RSRIBEW “OBHM+" elHBEM

Oral English tor

BRE ER KEE E4H
ANE W

[ ]
BoE FiR M4 A48
/374

@mmliktﬂﬂﬁ?i

CHINA MACHINE PRESS




BAEELT L “HERA+" G5B HH

2018 45 —HEBH &

201801222045)

2018 AR A dbntHul E A = SR R B ATUE —— R BUAF B AL
BEHRIELWIRBAER TR BERMHE” FRERZ— RESHS.:

201801148010)

o s g R R B AT H —— R RIA R B
KR R T Bl Al — R AA B HELF R R Z— (HHSS:

195 i NG HRE

F & BHxA
BlEdH £ 247
2 B ¥ %

B
F F AKEF

A3t R
¥
ff %2
R

AR Tk At

% B A
7 9
L5
I 4R



AAREELIN A R0, LIRS 50E AN ERRE . DMRHUEEH 54, #oc
ERNEEAZBAER, MRS SIETSRA UGS, R T AR S el 43k
JCE SN, 5T S B

ARBFBAEAEF] F1E 4 4 Module, 23 /> Unit, %) Unit 345 = %F4>: Part I Preparing,
Part Il Performing #l Part III  Practicing, .1, Part I Preparing £J3#% Work individually,
Pair work #l1 Group work =/~ TN % ; Part [T Performing f34% Reading il Listening 4™
FHMINZ, Reading 435 New Words and Phrases 1 Group work BN 7 N 25, Listening
4y} Useful  Expressions #ll Pair work ¥4~ 75 N %% ; Part 111 Practicing 3% Reading il
Speaking i~ 43, Reading 434 New Words and Phrases 1 Work individually ¥ 77 1 89 4
%%, Speaking 435 New Words and Phrases fl Pair work B4~ 75 T 89 18N %5 .

AR 538 5 I B AR B A R A L 2 A, B AT AV SR b ST A 7 45 0 1 i S I 3
M, WAl fE MR L ECE B .

HITEHCF, AECA B F IR AT ) B R BRI . Lk A 54 R 3o (0 #0035 ]
BSRALAR Tk th WAL R IR 55 ™ www. empedu. com 4t 2% & 8. G0 A 7] 8, 3 B 010 —
88379375 %A,

BHERE&E (CIP) #iE

S5 Sil TR HRE / B R . —dbat. MU
Tk kt, 2018. 12

B HEL “HHCR -+ BE R b

ISBN 978 - 7- 111 - 61353 - 4

I.Or 1I.0O% - . O %-&iE-HiE-&
FER-EHM N, OF7

o AR B A CIP 8% (2018) 4 259798 &

BUBE Tolk th At Clbsem |07 R 22 5 WRBU4RES 100037)
KR k. s TR RS bEHk
TEALKT . HEAE TEERIS . ik 1

bt LA ER 55 A PR\ & B AR

2018 4F 11 A4S 1 MR« 45 1 WENRI
184mmX 260mm « 13 EI3k « 292 T

0 001—1900 f#f

FRfE S, ISBN978-7-111-61353-4
EWr: 34.80 0

JUAS AT, W seor ., BT, B, mAH & AT

FL 3 il 55 ™ 2% Al 55

IR 45 O 4E: 010 - 88379833 #L T F M. www. cmpbook. com

§ < ¥l T. B 1#. weibo. com/cmpl952
B izl 010 - 88379649

R TR HEMSM™: www. cmpedu. com
T B AR A B AR 4 1 M. www. golden-book. com



P refuce Al &

RIS HRIBER RS BRI RE, &, k. XemAR, BAZEE UEWN, BT
Ebr5 5. MigER. WA, &Rl WESE. Y. AT IR AR IS AT I 5 SO A8 PR
LA RN EHESRAAL . ZRW KBS EEFRIERFER . BSHBMERRS
NBs AR/ RM RS FRAM RO 55 51 . BV AT B B A BB 5 SRR SRR &5 1
BN HIEFR B BART @ AR Bhn. 687 BARME R BAr. FHREFRERZEAEEE
RIERW . GEWE. MHFXHFESTMACHIR, BREEIRRAS . EHY. SMFEANTS
EHE T R EER R 50 BB BARRIE IR FAMIE T N AR S . 5 SL AR J1 AN s Uik
WEAZPRRE ) s B AR IR A S TR B BAUMENR MRE S8, (54 R
BA R ASCEFIRGEA .

