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F—H WEER AR ERNE IMER
(g %5 360) AR (LT kAR
—. FRRMMER SR K E K

AR (R SSHRIE) £ RmEHHE B 5 W H S HIE LW LT AR 0% R
Feo 512 50 ARREMH KT RIRH LR R 5 9OEEi G e ), EEEYE
P el 55 U 1) B 4, L) 2 3] JEAT T S5 DB R RE M AR Tl 2, s R T 4 L5k
MR S AT, SR S TAE, FREREBEE . GFRE I MEs ik
AZBRREST NG TR, AR 55 LR S N SCERFRMFR D 32T

FOVEENE AR 2], A% AT A Gt B R A H AR RS 55 9815 1A O- A
W, WL ST, FSARE, S RIEEAFIRMEEART L, NMAEHE
7o 55 TR N PR B rR AR B SO AR Bl RR L AUGER, BEs IVE A ¢
TEAGIIE RIS ) B B Wb AT R S50 . AR SR A B R MR
55 YEAR SR LA E IR S T S VA A R . URAE A A BRI O R SN R, IS
H AR S IAE RS

= FREMEAER

AT IEAE R . BT S5 IEZ O, BB AL 55 il ;
1B RIS L TIRTE . ARG R R 4R SE B TE B S5 DR iE AR
5 INREARE AR ST IR TRE; IR BUIR AL BN EAT A QRS 55 A bR A
FRBIHT

=, 5HXRRENKRSEX ]

ASURAE 5 At 7 55 S URAR B0 S AR 5 97 B AR A2 — 2. 2R 2R Atk T8 TR AR
ARG IRIE . B 7B I B a2 A, 25 A A0S 4R AR <7 55 A
W TR R S IaERE SR, B H R R 55 5 b R A IR SRS 55 A
T, Z ReA RO IAT AARRE R 2 2D 0B % . AN URAR ) oAl b 91 PR AR
n (R S oB i) (R BE) (R ssoin 518 (EPrESRAD &
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AN R iy EERT JZ R A 2 2R 36 SR AL 7 5 U is A — M as i it . 24k
T

. RENESSHER

AVRRE I B R AAE AT R SSTER 2, AEAN R Ul A AR SR R 7
S ORI D RIR R, A0 R 55 kAR I R 95 R I RS AR
MARERZ, B 10 MRITZ O, B4 H EAUIZRH A% 0/ 554
BE, HNRGSSRBIHT. RSN RSl B8R 95 S04



Foda REARESEZBR
F—HIT A
— %3 HHMER
B FFNE M0 AR TR R B R R, T R
RUETER, SRR 552 UL SR BB

=, BEAKE
—% 5\ (Starting up)
—. WEZM M Your favorite brands
(=) S FT - ot
(=) i SRR €
(=) fh R

L WU GRRED
(—) 5% ) E H
() RIS
57 B 45N (Vocabulary)
+ FS5IAVC S (Brand Management)
(—) R (brand)
(=) B%iAiE (product)
(=) Fi%5iniE (market)
—.. W45z H (Brand Management)
(—) R (brand)
(=) B%iAiE (product)
(=) F&5iiE (market)
=. B#51HE (Brand Management)
(—) S
() i A A ) 4515
=47 B45WT /1 (Successful Brands)
B ()



(—) WrR§45kvi (Chris Cleaver, part 1)
() 5ERER
L RS (5D
(—) WrEi%-Kii (Chris Cleaver, part 2)
(=) 58k
=L HS S (5D
(—) WrR§45kvi (Chris Cleaver, part 3)
() 58RER
g, B
—) Fhak = ANEh 2 1
(=) BB =N B AL H
VYT P45 RiE(1) (Building luxury brands)
. PHEAE: HEESEIER
(—) 11 B o
(=) 58k
. PREPEE (Restless pursuer of luxury’s future)
—) Pk (Skimming)
() 5ERERA

. F% I (Restless pursuer of luxury’s future)

N

N\

(—) B E (Reading)
(=) 58k

S R4S E(2) (Store brands)
—. PR

(—) BEFEEHE B A i
(=) 58k
. T L (Real chief says own brand is the way ahead)
(—) i3 E (Reading)
(=) Fg i
(=) 5B



N AEDEI\ ;TEFE
(—) HHMEMARK (Do name brands have a future in China, why)

axanliih )

