ww.dhupress.net/

BUSINESS
- ENGLISH

RN T
AEEESID

BER/ESH ERGLE =4 KK

2345



‘+P‘1il§£ﬁ§
4] %9%1!:1 = |
The Way to Business Spoken English

2FR:5 M
T wmEL £ b BERAZE
R OE.H A+ ELREE HERF

2%+ 5 Hmit



BB ERR 4 B (CIP) #1E

ﬁ%ﬁiﬁ%ﬁ/%ﬂﬁxifﬁ, *ﬁgéls %ﬁﬁv %%%
Fo. —2 M. — L R KA kL, 2015. 3

ISBN 978-7-5669-0715-8

1. 0.0/ O @F- @ .
W% —E— 1148 V. H319.9

[ A B 54 CIP £ A% 5 (2015) 58 014461 5

BHERIER & oM Eis%k
IRAE R S RUAE i i g TITHE L P 1882 5
B L AT BT AT S0 R R BRI AT BR 2> 5] B

FFAS . 787mmX 960mm  1/16  Ep3k. 21.25 FH. 387 TF
2015 4E 3 A% 2 2015 4E 3 A4S 1 ERKI

ISBN 978 - 7 - 5669 - 0715 - 8/H « 625 EMr:40. 00 7T



il

HY

BHER,RBMIMAG A ED ST K, BS 53 B, H 55
MANT =AM E RGO, BHEERGEAE B TR EXFHEME
SPEHAR AR TR, o B2 AL A B F A AR b & 248 A
ok FFERAERRIA, LEEFENWAWIO 25, 58 HEE2HF 4
R fo 5 5y T, X AR R RS K SR BN X FRiE
TRBATH, A, RESHRERRE R 500, LRETETLSLEGAL
HRABAMK IF R — A BEXEASCRA LSS,

EREZMGH T, BMNBE TCR 5 EELE)— 5, A DA 4555 B AT
LA EEN S 7 BRE G F 693k 4 f 420 ) A R ik A RO0AR B B 5 K98 K
Fo APESAANRY BEHEAF DS LA RS E57F“ 21T 531
FEANRSE 16 29N L AEBGHEAN LA FROR “H2xt
W ERIET S NS, AP 10 ANZRAEY TRk A
VBB AE AEAD BT HEGR S, ABKENE AR fE
LB E IR EF RS FH £, R i R LR E MR T ik
BERAANTRZERZEEKRFHRAN, 5 8 THH 547,

AFHRAT o THEEZTALE EE3, A Eid ETHE,RR
o KARR,BEG) EAEG,E—RZ . —E S5, B SR
PR o RATERA 2 AR A ik B AT S AABR A 9475 F .

w &



B X

Part I Business Life ﬁ%i% .........................................................

Unit 1
Unit 2
Unit 3
Unit 4
Unit 5
Unit 6
Unit 7
Unit 8
Unit 9
Unit 10
Unit 11
Unit 12
Unit 13
Unit 14
Unit 15
Unit 16
Unit 17
Unit 18

On a Business Trip (H25) seeeeeereessereniriniin...
Reserving a Room (FHT] E[E]) eeeerseecscenatssnaccnncenntcccnccnnnens
Crossing the Border (GFif1355) ceeesrenrreccenrrnieneiiniitiniinaannanne.
At the Customs (FEEIE) ceerererrsesrrennnatueniiiiieiiiiiiiiian.
Meeting at the Airport (FEHL)  ovemreeemsnrnrrenreciiiiiiininann.
Making an Introduction (@Zﬂ:tjl\gg) ....................................
Taking a Taxi (FTZE) ceeereereencceciercincinnitintitiiniiniaaeateees
Traveling by Bus and Subway GEAEAFLIRAEFNMER)  ooveeeeees
Business Reception (ﬁ%;}-ﬁﬁe) ..........................................
Conference Arrangement (g‘i’.ﬁi;/ii\:i)‘() .................................
Making Schedules ( H ﬁ?’(ﬂli) ..........................................
Changing Plans (AR TFRI) eevreeereeererecnncnaiiiiiiiiinieiiaaenn.
In the Restaurant (FEZEJT) «eeeeeesennerernseemnianmeninieionianinn
Entertainment (ﬁ%%) ...................................................
Shopping (JG4J)) «-eeeeeeeeerressssstereummmmiiiiiiiumieennntaeeenees
Sightseeing (UEIEHEHE) «eeeereessesesssnnersnnessisiiinssiansienee
Check-out (GEJFE)  seeererereneetaesniortiiiiiiiiiititiieiiaitaiaaee.
Parting (TGI]) woveeosnsnsesesnsurusucutuentetiantnetatetitenatenneneteceene