Y95 IR OB B S AR R 55 HR -+ SE R A PR BB + U AR LR BN
M, TEBEE S ZARMME S, XUUE TR 5 RIERB RN . XRREsR R RS T
55 95T FE I MERE . 7 55 000 MBI B E R R i 5 A5 TR DB PRE Rl Xl
PR B ARBE RIEE ., ZARMERBZEN, WREAKEFESGS5HF OELKR, X
BB SR AR MR 1 A 4 i Oy U TR 10

ABELRERFIGEEHFENER L, @l “HERM A7, BN SRS IR HF
PEATRIE RS, FEOr AR LK AE R 55 91l DB EUA UL A AE UE AT

ARG GEHEZENBELRAFF LR, URFELLMEER B iR, HERE
WAMNY SR T i, S A H LR, it T REM OESZIMAR, B LME SRS 5]
. VBRITTESENREAZBIELR, BRGLREESESHEEIINGMHES. ABhE 0
ELIMES AR T BRTRATH . B2 2 A 0G0 B 07 BRI 25,

ABIEAEG] 4L 4 4 Module, 23 4~ Unit, 4> Unit f45 =&04>: Part I Preparing,
Part I Performing fll Part III Practicing, ., Part I Preparing #4rf%& Work indi-
vidually, Pair work i1 Group work = AJ N % ; Part I Performing £ 4% Reading #l
Listening BN THIINZ, Reading 434 New Words and Phrases 11 Group work 4> J5
N %, Listening 438 Useful Expressions il Pair work BN RN A ; Part 11T Practi-
cing f4§% Reading 1 Speaking Bi M43, Reading 435 New Words and Phrases 1 Work in-
dividually i~ FTHRIAI NS, Speaking 43/ New Words and Phrases £l Pair work F-{~75 i /Y
HE

ABEAWTRA:

1. HFERLEWOIHF, FE -4 Hb, MR SHERE. SRSk HERESESNE

Il



W, AR T S B RN B B A A A R

2. BEFEXEWEIE, LA RA, B %" ¥, @it Part I Preparing #4755,
HTSE5XEE, BFMNEVA, EEEEANSEE . SOE, FEANHEBUNES IR
BishiRlcE . BB E, MEemSS5EERIT,. AREEMIRETEAN, RMERT “H.
=S s S 5B P

3. BERBLEMBIH. ABNEITH T U TSR FLNESEHF N, WE TS
BN KRG —HFEANE S REN SR, ¥ RTRS DIEMNHSE. 58T R
HURE IR A £, DB RET R A0k AT AR R, LU B LB BB E R B s, A G
RIS IO SEASARitE, MR T “#. 2. M7 —IRIEmMNE R R, DT RIEF RN
P45 BB S B ARG A, BE S AR, ACPREL B AR 55 MR R A — 1A, T 42 7 2%
A 3 BRAE 7 AL 28 B2 S0 55 [m) A 138 1 R BE 7 38 1+t 2 % B B e 45 Motk A B B B R
K.

4. BEAXLEWEIF. (D ABEWTIMOSMAT 455, #EsE A6 sk, [F
MR B T HE ], (RS s B ECEE B B A, XA G A T4
HEW2EIAT R, ARSI ERA A I, () AB@R L T¥ELHES 5M84EKR, N
HorE . BEFHEE X, BIEBEEEY. RIMLOIELI, 238k, WETHh¥ES
SR, REANRG, EHEAR S HEFNRENT KBRS, LB THFERES
VST RS IVA LN T

AREAR R MEZ RS SRBERERABFRHZ K. 2548 8R%E5EFEHMK
KABMFERE (BRBEED . RMEBLE B AR 2B (E R utE & g R B MER Ik Tk BR
W EEARZERE (VLA /Rt BRI B D .

A5 3 G F BN 2 BE R AR . MDAE AR RO [ EERRAE s 32 o el b U BOE B AR BR A R
ARG AEARAE s B g R R Tl RO B R 2 B 1 2= IR AR N B B R 2E B EE VT . PRERHH
£ BNFERERIRRS . 1% =, 3. $iEE. BEMNFHESNES.