/N S HiRE (Taking part in meetings)

—. HSSWELRE

(—) WrEi%5<1h (Four marketing executives)

(=) 5ERER
L BH WK AR

(—) {EWE I (Asking for opinions)

(=) FIEM A (Giving opinions)

(=) FRE/MAFRE (Agreeing/ Disagreeing)

(PO #i8 (Suggesting)

5T RS E 5 H (Case study)

—. % ZEH%EE: Hudson Corporation

(—) ZEpFIHEF

() i

(=) FLWHH T 37 B SR
A RS S

(—) BRIV 7

(=) SERAHR IS VRS

=, ERARRSERER
(—) Starting up

PHad: RIS 1 Vocabulary B FTFIRE K 3RIE

Yoz ARMEMS.

fEl BN BE S AR SE A SR 256> .

i N s P E R AR, S IR A SR 55 N A
(=) Successful brands

PHIC: =R,

Mz AR ZIIRE

fa] N T BEWTIERG 95T /0, JFRE e BUASRh e B SR 255 .



ZRe N s, BRRE IR R IR R RIS N .
(=) Building luxury brands

Wi YA G .

Pigx: HITEIE,

] SN BEDREAH SRR 95 30, IR REE BRI 58 U R R 2]

ZRe N TR R, BRRE IR R IR ORI S N A .
(JU) Store brands

Hid: H I A .

Moz T EIE.

] AN BEDRAH SRR 95 30 F, IR REE BRI 58 U R R 2]

ZRE N BRI A AR, BRRE IR R IR R RIS N .
(1) Taking part in meetings

Hid: HNTH AR .

i NI 0.

fA] FRL N FH BB T 52 A R 25 ] -

ZRE N s Y, BREE T R S5 VA A
(75) Case study

Hid: ST LiEiE.

e F= M IR KL

fA] BRI FH BB RS LA 52 A R 25 ] -

ZEENH: RS IERR T R, SERE S TEIE CHEPR) .

BB UL ARIBILE

New words and expressions:

Bankruptcy, branch carbonated, couture, discounter, endorsement, Exclusivity,
fashion-conscious, generation, interbrand, import newness, promote, ready-to-wear
reposition, shareholder/ sophisticated, sponsor, sponsorship, top-of-the-range, trolley-
backpack, upmarket, volume, warehouse

Terms:

brand awareness, brand stretching, economic downturn, economic woes, focus group,

market challenger, market segment, market share



Useful language for business meetings:

How do you feel about that?

I think/ I don’t think that’s a good idea.

That’s true.

[ agree.

Exactly.

I see/know what you mean, but I think there’s a problem.
I think we should reduce our prices.

What do you think? In my opinion, we need new products.
Absolutely.

How about a special promotion?

What’s your view?

I’m not so sure.

Maybe, but that’s not enough.

Why don’t we talk to the big stores?

I think so, too.

Maybe / Perhaps we could offer incentives.

M, FEEL. HER

Hs AR AL O I T 55 TS5 S E R I A

AR ERAAIRMMINE SN, RIEET Ok (FS80 MAm (FH
SSMRAE) FRR 55 VA I .

5B BT IRAT
— FIHRAER
VR R S5 IRAT RN, 1SR A Seii M s il 2257, AGER 55
TRAT IR DL, 1 AR TR 2 =) A0 AR e 55 kAT 3 SR (A8 AR 55

—. BRENE

axand

H— A (Starting up)



— JIRAT P )

(—) FRATH I ACE T A
() RMUIRAT A R DL ) 7t

o WR IR GRS RAT 1 i D
557 B SAE (Vocabulary)
— A RIRATIENE (FERR e X GEE AR
—) LR
(=) MSEARECES
%= Bi%Ur /) (Hyatt Hotels)

N

=y BEI )
(—) Wik (Sholto Smith, part 1)
(=) 5EMZR>
TN RSN (2D
(—) WrEi4Kii (Sholto Smith, part 2)
(=) 58k
=\ EEI (=)
(—) Wik (Sholto Smith, part 3)
(=) 5EMZR>
. B
—) LR E EEE R R R
VYT B 45 152(1) (What business travelers want)
= R
() PRSI 3 2% 8RR R
(=) 5EMZR>
. [ (Counting the ways to bridge the gulf)
(—) TS5 1A Bl 45 2]
(=) SERIET

oy

5T B 1E(2) (Videoconferencing)



(—) BHEIRAT TR & I AR R
. PS5 (Reluctant users slow to take up videoconferencing)

(—) FSEIC

() P B A
=, B%

(—) IR B 55 ?