Part I[ Business Communications ﬁ%ﬁﬁ .......................................

Unit 1
Unit 2
Unit 3
Unit 4
Unit 5
Unit 6

Business Plan (B4R  seevererereserrsnriiiaiiieeae.
Business Letters (4[5 ER)  coeeeereresrsrnnnnnnsnnsnnaneasssennseniinns
E-mail (HLFAHBAE)  woeeeeeeeseeersemmmmmmmmminntnn e s
Business Phone Call (FTHLIE) wrererresrosrensnesassseariiniii.
Invitation (GEEIEZE A) eevereererersertimtnteniiiiatitiaietnacieieceees
Visiting a Factory (BWR T ) eeeeereeneereneeeconanenstititiiinennnnes

001
001
006
011
014
019
023
027
032
035
039
044
048
052
057
062
066
072
077

082
082
086
092
096
100
104

—EGE—

{001



——— | BERERE |

Unit 7 Executing Meetings (ﬂ:/ﬁ\) ................................................ 110
Unit 8 Small Talk (HJITC) ceecereencereeseieetieitiiiiitiiiietiitiriiiiricieen 114
Unit 9 Talking about the Job (iﬁii’t\,]:ﬁf) ....................................... 118
Unit 10 Comments on the Boss (PEUTEAR) ceeeerereereeereeeiiiiiieiene. 122
Unit 11 Trade Fair (ﬁgﬂ,ﬁg%/_g) ................................................ 127
Unit 12 Press Release (%ﬂ‘gjj’ijﬁ) ................................................ 132
Unit 13 Company Profile (ZSTISMZE)  seeeeeeresermeenniniiiie. 137
Unit 14 Corporate Culture (JAT]SL L) +eereessssessssnmmmeentieieiiiineinien 142
Unit 15 Recommendation (P2 LHEFE)  crevreeererrnererintiiiiiiiiiaiie.. 147
Unit 16 Trade Forms (B G IEL)  eeererrrmenmiimiiiaiiiiiiiiieens 152
Part T Business Practice BJS5SE 55 oovrevrerrrerrrerteniintiiiiiiiiiiiiiiaiaean. 158
Unit 1 Establishing Business Relations (3745 FR) sorererenreanenannes 158
Unit 2 Inquiry (GHJZE) ceeeseeseeremmesererm s 163
Unit 3 Offer (JRF) creeeererreernrrnerimmitiiiiiiiiiiiiiet it 167
Unit 4 Counter-offer (JBZE) ceeereesereeeretaciittactiitttiiiiniisienntatiinan. 172
Unit 5 Price Negotiation (BERGHIAG) «eeeeeseereeresrmmmniia. 177
Unit 6 Discounts and Commissions (FrFIFUFIE)  eeeeereeemereeneeeneneeees 182
Unit 7 Terms of Payment (fif3R7a) coereeeeeerrmrserrmi.. 187
Unit 8 Packaging (fZ%) -sseeeereermmmmsnnsrnimii . 193
Unit 9 Insurance () ceeveeerernsnmmnmmimtimtetiiiiiiiititenieaeneieaee 197
Unit 10 Order (JTIA) ceeeseereresreestontmemetitieitiiiteteetonateotnsneees 202
Unit 11  Signing a Contract (ZETTA[R]) seeeeeereerermmnerermmnniiiaee. 207
Unit 12 Shipment (BEZ) eeeereeererreensssisri . 212
Unit 13 Delivery (BEH) eeeessereerssseruiettii . 217
Unit 14 Commodity Inspection (FEhAGHG) oeceeeerrneeernsrrmaanieanaen. 299
Unit 15 Returning the Goods GEHE) «eeeeererrmessermmmnnimi... 297
Unit 16 Claims (ZZIFE) +eoeerererererecertatiitiiiiiiiitiiaiiaiiee. 231
Unit 17 Settling Complaints (ZEBEFZYF)  coeeereeenreresennnmnnnniuaean. 235
Part ' Other Business Sectors ELH B S5 IRTT cocererrrrererrmrnntiiiiiiaananne. 241
Unit 1  Advertising (J745) eeeeeessreecransnnniniitmniniii. 241