EHRBAAEETF KEA, 2 2018 FE - MBEF M TH F=2aEMEEAIHE
—— R RUASR B A R 55 S L BT AL — R A A R IR A ST R 2 — (T H 4R
5+ 201801222045); 2018 FH B H— At BoE H =¥ S1EW R E AW H—— “n A
ARG SR E LW IRBRIER TR EROHE” TREAREZ— (HH&HS:
201801148010) 5 /& BN 2= B i 55 JLiE IR B BT B SR 2 —

A 53 A N RSB Be A A s MR & A A, B T DA iy 57 4 7 45 90 sl
M, ATV Lk B FE A

ABEmE BT, SR TENIMFZIEFEM . TEMMEXER, SIHTHp—RE
AT BUR , AR ——TE UL, (NESH TSI, TR S E B O

HTFREKTEAR, BhEaaiRfRZ2Zat, HigsEE AR5 5E !

i H
2018 42 8 A



il
Module 1

fll

Module 2

Module 3

Module 4

Caniems H %

ROULING SIHUAKION +++cvvrcversosssssasivmsssistsssmsieesssesesonnsnonssasesssesasnsnsnsnenceses 1
UNIt 1T OFfiCE WOIK  +eereeeneneanmnentnteeeetnteteeenteseneensereneneasaneeeeeerenenens 2
UNit 2 COMMUNIGATION «+xrererereeneeenemtmneneneataneneneeneneeneereananeaseneneaeanenenens 9
Unit:8 Paid VACaliQn «ewewe sowes soms somvs s sses ssspsnses sesssoass ssssssams svsdsmaws s5es i 16
Unitd BUSIHess EIRIGS  ssss venss soneursne sosswsnns sssws swss sasns ssie saes 695 695 smaas iowm s 22
Unit 5 Products Introduction and Promotion  +-eeeeeeeserseeerammneeriinneeiiinneeenns 29
Human Resources Management Situation -+« ««-coeoverereien 39
Unit 6 Recruitment and Selecting «++++++++++seesssssssssssiisininninniiiiieeeninneeeee 40
Unit 7 Employee Training and Staff Performance Appraisal «::oceeveeeeeneeeeieens 49
Etiquette Situation «+««coeeerrmmiim 57
Unit 8  Telephone EtiQUette  «+r-reerrerrrssrmmmmiiiiiii 58
Unit 9  Fashion EHQUELIE  -rreereerrrreeemeiiii 65
Unit 10 Picking Up ELiQUEttE  ++eesrrrrrmmrnmriniii e, 74
Unit 11 Conference EtiQUEtte  ++rsrrrerrrererieriiii 81
Unit 12 DiniNg EHQUELE e rerreerrmsrereetii 89
Unit 13 Negotiation EtQUELTE  ++resrerrrerrrmrrnerieiiiiii 96
Unit 14 Farewell EHQUELIE «+rererrrreremeeie i 104
International Trade SItUATION «««««e«creerrrerreenmmmmmeiiiieeieeaeieaan. 113
Unit 15 Establishing Relationship  ++«+xereseereemrememriii, 114
Unit 16 Enquiry and QUOLAtION  ++esesserrrrmmmnneerriiieeiiiii e 124
Unit 17  Business Negotiation «««+«sesseeseurminmriiiiiiiiiii i 134
Unit 18 BUSINESS CORIIACT = sosse sosvevens sussonss swsns svse swenssans vosswames sesnasase sas 142
Unit 19 International Payment — «seeseeeesesremeeemiiiiiiiiii s 151
URit 20 CUSIOIMS: suswsasse vonsraves sesws sase somas sevs sosae sunin seinss yriss sasvs soiss saawasnms yos 163
URIE 21  ClAIM  wms sommmemes suammssns sosessions svoms seos sasn soins sames sumy s 558s deos s s 171
Unit 22 International LOGISTICS — ++xerererssersrrnmruneiiiiiiiiiiiiitieae, 180
UNIt 23  IRSUFANGE #&es v swsivs sisais = orwisis siminis sisis’s sioinin sars siauis)s sisiss seiois o590 Soieie s waieis swisls vl 191

...................................................................................................... 200



c
O
=
@©
=
—
7y

Routine

1 Office Work
it 2 Commun
Unit 3 Pa

Unit
Un

jon

t

ICa
1on

d Vacati

Unit 4 Business Eth

ICS

1on

d Promot

10N an

Unit 5 Products Introduct




Unit 1 oOffice Work

b

. Objectives s

In this unit, the students are required to grasp the following contents.
1. Learning to talk something about office work with some given useful words and phrases of this
unit freely.
2. Learning to talk something about office work with some given useful sentences of this unit freely.
3. Reading a passage about office work and then paraphrasing it.

