] , 45 ] i 1 X6 — 6 45 7
some of the items. Let’s look at those. ESLHR L FRA T 7 xS,

A:Good idea. | can just have a glance at the rest. B4 R, A3 A et W — R kAT 7

FRAR

Making Appointments

The scheduling of appointments is very important in Western culture. If you want to visit somebody
or invite to do something, the best way is to make an appointment with him in advance, because most
Westerners often keep a strict personal schedule. They do not welcome unexpected visitors. You have to
show respect for their cultural custom. Often appointments are made on the phone by talking with the
person directly or with his secretary, who can help him to arrange the appointment. Remember to tell
him or her directly why you want to meet him or her.

Before making an appointment, you must know the full name and title of the person you want to
meet. If necessary, you can check with his secretary. All the appointments should be double-checked for
accuracy.

Do not be late for the appointment. You have to get the meeting place on time. If something urgent
happens which prevents you from keeping the appointment, you can change or cancel the appointment
immediately. It is very impolite for you to fail to keep an appointment.

RS REDIEAAR) > 3
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A LET T L LLEFELNG o REBHFTEA XL ASFEAMEF, RFALFL
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AR T B 8,
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Ha. kY
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2. ZHEE

[ITT11LLTTIT01TEL LT 1101171141111111

R T LB 36 5 A K A TR 49 4 Rl

B RRAE

i g AL R HE LG S T A AL AR

N F Wb Fo ki bR, TEROBRBRHE—T AT EHLRL,

i Arranging a Meeting

T

1. impromptu meeting Ifii i} £

3. stand E%*ig& 4

5. the sitting is open £ IF#&

7. to table a proposal $i& H} &t

9. to move an amendment $ Hi4& IE 5

2. draw up plan FHl— PR

4. to ask for the floor %ZKZ{*
6. to give the floor to [A)RE +++-+
8. to raise an objection #H i
10. closing an item 55—~

27 (34 . to recognize)

= © 00 N O WU

BTAAGH

.To begin with, 1I’d like to quickly go through the
minutes of our last meeting.
. So, if there is nothing else we need to discuss. let’s

move on to today’s agenda.
. There are X items on the agenda. First ...
. third ... lastly ...
. If there are no further developments, 1’d like to move
on to today’s topic.
. We’re having an impromptu meeting!
. Please notify everyone the meeting is cancelled.

second

. Please join me in welcoming Chairman Wang.

.Let’s go over the minutes of last Friday’s meeting.

| need an action plan for next Wednesday’s meeting.
0. What’s on the agenda for tomorrow’s meeting?

|H 33

_Dialogue One

A: Could you tell me something about conference? |

e FARPGE W Y — T RS aid k.
B2 an SR A HoAth S 7 2 S s, 3R
T3 A4 KA IRRE

ARG LG, % - B-w) ERTTD
R B HoA S A, AT IR TS A K
A5 L

BATEEFF— A lE A2

T A — AU T
AR — ARG F
IEFANTE— T EEM AN SIEER.
REE TR =42tk

B K SO R A7

understand that large meetings are usually called
conferences.

4 <<< EHBHHFEBEBDIEOEAR)
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B:Right. Such meetings are often held at regular
intervals, though they may also be called for special
purpose.

A:How about the delegates at conference?

B:They are often required to serve on committees,
which are set up while the conference is in session.

A:OK.

B:Delegates may also be asked to serve in an advisory
capacity.

A: | see. Then can you tell me how they prepare a
conference?

B: First, a firm which acts as host for a conference will
send out letters of invitation to delegates.

A:What is usually included in an invitation?

B: The invitation states the date when, and the place
where, the meeting will be held.

A:What if those invited cannot accept the invitation?

B: They will write to say that they are unable to attend
the meeting.

A:ls that all for the invitation?

B: Well, often forms are sent out for delegates to fill in,
or questionnaires.

A Will those taking part pay any fee, or will the fee be
paid by the host firm?

B:They will probably be paid an accommodation and
subsistence allowance, and their travel expenses will
be paid by their firms.