SN F 55 HiRE (Telephoning)

—. S HIETRE

(—) Wrpi45HiE (Making arrangements )

(=) 5ERER
. HSHIEREHEAR

(—) #%H1H (Answering the telephone)

(=) W45 %HE (Making arrangements )

(=) P27 45 %4k (Changing arrangements)

ST B =B (Case study)

—. P55 ZEHIEE: Business Travel Services

(—) Z=HE 5

() 588K stage 3 (k>
A RS S

() SERCEG] ) 1a] L 4

(=) SERAHR I SRS

= ERARRSEZEKR
(—) Starting up

Pid: F—TAIEE 75 Vocabulary FIFTFIRIC K KIA .

igx: A RFAM I TETE R Z 5

AT BN s BE S B AR S8 A SR 256> .

i N s AR E R, S IR A SR 55 N2
(=) Hyatt Hotels

10



Hid: =T,

i A RE I E RS

(AT FNF : REWT ISR 95 W 7, JFRENS AR 5 A R 2R >

LN P AR E) R, NS IR A A SR 55 N A
(=) What business travelers want

WHid: S AR SRR .

f4x: VYT Counting the ways to bridge the gulf 3 % 1E 3.

faT BN REPRITLAR SRR 5500, IFREME AR 58 AR R R > .

e MM AP RRECA AR, BN L RIA A RS N A
(JU) Videoconferencing

AR TRRIN O i = ) /71

4. 5 A1 Reluctant users slow to take up videoconferencing 1F 3 o

fa] R BEPRTRAH SRR 95 3CF,  IFAE S BRI e Bd 55 25> .

i N s P E R e R, NS IR RIE A SR 55 N A
(1) Telephoning

Wid: HNTR AR,

o NI SR

fE] BN - RENS USR58 UM R ZR 2T

RN 3E PR A) B, BES 1 B 55 VA
(75) Case study

Wid: HET I AR .

Yl ROIDHTHIAEL.

AT BN BE S B AR SE A SR 256> .

LR N BEWS LW BT B, SERRE S5 CHEER) .

B HRITHEIC ARIEILE

New words and expressions:

Aggressive, article, baggage, barrier, cab, cabin, cancel, carrier, colleague, collection,
décor, elevator, euro, freeway, hype, incorporate, irritate, itinerary, Jargon, laundry,
lounge, luggage, nightmare, produce, queue, reschedule, rhetoric, shuttle, telepresence,

11



terminal, trunk, upgrade, videoconferencing

Business terms:

boarding pass, frequent flyer, account manager, dynamic pricing, economy class, jet
lag

Useful language for Telephoning:

Hello, Carla Rodriguez speaking.

Good morning, Tiger Ltd.

Identifying yourself:

This is / My name’s Karin Nordby.

Karin Nordby speaking

I’d like to speak to Martin Krause, please.

Could I have the sales department, please?

I’'m calling about ...

The reason I’'m calling is ...

Could we meet on Monday at 11:00?

How/What about June 12th?

Good. So, I’'ll see you on the 8th.

Thank you. Goodbye.

Right. / OK, then.

That’s great, I’ll see you...

Is 9:30 convenient/ OK?

I’m afraid I can’t come on Friday. I’'m very busy that day.

I’'m sorry, I can’t make it on Tuesday. I’ve got something on that morning.
We’ve got an appointment for ten o’clock, but I’'m afraid something’s come up.
Could we fix another time?

That’s fine/OK for me.

Sorry, I can’t make it then.

No problem.

12



M, FEEL. HER

s AR SSIRAT L M ST SCE I A

MR BEARA SRR STIRAT BRI, RIEHET Sk (RS IR M4 (7
SSMRAE) FRR 55 VA I .

BB RE
— FEIHRMER
TR AR, TR AT SO AR AN AR B, SRR AR AR A
I, B4R 55 WU 5 e .

—. RENE
H— A (Starting up)

—. NXPAR

(—) #J&: The most significant change in your life

(=) J2%: Which business situations would worry you most?