4. Listening and having a role play about office work.

--.... Part| Preparing ......

& Work individually: How often do you like to do these things in your office?

In your office, you like... Often Sometimes Never

to work alone

to work with a partner

to work on a small group

to work in a team

to play computer

to do some work in the given time

k.4
" Pair work: Compare your answers with a partner.

I never play computer in office, especially in working hours. What about you?



Module 1 Routine Situation

%" Group work: Discuss the following pictures around office work.

Picture 2

Picture 3

...... Part ll

Reading \*7

Picture 4

Performing ......

wesms. New Words and Phrases s

ballpark [ 'ba:lpack] adj. #HVTHY. R

figure ['fige(r) ] n. A¥; $U7; BbF; BAR

profit [ 'profit | n. FiE

regular [ 'regiolo(r) ] adj. A ML #E 0
M), B0 NER; AT

refuse [ri'fjuiz ] v. $645; [Al4a; LD

overtime [ 'ovvataim | n. SNEE; MPEZE: N
B M A TE], AAN [a]

in the middle of fE-----+ Hh ]

a ballpark figure A5

bottom line B §; JEM

turn... into... ffeeee AR e eeee
CFO=Chief Financial Officer 1 & W% E
out of the red AN 5 i

in sick AR 1)

be laid off #{& 1 Tix: Kk
graveyard shift KR IEA T A ; &IE

44
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@ Group work: Read the following sentences and learn how to use them freely.

1. In the middle of something? IEZE{THFET?

2. What are you up to? {RIEFEMfH 42

3:

4. Bottom line: we have to turn into profit by 2022.

Can you just give me a ballpark figure? BEANBEA T — D KRBT

BREENRE: RITLATE 2002 FRikEs A .
The new CFO was sent to bring the company out of the red.

X ALHT I 55 KA IRARAL 2 R IR PR B ok

6. Shelly just called in sick. F#]RIFTH &K IFHHE .

9.

10.
11.
12.
13;

I just heard that seven people are going to be laid off next month.
EAFB AR T A EBRELAR T,
He suggested we should go to eat after my graveyard shift.
MR BERATIT R KREIEZ 5 — R LRI,
I am only a regular 9-to-5er. F& R E—ANF FLAYEA UG 7L F BT .
I refuse to work overtime during the weekend. F$E4&7E &AM NBE.
I'll put her on the phone. Just a second. F¥fiFMbIr 5, HE—T.
I'm transferring your call. / I'm redirecting your call. FR#E/RERE (P .
Would you mind holding for one minute? /REE/ =% —4r4h7

14. He’s out for lunch. Would you like to try again an hour later?

15. She is not here but you can call her telephone answering machine,
M ARFEX B, {HRVRAT AT b A9 B 7H 25 L.
Listening 6
Useful Expressions s

S e s e b G e e st o o i il e e
i General Manager %27 at the moment st %]
E call sb. back X A=EE ' be convenient for xf---++ 5 4&

) give sth. to sb. reX M A - come back ® k&

fbth EZFET . REAE /N EEITR?

-------------------------------------------------------------------

3‘ Pair work: Listen to the dialogues and fill in the blanks.

s DjlOgUE | m—

Office Telephone (1)

A: General Manager’s Office. 1

4




Module 1 Routine Situation < 4 4

=

: Yes, Mr. Muller, please?

>

: I'm sorry. He's in a meeting at the moment. ?

¢ Yes, please. When he , please tell him that David Charles called. Could he call
me back before 7 1t’s

=}

¢ Of course. Does he know your ?

: I think he does. But you give it to him again. That’s 82375598,
: Can I check that? It’s 82375598.

: That’s right.

: OK, I'll Mr. Muller he comes back.

: Thank you very much. Goodbye.

: Goodbye.

-~ - -

Dialogue 2 s

Office Telephone (2)
A: Good afternoon, Miss Lily. This is John from Shanghai ABM Company. I'm calling to
you for sometime tomorrow.
B: Hello, Mr. John. T'll . I'm sorry I'm quite busy on Wednesday. In the morn-
ing, I'm . In the afternoon, I'm seeing someone from the . How a-
bout Thursday?