— KM First Contacts

TR IR K 23 I 28 SE SR 2

SR L2 BRI H i 43 T

R L 2 B ARR AT A 2 Bk g
B E B RE W PR Z 5 &

I ST X AN B2 SR A I £ 30 1]

ALY

RGBT,
AR T At 2 e 7 A D ]

FRHE 1 IRVRBE S VR o o £ K 2

ng?

SE G MR AR E A R S %

1% H ik oA

S 7 R i AL S A7
o ST BRI FELHE LT FF 2 A B (] 1 45

AR B 7 £ AR A TE 0k e S I %

29p?

AL 2 R A5 T A A7 T AS R 8 £33

A B R AL 8 T g
380 Y B PR A 25— B R B A R B

s,

AR B e R A S I w2

s AL AT RE LSRN HE 1 Ak

FUHE AR 1 5238 2% FH ) e 45
M2 R SZAT

A:OK. | know a lot. Thank you. BP0, 3R TR TARZ Lkt
B: You are welcome. Z:ARER.
Dialogue Two ®
A:What time is the meeting going to begin, Ms. Wang? B : T4+, 20U 4 BHEFF G2
B: At ten o’ clock. Z:10 B A.
A:lIs the room ready for the meeting? B F 200 o (Rl HE A& g 1 o
B:Yes, I’ve put the Minute Book and some spare copies ~ Z: 4 T, 3% £ HE i 574 2 il — 26 45 FH A9 3
of the agenda on the table. And paper and pencils. RIMAER T LT L. )
A:Thank you very much. And you’re quite happy about  BR . l35 JaRi . /RFR Bk [ R BRI 2 3 1Y
looking after the office on your own? TAEMm?
B:Oh, yes, | enjoy it. May | ask what you are doing  Z:MR, J& ), TR AR 3 . R fE ] — T 5B 7E
now? TERT A9
A:Oh, I’m just getting my notebook ready for the R
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B

A

B:
A:

B:
A:
B.

:Yes, that’s right.

meeting.

:Can | see how you do it?
A:
B:

Yes, there you are.

And you’ve left a space underneath to fill in the
names of the managers.

Then the first item is always
apologies for Absence.

: What comes next?
: The next item is always Minutes of Last meeting. As

soon as the minutes of the last meeting have been
read and approved by those present | can write “The
Minutes of the Last Meeting were read, confirmed and
signed”.

Signed?

Yes, when the minutes have been confirmed, the
chairman signs them.

Anything else?

Then there comes this meeting discussion.

Oh, | got a lot of things. Thank you.

Dialogue Three)
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Preparing for the brainstorming session

Mary: OK, everyone. | have some good news and some

Peter.
Mary .

even better news.

All right. Tell us the good news first.

Famous Fried Chicken has decided to sign a
contract with us for all its advertising.

Susan: That’s great. Famous Fried Chicken is one of the

Mary .

biggest chains in the country.
And now it’s one of our biggest clients. We have
to do a good job.

Susan. Of course. You can count on us.

Peter.
Mary .

Right. And there’s even better news?

The better news is that we have to present our ad
campaign to the president of Famous Fried
Chicken—in two days.

Susan: But that means we only have forty-eight hours to

Peter.
Mary:

come up with a great ad campaign.

Yeah. That’s better news?!

Yep! | believe that people work best under
pressure. And the pressure is certainly on us
now.

Susan: What would you like us to do?
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Mary: Do some research on your own and think up some B {1 2 3k — B VE kL SR 5 AE — e ) 2t

ideas for the ad campaign. We’ll have a BEERET RN R L'J‘%Aﬁ~
brainstorming session tomorrow at seven a.m. MRS, B 253 — i
—sharp! Dazzle me, people. M, 4547 !

FRAR

How to Get the Attention of Your Audience

In business oral communication, you need to use attention-getters throughout your presentation and
speech. Here are five possibilities.

1. Use humor. In business the subject of most presentation is serious. But that doesn’t mean you
can’t include a light comment now and then to perk up the audience. Just be sure the humor is relevant
to the presentation.

2.Tell a story. Most audience will pay attention to a story, and you can generally find one that
illustrates an important point.