5 7 B 45N (Vocabulary)

— % PS5V (Describing change)

(—) HIZH
. F%iACiz A (Describing change)

(—) izia] 7S

(=) AL FERS
=, W1 (Describing change)

(—) PRATEIR TAES B B A o

=0 B4 RE(1) (Mercedes, shining star)

—. [ (Mercedes star twinkles once more )

() PR [ 1 AT PR B

(=) 58k
. [ (Mercedes star twinkles once more )

(—) & (Reading)

13



() 5ERER]
= BEEMR%

(—) i EXT
(=) BB fg
VYT 45 12(2) (Changeability )
. DA

(—) MERENESE
. FS5IEE (Changeability)
(—) & (Reading)
(=) Bl

(=) TERER>]

:EEI@

NI

N\

—) S| (How were they put into action and what are the results)
S BES5Wr J1 (Helping companies to change)
—. HEI A ()

(—) Wri§45Kkvi (Anne Deering, part 1)
(=) 5B

LRSI (2D
(—) Wil§%-F¥ (Anne Deering, part 2)
(=) FERER>]
=L RS (5D
(—) WriE 45K (Anne Deering, part 3)
(=) 58k
ST S5 BAE (Managing meetings)
. ST RE
(=) [RSNG8, 28 A i
(=) BIBRS I ARSI, B4
. MR
(—) Wr/y 2R

14



(=) FHAHRERE
=, WHELSWERIEM R
(—) 7
(=) ExWHER
(=) FRFSW R E
IS NS K\
(—) i CEO briefing notes
(=) FFRRIZ
ST RSB Hr (Case study)
—. WS ZEMIE: Acquiring Asia Entertainment
(—) R 5
(=) AwfEAr 3
T BB EGHT
(—) SEREHINT ]
(=) SERUH RIS 5 AE AT 55

=, ERIRARSERESR
(—) Starting up
Phd: T AIEE 7 Vocabulary [T F111RIC M Kk
g HEEEE.
fEl BN s BE S B AR SE A SR 256> .
SN B PR ) B, BERS B A A R 5T N
(=) Mercedes, shining star
Hid: B =SSR
Migx: KA U0 Mercedes R TH 28 1) iR ]
fa] LN BEWT ISR 55U 71, JFRE S BUASR S Bkl 59 255 .
ZEE N 3B PR ) B, BERS I E IR A A R ST N
(=) Changeability
Wid: H U AR SRR .
Plox: BT LEIEI,
fa] NS BEPRTRAH SRR 95 3, IFAE S BRI e Al 59 252 .

15



ZRe N s, BRRE IR R IR R RIS N .
(J9) Helping companies to change

Hid: H I A .

Qg BRI I

fEl BN s BED A ST 50T 77, JFREMS AR 56 UM R 25>

ZRe N TR R, BRRE IR R IR ORI S N A .
(11) Managing meetings

Hid: HNTH AR,

ez HRHSSWERMZE

fA] FRL N FH BB RS T 52 A R 25 2 -

CRE N s RO Y, BREE T R S5 VA A
(73) Case study

Hid: SR LiEi.

ez BT R

fA] FRL N FH BB T 52 A R 25 ] -

ZRa N RERSIEB AT S, e S VAIE CHEAT ).

FB=HIuHEIL ARIBILE

New words and expressions:

accommodate, acquire, allowance, carbon, changeability, compensation compulsory,
embark, emission, fuel-efficient, gleam, highlight, hostile, implementation, inevitable,
integrate, internal, intimidate, layout, lustre, merge, merger, morale, open-plan,
pharmaceutical, productivity, progressive, proposal, redundancy, resist, retail, saloon,
shoplifting, source, spot, takeover, tarnish, trailblazer, turnaround, workforce, carbon
footprint, press release, walrus moustache

Terms:
bottom line, branch manager, return on sales

Useful language for business meetings:
OK, let’s get down to business.
Right, can we start, please?

Could you let him finish, please?

16



Could you just hang on a moment, please?
Hold on, we need to look at this in more detail.
I think we should discuss this a bit more.
The purpose of this meeting is ...

The aims of this meeting are ...

I’'m not sure that’s relevant.

Perhaps we could get back to the point.
OK, let’s go over what we’ve agreed.
Right, to sum up then ...

