Unit One
Basic Business Conversation

F—gx BEMEFHIE

Part One Greetings
Oo0Ooooaod

1. Basic Sentences [0 0

1. Good morning.
gooad

2. Good afterncon.
goood

3. Good evening.
gooo

4. How do you do?
goo

5. How are you?
gooad

6. Fine, thanks. And you?
gdomomoad

7. How’s your family?
gooboooo

8. How are you getting on?
goooooo

9. How is everything going?



googogao

10. It’s a great honor to meet you.

11.

12,

13.

14.

15.

16.

17.

18.

19.

20.

goooooo

1 have often wanted to meet you.
goooooo

I have often heard about you.

oomoao

I know you very well by reputation.
ogoooao

Haven’t run into you for a long time.
goooooooaano

What’s wrong with you, John?
gomoooad

I have been looking forward to meeting you.
gooooobood

Give my best regards to your family.
goooooooood

Hi, Tom. This is a pleasant surprise.
Jodmomobobobobboogoo

How are you getting along with your work here?
gooboobooood

How’s your son getting along with his study?
gooooooooad

I. Dialogues 0O O

Dialogue A OO 1

A:

Good morning, Mr. John Smith.
gombo-o0gogoog



B:Good morning, Mr. Chang.
gomooo

A:1 haven’t seen you for a long time. How are you getting on?
godooooooouooooo o

B:Fine, thanks. And you?
gomomoad

A:Very well, thank you. Nice to meet you.
0do0mobomoboooooo

B:Nice to meet you, too.
oo

Dialogue B 00O 2

A:Hello! It’s good to see you again.
WOooOooOOooooo

B:It’s been a long time, hasn’t it?
godooomooao

A:How’s the family?
gooooo

B: Same as usual.
gooad

A:How’s your work going?
gooooao

B:Well, so so.
oo

A:Give my best regards to your family.
goobooooooood

B:Thank you very much.
goood



Part Two Meeting
Oododaoao

1. Basic Sentences [0

1. Excuse me, are you Mr Wilson from the International Trad-
ing Corporation?
J0@moboboboooobobobo

2. My name is Wang Hua. I’'m from the United Textiles Cor-
poration. I’m here to meet you.
ddddmooooooomoooooa

3. It’s very kind of you to have come.
goooooo

4. Welcome to China.
goooood

5. It this your first visit to China?
goooooooooad

6. I hope you'll have a pleasant stay here.
dooboooboobood

7. We have a car over there to take you to your hotel.
gdooooobwoboboo

8. You must be tired from the long flight. Please take a rest to-
day.

Jo0ooo0ob0obobwooboobooooo

9. Do you have much trouble with jet lag?
goooooooad

10. How’s everything with you?



gooooo

11. Mr David Smith asked me to come here in his place to pick
you up.
go-ooooooooooooon

12. Do you need to get back your baggage?
goooooood

13. Let me help you with that suitcase.
gooboooobood

14. We've been anticipating your arrival.
goobobooooo

15. We will take your baggage to your hotel.
gooboboobooooa

16. Is there anything you’d like to do before we go to the hotel?
gooooooobooooao

. Dialogues 0O O

Dialogue A OO 1

A:1 am Wang of Tian Qiang Co.. I am here to meet you
gdoooooouoouobooooooo

B:Oh, it’s so kind of you. Thank you.
Omoomood

A:Did you have a nice trip?
gooooo

B:Just perfect.
ogooao

A:Are you through with the formalities?
doooogoboooao

B:Yes.



ogoad

A:1 have reserved you a room with a balcony over-looking a
beautiful lake.
goooobobooobooobuoooboooooo

B:Thank you very much. It’s very considerate of you.
gooomoooooo

A:Well, I think we’ll go to your hotel first.
gomobooobobooobooo

B:Ok!
gd

Dialogue B 00 2

A:Excuse me, are you Mr Smith from the US?
Jodmboooooboboooood

B:Yes. I'm David Smith.
oomooo-oooo

A:My name is Li Hong. I'm from China Electronics Ltd. I'm
here to meet you.
goooobboooobboooobouoooobbooa

B:Thank you very much.
goood

A:Welcome to Beijing.
goooood

B: Thank you. It’s my pleasure to have an opportunity to visit
Beijing.
doobobooooooooobooa

A:The pleasure’s all ours.
goooooood

B:I'm afraid this must be a lot of trouble for you.



dooboooooooog

A:No, no trouble at all. Did you have a nice flight?
gooooooooao

B:Yes. The flight was smooth. The service was good.
godooooooooboooon

A:I'm glad to hear that. I think you must be tired after such a
long trip.
0o0bDomobomobmoooboomooao
o

B:Yes, a little bit. But I think I'll be all right tomorrow.
godboooboooooooooooon

A:1 hope you'll have a pleasant stay here.
gdoobooobooobood

B:Thank you. I'm sure 1 will.
doobouoobooboobod

A:Is this all your baggage?
gooboooooao

B:Yes, it’s all here.
gomooooao

A:We have a car over there to take you to your hotel.
godoooboomobood

B:That’s fine.
oo

A:Right now, is there anything you would like to do before we
set off?
doobodoboboboboobog

B:Well, I'd just like to make a quick call to my wife; if that’s
all right.