3. Pass around a sample. Psychologists say that you can get people to remember your points by
appealing to their senses. The best way to do this is to pass around a sample. If your company is in the
textile business, let the audience handle some of your fabrics.

4. Ask a question. Asking questions will get the audience actively involved in your speech and, at
the same time, give you information about them and their needs. A securities broker whose presentation
was designed to arouse interest in tax-free municipal bonds used these questions at various points in her
talk: “How many of you paid over 10000 dollars in taxes last year?” “What is the biggest risk you run
when you invest in common stocks?” These questions made the audience think about what she was
saying, and their answers helped her understand them.

5. State a startling static. People love details. If you can interject an interesting statistic, you can
often wake up the audience.

Regardless of which attention-getters you use, remember to use them in moderation and with good
taste. If you’re giving a serious business presentation, keep the tone of your remarks on a business

level.
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28 Greeting and Introduction

s — : - b= - - I s
1. glad to meet you 7R & 3% WLER 2. calling card & i
3.a letter of introduction 44315 4.excuse me T T
5. show somebody to some place H7 5 A F< 5 6. have a good flight jfg 78 i Rt
7.a casual talk JETER SR :

—

(S}

o

9.

.1’m very pleased to make your acquaintance.

. maAan

.May | introduce myself? My name is Wang Lin. | come

from China.
I’'m
Mary Smith.

. Hope you’re enjoying life here.
.| understand this is your first visit to our company.
. Really sorry, sir, you have the advantage of me, |

don’t remember ever to have the honor.

. It’s a pleasure to meet you again.
. That’s all right. | will try my best to assist if you need

any help.

.| am new to the working world and would appreciate

your guidance.
| made his acquaintance two years ago.

KA UNA— T A o3k £ 4k, 3Kk
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Dialogue One ©

A:May | introduce myself? My name is Wang Lin. | come B : R[N —TF&KA SLEEE A TS 7 N3
from China. FAPHE.,

B. I'm very pleased to make your acquaintance. I’m  Z :fREPLIAVE TR L - HhAN L FIE
Mary Smith. | live in New York. How do you like New FEAEA Y BN AL 8 ARE?

York?

A:Well, It’s the first time | come to New York. |  BR.W,FREH—KBIANA REBAELH
haven’t yet got many chances to know New York MLET A2 BT % Bl B 3R %K
well. But | find it is warmer here than in my town. Z B A—L,

B.Hope you’re enjoying life here. Z A AR E G B AT .

A:Thank you. And | hope so. B i . A R At

B. | understand this is your first visit to our company. Z X R R — ORI A /U A)

8 <<= ZHMBHFIBERIEGAAMR)



A:Yes, and my first visit to your country. It has long
been my wish to see with my own eyes your
country’s achievement. And now | feel myself more
than awarded.

B: I’m so glad to hear that.

A: | think you must have some idea of our company.
We’ve been importers of Arts and Crafts for many
years. The purpose of my coming here is to do
business with you.

B: | can assure you of our best attention and closest
cooperation. We’re always willing to develop trade
with friends from all over the world.

_Dialogue Two
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A:Hello, Mike.

B:Hi, Zhou. Haven’t seen you for ages. How is
everything going?

A: Fine, thanks. | am so pleased you could come to
Qingdao.

B: I’ve been dreaming of coming here and traveling
around this great country.

A:Now your dream is going to come true, and there’re
many interesting places to visit in China.

B: | heard of that in France. But this time | can only stay
10 days here.

A: It doesn’t matter. | can be your guide! Let’s make
an itinerary and you will get a wonderful tour of my
country.

B: Thank you. It’s really very nice of you. But when we
make the itinerary, don’t forget your family. 171l call
at your house and see your wife and kids.

A: Of course. They’ve been looking forward to seeing
you. I’ll invite you to my house and have a grand
dinner. My wife is a good cook and she’ll cook
typical Chinese food for you.

B: Thank you very much. Please take these gifts to your
wife and kids and say hello to them for me.

A:OK. Thanks a lot. Waiting for your coming.

B:Yes, | will go to see them as soon as possible.

Dialogue Three
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Zhang Hai: Good morning Mr. Mo, it’s a pleasure to
meet you again.
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