How do you feel about ...?

What do you think?

I think we should move on now.

Can we come back to that?

M, FEEL. HER

s AR IO T 55 TS5 SCE T I A
ML BERAARARFEMMN; RIFHT Ok (RSB0 M (55

(ERNITEE bR

HYHATT FILAR

— ] HRPMER

FRARENVALNEIL, TIRAFRIER, BIRm S iae, ¥

B R A I 5 A5 A R 7 45 R

—. BEAE

—. NHEIPAE R

(—) B s

() AR & ok BH By Ak i Ay

H— F A (Starting up)

5% 79 B4 (Vocabulary )

17



—. HREE MR (Company Structure)

(—) AV ELXT

(=) Wriigk>

5= W4 MEE(1) (A Successful Organization)

—. 1% (Successful can be a game with many players)

() PR ] 52 55 — B

(=) 58k
.. W1 (Successful can be a game with many players)

(—) & (Reading)

(=) 5EMZR>
NN =Y PSS

(—) BELERfE

QOIS i b W)

(=) BET®w

ST B 55 12(2) (Collective Intelligence)

. PIEAE

(—) B RAFRIESATAE 100 4152

() RIGEE =B, e
. FS B (Looking to Wikipedia for answers )

(—) i3 E (Reading)

(=) 58k
=, BEE

(—) A REEMAREE (Could collective intelligence be used in the industry that you
would like to work in?)

AL B Wr 71 (Analyzing company organization)

=y BE )

(—) Wrp§45ki (Richard Rawlinson, part 1)

(=) 5EMZR>
TN RSN (2D

18



(—) Wrp§45ki (Richard Rawlinson, part 2)
() 5ERER
=L EE (5D
(—) Wre§45 ki (Richard Rawlinson, part 3)
(=) 58k
SN S HRE (Socializing: introductions and networking)
—. HFHAZ IR
(—) Wr s 2R
. HSHERES)
(—) Wr Jy Bk
(=) Wr p=s
=\ WSHRIEERIEIRR

(—) Jelfeif

(=) BHENA
(=) AN/ A7
(MY FEmE

ST RSB (Case study)
—. FSZEBIEE: Instep’s relocation
(—) ZEpIHEF
(=) AFMERHEE
N S
(—) SEMEBFIVT )
() BEFEMA O RIEARHI
(=) SRR SRS

=, BRAMRRSHRER
(—) Starting up
Pd: A T Vocabulary HIFTHIENE KX FRIE
iz ARNA GRS .
fET BN s REE AR T8 A R 25 2T .

19



e MM AP RECA AR, BN L RIA A RS N A
() A Successful organization

Hid: =T,

fiss: R Google A a5 H)

faT LN s BRITEAH SRR 95 00, IR RS BUAIRIb e Bkl 59 25 2] .

e AP RRECA AR, BN L RIA A R S N A
(=) Collective intelligence

Wid: H U AR SRR

Wigr: HPUATCEIET,

fa] NS BEPRTEAH SRR 95 3CF, IR RS BRI e Ml 55 25> .

e AP RRECA AR, BN L RIA A RS N A
(J9) Analyzing company organization

Hid: H I A .

los: BBITHIT SR

fa] NS BEERMEAHCRT 55U 71, JFREUS BRI e A 55 252 .

e AP RECA AR, BN L RIA A R S N A
(11 Socializing: introductions and networking

Wid: FENTR PRI .

iz A RE A E

fEl BN s BE AR 58 A SR 256> .

RN 38 PR A) B, BERS 1 B 55 VA
(75) Case study

Wid: HET I AR .

iz BOIDHTHIAEL.

fEl BN s BE S B AR SE A R 256> .

e BN LM A RG], SERE S5IE (R .

VY B TEL R RISIL &

New words and expressions:

Accomplishment, aristocrat, autonomy, boardroom, bureaucratic, capture, centralised,
collectively, confidentiality, consensus, decentralized distribute, empowerment,

encyclopedia, engage, faculty, feudal, foster, freelance, gourmet,

20



Hammock, hierarchical, impersonal, inhabitant, initiative, install, intellectual,
Intelligence, lava, market-driven, massage, perk, pervasive, prominent, proportion,
proposed, purpose-built

Business terms:

assembly line, board of directors, distribution centre, parent company, tax incentive
Useful language for socializing:

Hello, ... . Great to see you again.

