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1. draw up an agenda ;22— {3 130
3. trade with FfI +++--- TR 5
5. cancel the appointment Bl 44

2. negotiate Wik H
4. have fun 8.0

rAAB

1.1”ve come to make sure that your stay in Beijing is a
pleasant one.

2. You’re going out of your way for us, | believe.

3. It’s just the matter of the schedule, that is, if it is

convenient of you right now.

4. Is there any way of ensuring we’ll have enough time
for our talks?
5. That’Il put us both in the picture.

_Dialogue One

FRAFHK VRN 22 HEGE AR AT A I 5T o A4
the

TR X AT R BRI T

QSRR 7 (A%  FAR AR e — T B
LY 1)

FATIE T RELRUEAT 7 2 (Y B [ Fe i H40 7

XFERUTTHRRE T 2w RS L .

©

A:Welcome to our company, Mr. Bruce.

B: Glad to see you, Miss Zhao. We’ve heard you are
one of the leading import and export companies in
China.

A:Yes. We are importing and exporting a wide range of
goods and have been in this line for 30 years. In the
recent years, demands both from home and abroad
are getting greater and greater.

B:So we’re sure to have something in common.
Recently the demand for electronic products is
increasing, especially in China after its successful
entry into the WTO. We hope you’ll help us in this
market.

A:You’re really flattering me. Qualified products with an
acceptable price are always welcome in each corner

B U S B R AT 23 ok A B T Sk
Z: W BN EAR 0% B8 /NH L FRATIUT 38 5t 2 )
P EERNHELOATZ .

BN, AT RS RS AL RS S o sk il 0
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of the world.

B:You said it.
companies providing electronic products in the United
States. Although she is young, our company has
great potentials. Here is a pamphlet about her and
our latest products. We’ll appreciate if you take time
to read through it.

A:Surely we will. And | also hope we will have a friendly

Ours is one of the most powerful

cooperation.
B:Thanks a lot. We’re looking forward to it.

Dialogue Two

PRV UXE SR A AP Sk PN UL
PPN Z —, BAREBAH KA
s AHRA R KM S X BA A/
F o EERIRATA BB
B R ERemh s B/ A . RA TR

B IRATYARE, R A BAE S 5t A Al AT
KIFE1E.
Z i AT SRR A ER .

O

(A is Mr. Bruce, B is Miss Zhang.)

A:Could we meet and discuss the matter a little more in
detail, Miss Zhang?

B:All right. When is it convenient for you ?

Al will be free tomorrow, and you?

B: I’m afraid I’m pretty booked up tomorrow. How

about the day after tomorrow?

A:You mean Wednesday? Let me see. ..
appointment in the morning and won’t be free until 2
in the afternoon.

B:But | have a meeting at 4 o’clock in the afternoon.

A:Well, then, suppose we meet at 2:30 in your office?

| have another

B:Okay.

| will be there waiting for you then.

(A AT B e . B K /NID

B - 5K/MH L RATTREAS RERE ST 15 2 1hiE—
> iOE RN

Z A AT At A% 2

B RIIRA = W

Z AW R AR T . )5 KB AR 7

B SRR =73 oo AKX L7

AR, THF 2 AATRZE.

ZHERTFF 4 HEIF4.
IR AN T4 2:30 TG4
LT

NEWINTTHS

@)

A:Well, to start the ball rolling, how about lunch?

B:Good idea! Where shall we go?

A:l recommend you a restaurant with entirely Chinese
traditions. |’m sure you’ll like it.

B Definitely. You’re so kind to your guests.

A:Always. An old Chinese saying goes, “Isn’t it a joy
to meet friends from afar?” As China becomes a
member of the WTO, we’ll have more and more new
international friends. At the same time, we’re certain
to have more and closer business relations with the
old ones. It is our hope to make friends around the
world.

B: You’re right. We’d also like to take this opportunity
to establish business relations with Chinese
companies. Our ideas coincide with each other.

2 <<= EBBHEBEOEBEFFR)
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A: It seems like that. Well, let’s go. |’ ve got something
to discuss with you.
B:Okay. We can talk while eating.

Dialogue Four

— F2K3Efh First Contacts

B, AN UFRA TS 2z R , e 1E 4 A 2

HLBAMERHR—T.

Z 48 BATT AT LA R

A:Mr. Brown, our manager, Mr. Wang, would like to
meet you?

B:So would |.

A Are you doing anything this evening?

B:Oh, no. | am free.