002}




Unit 2 Patent and Trademark (ZF|FIRTAR)  ooveereemeemeearneneaneannnnn. 245
Unit 3 Job Interviews (IR «-s-sesssssssessssnesnssssssansossssnnssssnarsssssins 251
Unit 4 Training (FEYI) coeeeeeeeenrnmmmnmmm e, 257
Unit 5 Paying Taxes (BBL) -eeeeerreeeersrnnesimniniiiiiiiiic e 261
Unit 6 Budget (TEL)  «eeeeesrrrmreessmmmniiiiinsiiitii s 266
Unit 7 Auditing (HF i) seeeeeereemrnmmmmmm 271
Unit 8 Quality Control (FARIH])  creeeeeressemsnssnnnnniniiini, 275
Unit 9 Business Environment (BGZFRIE) seeeeeeeesereereeesercrereeueranennanes 279
Unlt 10 Market Research (fﬁ%i)ﬁ]ﬁ:) .......................................... 283
Unit 11 Sole Agent JHFARFE) wreeeereeeememesmmmniiiiiiiiiiiii e 289
Unit 12  E-business (HLFTR55)  cerreeereseereesreerctiitttiiiiiiiiiiiiiinaceens 2904
Unit 13 After-sale Services (BEJGIRES) seeereeerereenreeetiniiiiiiiiiiiniiiaees 298
Unlt 14 Banking Business (%&ﬁ?ﬂk%) .......................................... 303
Unit 15 Tendering and Bidding @E?ﬁ:'—ﬁj&bﬁ) ................................. 307
Unit 16 Technology Transfer and Cooperation (F A% iES5HE RE&/E
.............................................................................. 312
Unit 17 Merger and Acquisition (GFM)  +sesesreeeessammneneemnnnnenee. 317
Unit 18 Financing and Fundraising (FliBEFIZETT) ceeeeeerrrrerenneinnnannes 322
Unit 19 Joint Venture (%Yﬁ}ﬁﬂ) ................................................ 326
References 25 STRK «+vvvverererrnrreerrrnnmemennnee ettt ettt 331

CGE - —|003



1

{ Part 1 Business Life [—

Business Life
BEAEE

On a Business Trip (HH%)

. I am taking part in an industrial exhibition to be held in New York.
FESS VS VUL G ERY 3 P

. My company will cover all my expenses for the trip.
BRG] L IMAEREPH—I T A .

. But I don’t know what I should buy as gifts for them.

12 R R S il 3% A AAi] % 24t 2 8AL .

How can I go empty-handed to visit my friends?

REARTAEF XZHABROMAR?

. I want to check two pieces of luggage.
RBREBHITE,

. How can I fasten the seat belt?
WERAEFELR?

. Have you filled out your customs declaration forms yet?
BHERX LT D?

. It is a non-stop flight.
€ LK PEM,

0o
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9. The fare of a one-way ticket is 1,000 RMB yuan.