0MOo000000o0o0o0mooao
A:Yes, of course.
ooogoo

Part Three Introductions
O0O00dQoodgao

1. Basic Sentences 100

1. May I introduce myself?
goooooooo

2. Let me introduce myself.
gooooboood

3. I want to introduce my friend Nancy to you.
doobouooboobooboda

4. Will you introduce me to that lady?
gooboboooobod

5. This is Mr Smith, a regular customer of ours.
gdooboomoboobooo

6. I don’t think you have met my wife, Li Nan. Li Nan, this
is Mr Smith, a friend of mine.
gooooobboobbooboobobboboooogd
good

7. Mr Huang, T'd like to introduce Mr Liu.
dobmoboooobooo

8. If I'm not mistaken, you must be Miss Chen from France.
gobodoooboobbuoooobooooga

10. I'm sorry, you've got the wrong person.



I.

goomooooo

11. Do you remember me? Wang Lin from Public Relations
Section of PVC. We met several years ago.
O0ooOooOooDnD pvcODbOOODOOOOOODO
goooo

12. Don’t 1 know you from somewhere?
goooooooooad

13. You may not remember me. My name is Li Hui, from the
Service Department.
oo moooooaa

14. Is there anyone who has not been introduced yet?
gooboboboooad

15. Thank you for introducing me to such a nice person.
dooboboboboobood

16. It’s my pleasure to talk with you.
gooooood

Dialogues 0O O

Dialogue A 00O 1

A:Allow me to introduce myself. My name is Wu Ming, a
manager in the Marketing Department.
goobooooobbooouobbbobobbooo
oo

B:How do you do, Miss Wu? Pleased to meet you.
0do0moobmoooood

A:Nice to meet you, too, Here’s my card.
gooboboobooa

B:Thank you. This is mine.



goooooooood

A:Let me introduce my colleagues here. This is Miss Chang.
This is Mr Chen.
gdddooooooomwooooomooooon

B:Glad to meet you.
gooooooo

A:This is Miss Li, my secretary.
dobooobmoobooo

B: Nice to meet you.
goooood

Dialogue B 00 2

A:Wang Xiong, you haven’t met Mr Mike King, head of the
England delegation, have you?
Jomoooboboboooboboo-booon

B:No, not yet.
Oomooao

A:Well, come over and I'll introduce you. Hello, Mr Mike
King, I hope you’re enjoying the party.
0mboboooomo™WDO--boomboood
gooooobood

C:Yes, very much.
gmooooood

A:Mr Mike King, I'd like you to meet a colleague of mine, Mr
Wang, from our Export Department.
do0-oddmibooooob b0 oom
gooooooo

C:How do you do?
god



B:How do you do? I'm very glad to meet you, Mr Mike King.
doooo -oobmbooboooa

Part Four Parting
Oooood

1. Basic Sentences oono

1. Wish you a very pleasant journey home!
gooooo

2. Have a good journey!
gooogad

3. It’s very good of you to come to see me off.
gooooomooooo

4. Good-bye! Happy landing!
O oomooom oo m

S. It’s certainly been a great pleasure to have you. And I must,
on behalf of my company, thank you again for your generous
help.
gobbooooobooobboobobooooooa
gooogd