H

@
AR IS A FRATT 48 B S A A AR UL WL
.
FRARLAE L A
S AN
:%!ﬁ?‘éo

HNH#HN

A:He’d like to invite you to dinner at the Chuanwangfu At A K AR )| RS R

Restaurant this evening.

B: That sounds good. When? Z W R AN AT A B ?
A:We’ll meet you at your hotel at six p.m. Is it okay? BT KM | 6 B EEEaE, Ea
FE?
B.Okay, that is good. And please convey to Mr. Wang  Z : 4f- &9, i 15 1) T S A ks % ol 11 ¢
my thanks for his invitation. =,
A:Sure. See you then. BB O , A D
B: See you. Z W,

BERHR

Establishing Business Relations

Establishing business relations is the first step in a transaction in foreign trade. The development
and expansion of a business depends on customers. No transactions can be concluded until contacts have
been made between two or more companies. Writing letters to new customers for the establishment of
relations is a common practice in business communications. To establish business relations with
prospective dealers is one of the vitally important measures either for a newly established firm or an old
one that wishes to enlarge its business scope and turnover.

HEST Al & 15
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I 11 10000011000011000110071000 88 BRARIAEE  1//00110001110011101110111110111011101111111171111111]

1. timetable, schedule H#2#% , i %|#% ‘2. agenda I F2
3. rules of procedure {ZEHLN 4.items on the agenda I3 H
5. other business FHfth =I5

EHBHIOBOEFER) >>> 3 oo



EHHHIIBAIE(HTIR)

ErAAE

1. It’s an all-hands meeting.

2.1 need an action plan for next Wednesday’s meeting.
3.1f we are all here, let’s get started / start the meeting
/ start.

. Please join me in welcoming President Wang.

Have you all received a copy of the agenda?
. Paul? I need to work out a time to get together with
your people.

S O o~

71/

R — R
WA EHT R =W 7 shitRl.,
WRRFHERBIFE T ABRATREIF L0 |

TR AT F 5,
KEARE RN LU T g2
PRI 23R T B AR AN )RR A FE Sk

_Dialogue One _®

James: | would like to set up a meeting so you can AT . 3R B HEAS 20, BARR AR AT
come in and talk to us about your services in WM BRNTHI AR 55 .
more detail.

Jessica: | am available next Monday or Tuesday, and RV FJE—FJE ~ FF— S UG EAE
time after 1:00 p.m. . zs,

James: Let’s say Monday at 2:00 p.m.. Do you  FHEHT . AR5 & 76 B — F 4 W6 2500 4R %6058
know where our offices are? FATINA 3 B b 2

Jessica: Yes, | have been there before. ANVUR JE R AR 20 .

James:  Will you need any additional equipment set up T : VR AR A ot a0 T At 358 45 1 o
for your presentation?

Jessica: No. | have a laptop computer. As long aswe AP AHE, KA —GLICAE R, H5E
can hook that up on the conference room, we EEEERSWE T LT .
should be all set.

James: Ok, see you Monday at 2:00 p. m. B 409, F R — 46 A0,

Jessica: See you then. AVGF B

_Dialogue Two &)

A:Hello. Mr. Rothman? This is Michael in Mr. Emory’s B :AfR4F, B Hr & Je A . 3R R R BE HLSE A

office. He’d like to set up an appointment with you to
talk about buying a new copier.

B:Sure, I’d be glad to. What time frame did he have in
mind?

A:He’d like to do it as soon as possible, sir. How about
tomorrow at 2:45 p.m. ?

B:Let me see. But my schedule is super tight this week.
| think the only time | have free is at lunch on
Wednesday.

A:Let me see what his schedule is like on Wednesday,
wait a minute.

<<< 4 <<< ZHBEFIELEFHFR)
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B:All right, take your time.

A:Mr. Rothman, it’s fine with Mr. Emory.

B:That’ll be great. Tell him I’ll see him at noon on
Wednesday.

Dialogue Three

— 2K Efit First Contacts

Z4E 1218 k.
B D8 S RIS A XA R AT LA
Z X ARYE A VR FRABES WA

@

A:1’d like to set a fixed time for this meeting before we
finish today. Can you all take a look at your
schedules?

B: Thursday mornings are usually the slowest around
here. Why don’t we set it for Thursday at 10.00
a.m.?

A:That’s out for me. | already have a standard meeting
on Thursdays at 9:30 a. m. How about Wednesday at
2:00 p.m.?

B:That’s all right for my department. | don’t know how
the rest of you feel.