FAERMERZ 1000 TAKT,

10. I'd like to go through Beijing to Shanghai.
KE2ITE Lk,

11. Would you like to show me your passport?
AR A A B P BD?

12. May I have your flight number?
15 AR — A EAL?

13. Could I book an economy class ticket to Beijing?
K ALIT — IR F AT ZF A ED?

14. I’'m supposed to check in at six.
KA 6 & HPEEIF L,

15. Would you please make me the necessary arrangements for the trip?
AR 2 R — AT AR E TS 7

16. T'll contact the airline and railway passenger representatives at once.
AL LA EMGFe K £ENBRFTKE

17. Would you like to fly first class as usual?
AR IT K FMH ZD?

18. Please book an open return flight from New York.
W RIRIT— R B A ALY RRE PR ERILE,

19. It will be the first time I have made a trip abroad.
AR — R BRAT,

20. I have never been anywhere exotic to vacation.
B R TAEAT A 7 B HE R 6 3 AR

21. I'll still have enough time to make it into the office by 9.
BAH R BRI 9 SATALR] AN E,

A: Miss Susan, I'm planning a trip to Los Angeles, Chicago and New York,

002 |  Unit 1



l Part I Business Life }v

with New York as my final destination. Would you please make me the nec-
essary arrangements for the trip?

B: Sure, sir. How would you like to go?

A. T want to fly to Los Angeles for a stay of two nights. Then I'll go by plane
to Chicago and spend two days there. I'd like to go on to New York by train
for an indefinite stay of two or three days.

B. OK, I'll contact the airline and railway passenger representatives at once.
Would you like to fly first class as usual, sir?

A: Yes, first class.

B: Do you still want a berth while taking a
train?

A. Yes. And please make sure the train has a
club car.

B: What’s your schedule for the trip?

A: I plan to fly to Los Angeles on Monday,

July 16, any time after 12:00 noon. I’ll spend the evening of the 16th and
all day of the 17th there. I'll leave on the 18th, on either a late afternoon or
an early evening flight for Chicago. I'd like to stay in Chicago all day July
19. I want to leave for New York on an early morning train on the 20th.
Please book an open return flight from New York.

B: Where shall I make hotel reservations for you?

A: I've been quite satisfied with the hotels I've used as lodging before in these
cities. Please make reservations for me at those places. Get all the informa-
tion about the trip fully prepared, and please report back to me as soon as
possible.

B: Yes, sir.

A: BRI, REBN B L mFhem sy k£, AR KFE —3E, FHRL B
— AN ATRZHAFD?

B: 469,84, BATHELA?

A: RBAEFR MBS, EARILFHA R L, R, KBRECMEZ 0T, £

LR, REEKRERMAY, ERILEH.ZX.,
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B: 3769, KB Lt 5 A K 5500 BB R, HIERITRF MG 207

A: 8, kFH

B: K F oy 5475 K L EMED?

A: AW, IEREKRE LAEE,

B: f&iX Rk £ 69 B 2L HedofT?

A: &7 A 16 B ZIM—CREBAHI, PR 12:00 2AJG W9 4EAT B 8 AR AT, KA ARIL
ZHF16 B— A Ltf 17 B4R, 18 B R FTHFRBL LB ELZ T, 7 A
19 8B —RBLEZEmF, £tR 20 BFERKEZAY, FHRFT—KS
Fazyey RIRE B AEME,

B: RLBITIREIBE?

A AT VAAT B X B8 B ATAE T 09 U8 E AR B &, BRITARILR B EE, #Hik
TP X TiX R g 2 69 TR &4, KB R bed HILR

B: 4569, 64,

: EDialogue 2

A: I am told you’ll be sent to New York for the annual conference. Is that so?

B: Yes. It will be the first time I have made a trip abroad. In fact, I’ve never
left the country before.

A. Are you serious? You haven’t been anywhere overseas even while going on
vacation, have you?

B: No, I have never been anywhere exotic to vacation. But even if I get no
chance to travel in my personal time, my company will sooner or later give
me the chance to travel.

A: I think so. It seems that being able to attend the conference is really one of
the great chances your company gives you. Have you applied at the embassy
for a visa for the United States?

B: Yes. I don’t think it was too hard to get. What I had to do was to fill out
the application forms and pay the application fee.

A: You plan to leave next Wednesday, don’t you? What time does your flight
depart?