6. Thank you very much for everything you have done us dur-
ing your stay in China.
dooboobooobobooboboo

7. I've come to say good-bye.
gooooogd

8. It’s a pity you are leaving so soon.
doomoobooood



9. Can’t you stay a little longer?
goooooooao

10. On the eve of your departure, do you have any suggestions
or advice?
doomooobobooboooobooboa

11. Thank you for your warm reception and hospitality.
gooboooood

12. T do hope you’ll come next time.
goobobooooo

13. Goodbye. Please remember me to your parents.
doobooboboobooo

14. Don’t forget to phone me when you arrive.
gooooooooood

15. Farewell, my friends. It’s time to depart.
gdoooouoooooboooa

16. I'd like to say goodbye to you all.
goobobooooo

17. Are you quite sure you can’t stay for another day or two?
goooooooobooa

18. Take care. Come again when you feel like.
dooboobobooooo

19. I'm looking forward to seeing you again.
gooooooooo

20. I'll see you to the airport tomorrow morning.
gooooooooood

21. Maybe we could get together sometime.
gooboboobooooa

22. Wish you a safe trip home.



goooDDoo

Il. Dialogues 0O O

Dialogue A 00 1

A:I’ve come to say goodbye.
gooooogd

B:When are you off?
gooboooo

A:DI’m catching the 9:00 train.
gooooobood

B: Goodbye. All the best.
gooooood

A:Say goodbye to the rest of your family for me.
gooboooobood

B:Keep in touch.
goooo

Dialogue B 00O 2

A:What time are you leaving?
goobogooao

B:I’'m catching the Eastern Airline Flight 105 tomorrow.
O0o0oO0ooooooo 1wsoo000

A': Anything we can do to help?
goooooooad

B:No, thanks.
goomoad

A :Hope to see you again.
gooooogd

B:So do 1.



goooood

Dialogue C 0O 3

A:It’s very thankful of you to come and see me off.
dooboooboobood

B: My pleasure. I'm sorry you've got to leave us. We'll miss
you.
dobobobob0obooooooboboouoooo

A:The same. You all have given me so much help during my
stay in Sichuan. How can I thank you?
goooooboobooboooobobbobooa
0Mooooboooooo

B:You are welcome. It’s a fine day and the weather is perfect
for flying. I’m sure you will have a nice trip home.
goooooboobooboooobobbobooa
goood

A:1It’s very kind of you to say so. Don’t forget to look me up if
you are ever in New York.
dddddooomooooooooomooooooan

B:We certainly will.
goood

A:Thank you again for everything.
gdooboooooood

B:It’s my pleasure.
goood

A:Goodbye.
oo

B:Goodbye. Have a nice journey!
goooooooad



Unit Two
Business Negotiation

BT BHR/K

Part One Appointment
Oo0oodond

1. Basic Sentences [0

1

. May I make an appointment?

ubooobobooan

. I've got a matter I'd like to discuss with you. Can I see you?

o0oooobooomoooooo

. I'd like to talk to you for an hour or so next Monday. Could

you spare the time?

odooooooooooooomooooooan

. Can we make it a little later?

gooooboboooooooao

. Let’s fix the time and place of our meeting.

ubooooooooboobooa

. I've got something urgent to discuss with your manager

Could you make an arrangement?
doobooooboobwoobooboa

. Let’s make it half an hour from now.

goooooooooobao

. That should be possible, but I can’t give you a definite an-



swer right now, I'm afraid.
goooooboboooobuooobbooooooboo
9. I'd like to arrange a meeting to discuss our new order.
doooooboboomuoooobooobooa
10. Let’t make it nine o’clock Friday morning. Would that be
convenient for you?
goooooooooomoboboobod
11. Do you think you could make it Monday afternoon? That
would suit me better.
gdoooooooooooooooooao
12. Thank you very much. I'll visit you then.
doobooboooooood
13. Would you please tell me when you are free?
gooboobogood
14. Will you have time at nine in the morning?
goooooooao
15. Would you do us the pleasure of attending our meeting?
go0oobobobobobmwoobood
16. Thank you for your kind invitation, but I already had an
appointment that afternoon.
doooobbooobboobuooooboooo
17. 'm afraid I have to cancel my appointment.
dooboobobooboooo
18. It looks as if I won’t be able to keep the appointment we
made.
goooooood
19. I'm afraid not. I'm fully booked up tomorrow.
gboooooooooooood



20. Will you change our appointment tomorrow at 10:00 to the
day after tomorrow at the same time?
goggo oooooooooo wooao

21. Do you think it convenient to meet in your office?
dooboboobogoboooao

22. Could you make it some other time?
gooooooooo

23. Anytime except Monday would be all right.
gooomooboood

24. Miss Black called to say she had to cancel her appointment
with you for today.
doobobobobooooooboboboa

25. Sorry, Mr Wang has some unexpected business to attend
to, and won’t be able to make your appointment this
evening.
Jd0moboouobmoobobooo

- Dialogues 0O O

Dialogue A 00O 1

A:This is ABC Company.
ABCO OO

B:Hello. This is Mr Wang. May I speak to Mr White?
doobomodoboboobood

A:Mr White is in meeting. May I help you?
doobodoboboboboobog

B:T’ve just arrived from England. I'd like to make an appoint-
ment with Mr White.
doobobboboboboboboooa