A: Does everybody need to be there? Hilary and Jason
are on vacation this week.

B: It would be best if everybody could be there. How
about next week sometime?

A:Let me take a look at the schedule. No problem. |I’ve
got a really light week.

B:Well, let’s plan to get together next Monday
afternoon, around three?

A: All right, 1’1l put you in my book. Let’s meet before
next week’s meeting, Mr Johnson. | want to kick
around some ideas with you.

B:All right. Anytime’s fine by me.

Dialogue Four

B RARAE R 1 5 RIS ATE TIPS 210
B[] o VR ATTRER & AT 22 gy 2

Z BRI AR X LR 2SI A IS, i
ITAT hsE B30 _E4 1000,

B AT A B4 9:30 ELH T 461
ZEBY=TF 2:00 BAakE?

ZFRBFR ] B ) 5 o A 00 AR AT T At A
BERe?

B A AR 755 1 7 G M B RS R X
WA AE IR .

Z TR NERREALE . Jil s A~ i) G fif 2

B FORE A Il B n) i, F— B2 01 R
KA.

Z TR AT B — R R W = e A
angar?

B A7, BAEA T Lid—F AT T A L
Je Il — i, 2y ek RAT S AR AR A
WAL H—TF .

Z B X B BLAT AT (] 84T

©

Mark. Julie, is the conference room available today at
4.00 p.m.?

Julie: Did you check the appointment book?

Mark: Well the book says Janice is using it from 4:00
p.m. to 4.:30 p.m. but | just talked to her and
she said she isn’t going to use it.

Julie: | wish everyone would just use the book consistently.
Then you wouldn’t all have to come to me.

Mark: Sorry about that, Julie. So can | use it, then?

Julie: Sure. Do you need an overhead projector or
anything?

Mark: Actually | have a Power Point presentation on my

30 RH, AR I E R

RF] ARSI A NG

S5 AT ERRCHE TSR A I 08 Y A
B0 TR L3 dt  dt 130 dt A
M.

ARF  F A B N AR R ARl B A B
LRRBAT BRI T .

o XA RFT P ATRRE T, 2057

ARF 28R AR B ALY 2

o FRAEF 4RI LA — 15y PowerPoint i

EHEFIOEOBFTFMR) >>> 5 >>>



TR 55508 DB (FFhR)

laptop. Can someone help me plug it into the XA A AN AT IR T RS
conference room presentation system? WERERRS LG

Julie; I’ll get someone scheduled for that. Anything 4. FZeHE N F 8 04 Bl ) g2
else?

Mark: Nope. That’s it. Hyi WA X T,

Julie; So let me just confirm everything and record it in K& : AMIA— F . B ENTHCRAEBFICA L.
the book. Mark will be using the conference room ye e Bt 7S HE &
Thursday the 16th from 4:00 p.m. to ...when =0 N o U o IR PRUEAT 2 B
did you say? [i] 7

Mark: Ooops. | forgot to say 4:00 p.m. t06:00 p.m..  Hoi. M, FREICHE T . FA M TN A,
Julie: That’sok. Let’s see then. You need it from 4:00 & . XFEMIE . RNMEBE . HREHSILE,

p.m. to 6:00 p.m. and before that you need PO BN o 7R Z AR A K
someone to assist you in setting up the audio IRV A AR 1R 2% o X IR
video system. Is that right?

Mark: That’s right. Thanks, Julie. v SR AR AT

BRHR

Opening Remarks at a Meeting

Ladies and Gentlemen,

I want to welcome you all here for the fourth annual meeting of our Asian sales staff. I think you
are all busy, so I appreciate your making time in your schedules to attend today.

There are 16 participants here today. First, Mr. Carl Allen, our sales manager, will make a few
remarks. He will speak about the sales projections from rest of you. We hope that you will all earnestly
take part in this meeting.

After the meeting, we will all adjourn to the Rose Room of this hotel for a buffet dinner. Now, I’m

pleased to invite Mr. Allen, the keynote speaker.

SWFHFFEIA
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3. [IEF N B Greeting and Introduction
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4.schedule H % HE 5. tentative program ¥J 2 HE

6 <<< ZTHFFIEDEFFR)



TAAE

1. Here is my name card.

2. 1t’s nice to finally meet you .

3. Let me introduce my colleague to you.
4.1 think we have met before.

5. How nice to meet you again.

— FR¥ERL First Contacts

AR .