B: It departs at 7 a.m.. I've got everything ready except for my luggage.
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{ Part I Business Life };

A: Since your flight is leaving so early, I might as well drive you to the airport
and see you off. After that, I'll still have enough time to make it into the
office by 9 o’clock.

That would be great. Thank you very much!

TR BRIk E ALY S L, 257

Ay, XRKXF—RBEARIT, FREAATAKRETE.

: REFFIER? ARRMR BT B S G AEAT I 5 ARR L 77

FRANAE, BAREIEATH F B H R oy BAR, 2B EFAR ] B &K

WA FHAT 2 8] R TS BRI ALY,

s ARG, A RAEZ AR L RARANTA ] AR KIFE . KA
KAEAERIFHT X E B BIET D7

B: Wig T, AEMFEIESRRF R, ZATKGRALRE i REFHHA T
R

A: R TRZ3h &, xve? REAILILEARLTK?

B: FR7 56KH, RTITEIN  K—IFEEFT .

A: RARRGAIEAR RIX AT, KA A F 2 RBMY, 5 AREST, EAKRE, R
A RGBT 9 EATAL R HAE,

B: ARKHFT . %!

Prye

>

berth [ba0] n. ML ; ENME embassy [ 'embosi] n. kKAE4E
indefinite [ m'definit | a. JREA#H &4 registration [ redzis'treifon] n. Bi2;
depart [di'patt | v. & F; 842 B K E M

lodge [Ind3z] v. #1%; F4% souvenir [ swvo'nie | n. @ A 4h; &
lobby ['lpbt] n. X /7;iéi& & o

post [paust ] v. Nk suitcase [ 'sjuitkers | n. F324; K 4
consul [ 'kpnsal | n. AR

abroad [o'brod] ad. # H odds and ends K& & %%

visa ['vize| n. &v. & room service % 5 IR %

exotic [eg'zotik] a. B # ;3 49 “aclub car £ %
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pick-up service FEA R - industrial exhibition T ik & % &
open return flight 7R FR #1621 42 2 the annual conference &
as usual & 4% % — 4 ; B4 ~ sooner or later i& %
letter of guarantee £%4E make it f#k %] ; AL 3|

Reserving a Room (FiiTfE 1))

. Good evening! Can I have a single room for tonight, please?

W b 4F ) G R, 2R AR AR XU AT — 6] A Bk 6 3B A5 18] v 9

. I'd like a single room with a bath for two nights if possible.

4o B T AL R AT — R ARG B IS T EA S,

. Would it be possible to change that room to one with a double bed?

AR A Fe AR 18] B 3 R R AR B B 18] 2

I would like to make a reservation for a conference room from 12th to 14th
October.

BTN NEANI0O A 1282 14 88,

. I’ll be paying with a company check.

BRG] LFEIK,

. Could you provide coffee and buffet lunch at noon?

RAT A 3R Ak ook Fo B BY 7D 7

. The rate is $ 35 each night plus tax and service charge.

X FY B 18] 4%, 35 £ U, S m AL AR 59 .

. I will need your signature if you don’t mind.

e RERNTWE, FELEH LT,

. The daily rate for this room is $ 60.
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1.

12.

13.

14.

15.

A{Pan | BuynessLHe}—————————

XA G AR 60 £ 7T,

You will find all the information about the hotel on the information card in
your room.

T AL BRI IE G R4 EH B AR *: R EHAE,
Have you got any vacancies?

ARINA 2 5D ?

Please fill out this card.

HREBXEKF,

I’d like a suite with an ocean view, please.
BBE—RTARRBEFHES.

I hear that your hotel is offering discount now.

KT BARMNE & BT,

Could you point me in the right direction?

18 A& RAZFR 2 & "G 7

>

>PU>0>0>0

: Does that include meals?

: That sounds fine.

: OK. What’s your name, please?
: John Smith.

: Could you spell that, please?

: Good evening! Hilton Hotel. Can I help you?
: Good evening! Have you got any vacancies? I'd like to have a double room

with a bath if possible.

: We have several rooms available. What price would you like to pay per

night, sir?