A: . Would 10:30 a. m. be convenient for you?
B: Let me see. Sorry, I'm afraid I can’t in the morning because I'm having
A: Then can you in the afternoon?
B: Yes. Would 4:00 p. m. be all right?
A: YeS9
B: Then I'll see you on Thursday afternoon at 4:00.
A: , Miss Lily. Goodbye.
B: Bye.
....... Part lll Practicing .......
Reading \*2

s New Words and Phrases s

professional [ pra'fefonl] adj. %k#); BRIk ¢ administrative [od'mmistrotiv] adj. AT,
(s LR Y )
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include [ in'klud ] v. fFE

equipment [1'kwipment ] n. X%

environment [ in'vairronmont | n. ¥

productively [ pra'daktivli] adv. 7 455 #h,
A R

ergonomics [ a:ge'nomiks | n. T.8%%; A
T

temperature [ 'tempratfo(r) ] n. JRE

Wi ; 8RR
decoration [ deka'rer/n] n. %/
depend on &, KHE
be involved in A, ¥, 5

apply to & A, EHTeeee, R HE
lay out JB7~; it ZHE; BRik
in relation to H«----+ Ak

be suitable for i& T ; &if

ventilation [ venti'ler/n] n. i X\ %; 25K ¢ emphasis on 3R i

& Work individually: Read the following passage and then paraphrase.

What is Office Work?

An office is a room where professional duties and administrative work is carried out. The
details of the work depend on the type of business that you are involved in, but usually in-
clude using computers, communicating with others by telephone or fax, keeping records and
files etc. Features of an office such as people, space, equipment, furniture and the environ-
ment, must {it together well for workers to feel healthy and comfortable and to be able to
work efficiently and productively. This is what ergonomics can help!

Ergonomics can be applied to offices in several ways. You could look at how the office is
laid out, including where people sit in relation to equipment, windows, doors and each other.
You could check that equipment and furniture is suitable for the type of work that people are
doing. This includes seats, desks, computers, printers and anything else that they might use
to do their job. You could assess the environment that is, the temperature, ventilation, light-
ing, decoration. All these aspects of an office are considered in relation to the individuals in

the office with emphasis on their safety, health, comfort and productivity!

Speaking §

neemeemes New Words and Phrases s

schedule [ 'skedzu:l] n. B}ZI|FE v. HiE, %
HE; Bgeeee HIFR; Fpeeeee i H 5%

contract [ 'kontraekt | n. &

redesign [ iriddi'zam ] v. BT
furniture ['fainitfo(r) | n. Fh, KE
atmosphere [ 'atmoasfro(r) | n. K4

| =

company [ 'kampeni] n. 2% simultaneously [ isiml'temntosli | adw. [@HTH#,

processing [ 'prousesm | n. Ab¥H, TF, SFE
manufacturing [ imeenju'faektform | adj. 477 H)
efficiently [1'fi/ntli] adv. %M

[iR]—isf [i] 3
well-equipped % £ 5+ 4 )
install computer 225 kg fif



Module 1 Routine Situation © € 4

management code & HHL{E + sign the contract with H«+++- 4

office automation Jj/y% H zhik What about...? =++-+- EAKET

equip... with e« B £eeeee production manager A= ;=2 B, AR
network of workstations T /E 1} W %% - department meeting &ft| 121X

as soon as possible (fijfx ASAP) /R office equipment P/ £

limited in function £ FR &9 ZhfiE

A
" Pair work: Listen to the dialogues and have a role play.

®» @

= > & >

= 2 =X

= 2

: Hello, Ms. Barkley. How are you?

: Hello, Cathy. It’s Tom. Could you check my schedule for the next week?

With a New Employee

: Hi there! My name’s Terry Graham. You're new around here?

Yes. My name’s Mark Benson. 1 just started a couple of weeks ago.

: Well, if there’s anything I can do for you, let me know.

Thanks, 1 appreciate that!

s Djglogue 2 s

With the General Manager

: Fine, thank you, sir. It’s nice to see you again.
: Good to see you again, too. How's you family?

: Very well, thank you, Mr. Parker.

S Dialogue 3 s

Checking Schedule

: Well, on Monday you are to sign the contract with Auden Company at 9:30.
: Fine. What about Tuesday?

: On Tuesday you're going to attend the sales meeting at 10:00. And you're in France from

Wednesday afternoon through to the weekend.

: So I'm free on Tuesday afternoon and Wednesday morning. Right?

