Materials for developing listening and speaking skills
for the students of business English

Nick Brieger
Jeremy Comfort



() 158

Nick Brieger & Jeremy Comfort: Early Business Contacts

Authorized translation from the English language edition published by Prentice Hall International
(UK) Ltd.

Copyright € by Prentice Hall International (UK) Ltd.

All rightsreserved. For sale in Manland China only

: 01-1998-2300

Smon & Schuster ,

© Nick Brieger Jeremy Comfort
( : 100084)

http://www. tup. tsinghua. edu. cn

: 78% 960 1/ 16 : 11,75 : 236
: 1998 12 1 1998 12 1
© ISBN 7-302-03248-3/H- 242



Nick Brieger ,
Jeremy Comfort Business Contacts
Prentice Hall

Brieger Jeremy Comfort Anthony Cornish

Nick



1998 6



— N o <

—

25

(1)



(3)

( ) (4)

1235 (



Contents

Teacher's Notes

Notes to the Sudent

UNIT

UNIT

UNIT

UNIT

UNIT

UNIT

UNIT

UNIT

UNIT

UNIT

UNIT

UNIT

) ()

First meetings 1( ntroductions and greetings)
( )
First meetings 2(presenting yourself )
2( )
First contact (social English 1)
( 1)
Further contact (social English 2)
( 2)
Company organisation (presenting the conp any)
( )
upply (describng product features)
( )
Trave information (requesting inf ormation)
( )
M aking arrangements (telgphoning)
( )
I nfor mation handling (checking and conf rming)
( )

10 Job routines (present simple and expressions d f requency)

( )

11 Current projects (present contnuous)

( )

12 Business correspondence 1 (tel exes)

1( )

11

14

18

22

26

30

38

41



UNIT

UNIT

UNIT

UNIT

UNIT

UNIT

UNIT

UNIT

UNIT

UNIT

UNIT

UNIT

UNIT

13

14

15

16

17

18

19

20

21

22

23

24

25

Business correspondence 2 (lette wr king)
2( )
Out and about (giving and undersanding directions)
( )
Sales review (describing graphs)
( )
Sales forecasts ( ntentions and pred ictons)
( )
Company results (present perf ect v. past simple)
( )
Company strategy (conditional 1)
( )
Competition (conparison d adjectives)
( )
Stock control (countable and uncountabl e nouns)
( )
Project timing (prepositions d time)
( )
Factory tour (preposikions d place)
( )
Market research (question f ormation)
( )
The budget meeting (modals)
( )
Financial control (modals d abligation)
( )

KEY SECTION (Units 1 25)

(

1 25 )

Telex appendix

Translations

Vocabulary index

45

ol

55

59

62

65

68

71

74

77

80

83

86

89

141

143

166









O IREE, 75258 #EPDFIE Ui iR : www. ertongbook. com






Translations

UNIT 1 First meetings 1
1

@ > 0w > m >0 >0 >

O

o

> 0 w2 0
N)

143



UNIT 2 First meetings 2
2

> ® 2 m 2

@ > ® > n 2

>
N)

> ® >0 2

144



UNIT 3 First contact

1
S ?
— ?
— ?
2
S ?
S ?
— ?
3
— ?
S ?
S ?
4
— ?
- ? ?

145



UNIT 4 Further contact
1.

2. ?

3. ?

4, ?

5.

6.

1.

8.

0.

10. 95 ! ?
11.

12.

13. ?

14. ?

|
o1

146



UNIT 5 Company organisation

5
5 5
5
, O —
( )
3
?

UNIT 6 Supply
A: SS007
B: ?
A: ?
B: 3.5
A: ?
B: 2
A: ?
B: 5
A: —_—
B: 30
A: ?
B:

147