: I think I'd prefer to have a moderately priced room.
: How about $ 60 per night with a bath and television?

Yes.
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: J-o-h-n-s-m-i-t-h.

: Mr. Smith, how long do you intend to stay?

: I'll stay here for 3 nights, starting on July 8th.
: Got it.

: Thank you very much. Good-bye.

FEPEPEPEPEEEPE >R P

~Dialogue 2

: B EAF A RBBE A AT AAERGD?

: B B3R RMAZEED? BBIT—RARAS, RIFFEE.
: BRAVA LA MAG GG 518, R A B E 2 HW% 5 VMR R?
: REZ—AHHEEF e,

. FFE 60 U E LA, FIEEfBA?

: BAE=FD9

H f%éljo

s WAL R A,

: MFey R R E A L ST,

: A9 - XEM.

: T UABE —TF5?

J-0-h-n-s-m-i-t-h.

s XFEMAE, B HAE S R?

REE3IABLE, AT A8 B4,

: e T,

s, 7.

. China Grand Hotel. Can I help you?

: I am told that this is one of the best hotels around.
. I think so, sir.

: I'm new in this city and I will be staying for a couple of days. But I would

like to go sight-seeing and enjoy doing as many things as possible during my

stay here.

: No problem. May I ask, sir, have you checked in yet?




1 Part 1 Business Life i—\

B: No, not yet.

A: Please fill out this card. This is where you put your name and home address.
Please write your passport number here.

B: In this box?

A: Right. Please sign your name at the bottom.

B: Is it OK?

A: OK, sir. What kind of room would you like?

B: I'd like a suite with an ocean view, please.

A: I see.

B: What is the price of the suite?

A: It is $200 per night.

B: It is a little too expensive. I hear that your hotel is offering discount now.

A: Yes, but the offer ended last week. I'm sorry.

B: Oh, I see. I'll take it.

A: By the way, how many days will you be staying here?

B: Maybe three days, but put me down for two, anyway.

A: Would you like to pay in cash or charge it?

B: In cash.

A:. Very well, sir. Here is your room card to Room 1016.

B: Thanks. Could you point me in the right direction?

A: Sure, sir. The elevators are right across the lobby. Floors Two to Eighteen
are the elevators to the right.

A: PEFTEME, KN ERSD?

B: & HLX 2 WL RIFHRIEZ—,

A: R84,

B: &R )X R, B2 AZILFILR, 22 ZBEBFGHEENAL—TF
X B8 R A A b,

A: EPFM, A, FFERIRT S?

B: L&A,

A: EHRBXRF,FAEXEE LB L Fo RN, X PG E 69 3P B 5,

B: BAEX/NGIELDG?

g Unit 24 009
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: R VIHAERKTE LB LF,

X AEATG?

AT kA, BEZH KB AR
BBE—RATAFREZTHES.

Ha.

B 472

: FF8 200 £ 7T,

WA S, R TVARANTIE B B3T3,

s R AL RITH EAZHRKLERT . AL,
%, HE T, ARRFKAITXEE,

: NRAR P — T, 44 A X ILE LR ?
HFERZR AR REEH . LEHRE,

s ERAT AT A ITIK?

AT ELA

: ¥FeG, kA, ERMEM EEF, 552 1016,
i, AR5 F KA E A D2

s BRTA A, BHRAEXRTHENT,2 3 18 L THANSLHELD,

A
B:
A
B:
A:
B:
A
B:
A
B:
A
B:
A
B.
A
B.
A

reserve [ri'zav] v. G T a single room A Jd]
cash [kee[] n. A a double room XAJ4]
check [tfek] n. ¥ & a single bed £ A&
charge [tfadz] v. 2k a double bed WAk
plus [ plas] prep 7m a conference room 2%
rate [rett] n. ¥4 make a reservation for... FiT e+
tax [teeks | n. #HtL - buffet lunch # 8 4
signature ['signitfo] n. % 4% moderately priced #r#41& F 44
available [a'vellobl] a. T#F3]#9; A check in &L
5 check out i &

include [n'kluid ] v. &3&
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