: Not on Wednesday morning. You’'ll meet the new production manager at 9:00. But you'll

be free on Tuesday afternoon.

: Thanks, Cathy. T'll see if I can schedule the department meeting for then. Could you en-

ter it in my schedule first?

: Yes, I'll do that.
: Have a good weekend! Bye.
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W: Bye, Mr. Barnes.

John:

Mary

John:

o DiglOGUE 4 s

Modernizing Computer i 1-6
If we are to modernize our information processing, manufacturing system and manage-
ment code, we need to complete our office automation.
Yes, you're right. We have to equip our company with a network of workstations at
every office as soon as possible.
Our copying machines are too slow, our telephone system is limited in function, and
our offices are not well-equipped for us to work efficiently. To improve the offices for
higher efficiency, we also have to change all the chairs and some of the desks, redesign
our office so that we may have more space.
Good. We can contact the Tianfa Office Furniture Store, and ask them to install com-
puters in our company, deliver new tables and other furniture to match the function of

the computers, and to improve our work atmosphere simultaneously.



Unit 2 Communication

e

s Objectives s

In this unit, the students are required to grasp the following contents.
1. Learning to talk something about communication with some given useful words and phrases of
this unit freely.
2. Learning to talk something about communication with some given useful sentences of this unit
freely.
3. Reading a passage about communication and then paraphrasing it.
4. Listening and having a role play about communication.

...ssss Part| Preparing......

& Work individually: How often do you like to do when you communicate with others?

In your communication, you like... Often Sometimes Never

to talk about customs

to talk about driving and cars

to talk about entrepreneurs

to talk about family values

to talk about success and failure

to talk about environmental problems

3‘% Pair work: Compare your answers with a partner.

I do not like to communicate with others in office, especially in working hours. What

about you?
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4 Group work: Discuss the following pictures around communication

Picture 2

Picture 3

..... Part Il

Reading 7

Picture 4

Performing ......

=== New Words and Phrases ==

extension [ ik'stenfn ] n. HLIH4HL
dial ['daol] v. #%& CHIESHD
operator [ 'oparerta(r) | n. 524k 51
podcast [ 'podkast | n. {#H%

available [ o'veilobl | adj. A =31
emergency [1'madzonsi | n. B2
memo [ 'memou ] n. £5EiE
applicability [ jeeplik'bilati | n. i Mk
stipulate ['stipjulert] v. H5E, {FilE

10

jargon [ 'd3aigen] n. 17iE, AKif
acronym [ 'eekronim | n. T EF4E K ]
snobbery [ 'snpbari] n. #/y

iPod AR SRR T4

cutting-edge Hi U

working/ office hours Jp7Z3Hif[H]

area code [X 5

communications expert 1# {5 % %

news feeds 3 [H 1%



Module 1 Routine Situation *

W Group work : Read the following sentences and learn how to use them freely.

15.

making a phone call THLi%

answering a phone call #2815

forms of communication &=

nonverbal communication JE 1 3k{5 B35 i

selecting language appropriate to the audience PEFEE S RHIIES
receiving criticism without defensiveness $#%3Z L1

showing an interest in others, asking about and recognizing their feelings
TR ABID6ER, )RR ATR M8z

speaking confidently but with modesty H {5 Ifi b #5135

. summarizing key points made by other speakers #45HAth &% = FH0E &
10.
11.
12.
13.
14.

supporting statements with facts and evidence F35 S FIEYE LR N &
conveying messages concisely faj Bi{& 55 B

paraphrasing to show understanding #3527~ B

speaking calmly even when you're stressed BIM{#i{RA JE 1, .S 3ELE
speaking at a moderate pace, not too fast or too slowly

AP S B UE . AERRERE

stating your needs, wants or feelings without criticizing or blaming

BRI PFETT 5 B D ORPRB IR TR . SR sl FH %

m™
Listening (@

b A
" Pair work: Listen to the dialogues and fill in the blanks.

e Jseful Expressions s

communicate with L e++«-+ BK, Heooor Ry Boveees A8l
contact with e« AR [(BEER] ways of communication #13F X; XiAH X

mobile phone # 3 & %
be suitable for i& F; A&

in the summary documents f& % £ 44

at any time REB; fEATRHMZ

ren: Dialogue: | im—

Communication (1)

S: Hi, Mark, I haven't seen you for

goover £iR; #1; #4; WTHE; MEALLK

11