TREMA TR T .
IR AT RIFEF,
FARTATT LA WL 1T
PR B R KA T .

Dialogue One [6)
A:l don’t believe we’ve met. B FR AT AT AT W i 7
B:No, | don’t think we have. ZRHEA .
A:My name is Chen Sung-lim. B R Y BRAA K
B:How do you do? My name is Fred Smith. Z A, RIE IR TR . .
A:Here’s my name card. X ERNZ R .
B:And here’s mine. Z X SERM .
A:It’s nice to finally meet you. AR AT S5 T,
B:And I’m glad to meet you, too. Z IR g 24 B 445
Dialogue Two ®
A:Good morning. B )
B:Hi, morning. Z Mg, B A,
A:By the way, is that the office manager over there? B L AR ) — T, 8 21 R IR Ao e 220 B
B:Yes, it is, Z =W,
A:| haven’t met him yet. B R 3 Lot A
B: |’ Il introduce him to you . Z R4 BRI,
A: Thanks very much. R i
B: You are welcome. T AEER
Dialogue Three, o
A:How do you do? B R 4F
B:Fine. How do you do? Z ARG
A:Please have a seat. B ik,
B: Thanks! Z -
A:First let me introduce our company to you. Our HR:EEREENA T ARER. LML

company is doing trade business with America,
mainly focusing on the collection and transmission of
the information.

B:| see, and what about my work?

A: | am considering you to look after the promotion of the
ads. What do you think?

B All right, please give it to me.

AT 1) 56 6 09 9 5 28 A B AT (S
BHRRAEX.

Z WA T IR TAER?
B AR AT AL T A, AT A7

Z U1 A AR !
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_Dialogue Four ()
Situation &=k

The seller Miss Lin represents Huaxin Trading Co. ,Ltd. ,  #/NEACFESE 168 5 5 A, s e B AR &

and the buyer Mr. Cai represents James Brown&.Sons 3£ 75 James Brown& . Sons 45 R\ ]

Co. ,Ltd.

Ms Lin:  Good morning, Mr. Cai. Glad to meet you. AN e L G VAR e 2 DL B

Mr. Cai: Good morning, Miss Lin. It’s very nice to  #25cA: . MR/, e b G- ) L 20 48 g 2%, 3R
see you in person. Let me introduce my K ig— TR E S, X T
colleagues to you. This is our manager, Mr. i1z, 55,
Jia.

Ms Lin:  How do you do? Mr. Jia. MM B S R

Mr. Jia: How do you do? Miss Lin. Nice to meet you. B4 . R/NGH L S0 VAR 3 % L 3 44

Mr. Cai: ...And thisis Mr. Wang. He is in charge of  #£4E4: 3 & F 564, F A FAEIRT . X
sales department. This is Miss Huang. She SR/, FERTTE S
is in charge of business with clients.

Ms Lin:  Nice to meet you, Miss Huang, Mr. Wang. PN - /NG A LRI

Ms Huang & Mr. Wang: Nice to meet you, Miss Lin.

Ms Lin:

How are things going?

Mr. Wang: Everything is nice.

Ms Lin:

| hope through your visit we can settle the
price for our Chinaware, and conclude the

B/INMUFTE Se A « DUBI AR 8 0% o IMH |

FRANH - B FRATIX BB AR ?

FAA VA .

AR/ - A B AR 5 R ) AT T XUy
REAB W — T 4% 1 A%, TS PR

business before long. SEMIXIRAE S .

BRHR

Business Card Exchanges
Business card exchanges are an important part in international business meetings. Variations
include where to keep your cards, which languages the card should be in, and what to do with the
business card once you have received it. One rule to follow: Always bring five times more cards than you
think you will need. To explore the nuances of a business card exchange, we will examine the exchange
as carried out by an American in Japan.

First, the cards should be in English on one side and Japanese on the other. It is important that the
company and title be prominently positioned. The cards should be kept in a card holder in the vest or
jacket. Never keep the cards in a wallet or a pocketbook. The presentation of the card is done at the
beginning of the meeting. Cards are presented with the name (Japanese side) facing the recipient. The
card can be delivered by one or preferably both hands accompanied by a slight bow. Receiving a card
involves more than one person, each card received should be placed on the table, like an open deck of
cards. in front of the recipient so that the executive knows who he or she is speaking with. The
recipient should avoid shuffling the cards, placing them in his wallet, or writing on them in the presence
of the giver. The business card is the embodiment of the organization; therefore, it should be treated

with the utmost respect.

ZRE#H
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