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Chapter One Daily Business Affairs
FEUBR—  HERS

Working Responsibility T{EER =

Daily business affairs could involve various occasions, such as business
reception, business calls, business meetings, business travel, business
operations, etc.

As theone who is supposed to be in charge of the daily business affairs in
his/her company, he/she should be able to use specific situation languages
listed: English for business office, English for business correspondence,
marketing English, English for business itinerary, English for convention and
exhibition.

Hence, this chapter is managed to cover the most practical situated English
required for dealing with daily business affairs. To be more precise, learners
need to acknowledge how to tackle office works while being aware of the functions
of each typical component in companies. Meanwhile, essential instructions, such
as how document should be filing, the procedures of sending and receiving faxes,
the format of writing formal business letters, will be demonstrated in this chapter.
Moreover, business affairs with individuals outside the office are also covered
here, for example receiving clients, making arrangement for them, and
purchasing facilities or equipment. Learners are expected to acquire the

expressions related to before mentioned business affairs and shall be familiar with
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stated situations.

Skill Points ¥ BEE &

€ While you are meeting clients, following expressions can be used
commonly :
s4hbroan, UTAAFTXEKLEF/A,
Excuse me, but are you Mr. White from Britain?
HIKITHE, Rk R PR e A 7
Sorry to have kept you waiting.
MNAE, IEBAFET,
Is this your first visit to China?
R — YOk E G 7
Delighted to meet you at last.
REMATHBIET
How nice to meet you again!
BRRBEBERKENT .
We’ve been looking forward to meeting you.
BAT—EHBE LB,
I'll accompany you to the hotel.
Ty BELR T
Is there any place you would like to visit?
A EES AT 7
I could do some arrangement for you.
AT LA EHE

€ While you are receiving clients in you company, you can use following
expressions :
S4GAaNANLEBHE Y, TREART AR,
Good afternoon, how can I help you?
A, AHATER B
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TlER— BESS L

Do you have an appointment?

A g

Can you please wait a few minutes?

BRI L hng 7

Your meeting is set at 9 o’clock.

AT 9 KU

She is in a meeting and will be with you shortly.
WIEFETT 2, MRPUMAER W,

Will you please take a seat?

BiEe, g

Following sentences are frequently used in business documents .
AFGFaFEALTSXMT.

We are willing to set up trade relations with your company.
EMNESAERARELAG KR,

Our company has long been recognized in this scope of business and enjoys
international prestige.

RAVAF LA R L SR G AVVAT, I HEA EbRAEE,

Our goods will receive a promising market in your area.

FATTH R AR A ) RS AR T 4

We would appreciate the price lists of your newly advertised products and
details of your terms.

Tl 17 AR BB B A B IrAR B, A B 0 Ak sk A

We are pleased to send you our catalogue that covers details of our selected
products.

FAVRE IO EFF WA ™5 B, HP R0 PPt Ry & i 40
(-9

We have attached the latest catalogue and pricelist with this letter for your
reference.

AT LAEIAE P L T Bl ah B xRk 1t ss%

Your price appears to be unfavorable.
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Brh A ERAKAF
We would be glad to have your quotation of the goods listed below.
BATRAR R 4 RERS B T7 AT Frd] 2 4R o 2
We draft the contract according to our agreement.
FAVRAE T T &6,
Both parties should fulfill the contract.
X5 #R N AT A A

€ Key elements in business correspondence:
LEREE RS E F &
First of all, you need to state politely how you know his/her information to
avoid being offensive.
B, TR ALS M e 5 S A AR xS Oy AR R, LR ZE
Then, you should introduce your company’s background information in details
for gaining recognition. You can also give information of your company’s bank
if necessary, so information can be gathered through bank.
KRG, AIRBEFHAA, REGZAGRITA R R /G, L%
B, AT LA RO T O 0 2 R AR SRAT LA X Ol i SR AT A3 T A
Next, you may introduce your company’s product features and, if necessary,
send samples and quotations for reference.
BERR, IRATLAGIRT AR R, EEREEF AR S AR M R L
B S5%,
In the meanwhile, you need to indicate how promising the current market
circumstance is, and convince clients to take action as soon as possible.
[IE, AR ZERI H A i i 7R 00 B AF , ABUIRZE PR IATE)
Finally, showing your respects at the end of your letter, and sincere

expectations of being responded soon.

BJG, FEENSERRBROBOE, FE OB RN 7 feg /R R E &,



Practice 1 Work Schedule
SCYNRBE 1 TEZRHE

Practice Objectives 32l B x

By the end of this practice, you should be able to .

# be familiar with the words and expressions of the departments in a company.
BB AV BRI 1 2 PRI IECRIRIE

@ know how to make a work plan/schedule for your boss effectively.

I G R 2 A PR B AR R AR HE

@ give business information accurately.

HEM A B R 515 8.

Task of Practice SZl{E 5%

€ You are Sally, the secretary of Jacob Chris who is the CEO ( Chief Executive
officer) of Hanxiang Company.
BRI 2 7 AT S48 Jacob Chris AIAE 45,

€ You need to help your boss with his work schedule. His work schedule could
be made through asking his plans, reminding him of his appointments, or
taking orders directly from him.
R EAE TAE TR OB R &, T LU i o) A R, e
MBI TL, B A 8 75 8 il 5 At i) T AR TR,
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Now, let’s begin the practice according to Task of Practice.

IR ERIVINE S IFEELI,

Situational Practice 1§ 5357

Sally. Jacob’s secretary
Jacob: the CEO of Hanxiang Company

Sally: Sir, the managers of the Investment Department and the Purchasing
Department would like to discuss their recruitment reports with you.

Jacob ; 1 don’t have time for that right now. Can you please email those reports to
me? I'll add them to my list.

Sally: Yes, Sir. And Mike from the Public Relations Department and Dane from
the Marketing Department want your opinion on Christmas Campaign.

Jacob; Indeed, that is important. How is my schedule? Do I have time for it
today?

Sally: I'm afraid not, sir. Your schedule is quite tight today. The earliest slot is
tomorrow.

Jacob; Alright, make an appointment with Mike and Dane. I'll have a meeting
with them tomorrow, and the exact time should be?

Sally: Tomorrow ... 10; 30, sir. You’ll be available at the time, according to
your schedule.

Jacob: OK, make it that time then. And Sally, would you make an appointment
with the heads of the Research and Development Department, the
Engineering Department, and the Technology Department? Tell them it's
about new product development.

Sally: Sure, Sir. According to your schedule, How about making that

appointment in two days? That would be Thursday, 10 o’clock.