Hi, ... . How are you?

How’s everything going?

I’'m from ... /I’m with ... / I work for ... (company)

I’'m in sales.

I’m in charge of ...

I’m responsible for ...

I work with ...

Can I introduce you to Miriam?

Robert, have you met Vladimir?

The company was founded in ...

We make/ manufacture/sell/ distribute/supply ...

We have subsidiaries/ factories/branches/ outlets in ...

We have a workforce of 2,000.

We’re very interested in ...

Do you know anyone who could help us?

Could you let me have their contact details?

Could I call him and mention your name?

Let me give you my business card.

Fine, thanks.

Not too bad, thanks.

Pleased to meet you.

You and Tom have something in common.

You both like / enjoy / are interested in ...

21



MO, KEER. R

H A RA R RO R 55T SRR AR

M FEIRA R S A F RCE IR RIEHEAT Sk (R55AEA0) M4
CRISS IR FIR 557838 .

BhBT &
— FIHRAER
FRARE ST L, 7RSI AT S8y, AEL BT E A
i, BREARIGERSS) SIS HISRE AT 7 S5 I RE 7T

=, REAE
%—7 A (Starting up)
=\ ST E A R
(=) B

5 B4 1AL (Vocabulary )
—. AR EMIENL (Advertising media and methods)
(—) WA R 2R
(=) B

=1 BS5E(1) (A New kind of campaign)
—. BB
(—) PiE Honda 13 &
(=) 58k
. AR
() ]
(=) il E XS
(=) BHEvwe
SEPUTT B 45 12(2) (Internet Advertising )

. P
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(—) B AT EH RS
(=) il E xS
(=) B4
. TS IEE (Advertisers try the soft sell as TV drifts online)
(—) i3 E (Reading)
(=) 5ERER
=. BEFEH
(—) J A R
FA S Wr /1 (How Advertising Works)
=\ HENS
(—) Wrp§45kvi (Marco Rimini, part 1)
(=) 5ERER
L RS (5D
(—) Wik (Marco Rimini, part 2)
(=) 58k
=L HS S (5D
(—) Wrp§45kvi (Marco Rimini, part 3)
() 5ERERA
/N S5 HiRE (Starting and structuring presentation)
. HSBURTRE
(—) FEAIRIE
. SR
(—) WrJJHEfg
(=) Wr A=
(=) & =708 5N
=\ S BURERIE R
(—) HIELAN AN
(=) RG22
ST RIS E B0 (Case study)
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—. B ZEGIEE: Alpha Advertising
(—) £

(=D = s B ik

T ES G

(—) SERU EEE I

(=) SERUHRHTAE 5 EAE 55

Tg
il

pa

i)

=, ERMREEEREXK
(—) Starting up

Pd: A T Vocabulary B FTHIENE K FRIE .

Yo ARG HHE.

fET BN . RENS USR58 U R 2R 2]

i N s AR E R, S IR A SR 55 N2
(=) A New kind of campaign

Wid: &=

f<x: A K Honda (1)) T .

(T BN s BTRAH SRR 95 0CEE,  JFRE M8 BRI e B 55 2520 .

LN P AR E) R, NS IR A A SR 55 N A
(=) Internet Advertising

WHid: S IUAE SRR .

Plox: BT LEIEL,

faT BN REPRTEAR SRR 5500, IFREMS AR 58 AR R R > .

i N s PR R E) R, S IR A A SR S5 N A
(V4> How Advertising Works

Wid: H LR AE .

i I JxE.

fa] BN BEBRARAH SRR 95T 10, JFRe U8 SR e B 55 2520 .

i N s E R e R, NS IR RIE A SR 55 N A
(f1) Starting and structuring presentation

Wid: HNTR AR,

o AR SN

fET BN . RENS USR58 U R 2R 2]
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CRE N s RO Y, BREE I R S5 VA A
(75) Case study

Hid: SR L.

Siox: Z AT AR

fA] FRL N FH BB TR 50 A R 2R ]

ZRa N RERSIEB AT SR, e SVAIE CHEAT ).

FEHHATTAILEARIAIL A

New words and expressions:

Advertorial, aerobic, alert, alternative, appropriate, bombard, buzz, collaborate,
controversial, argument, disagreement, disapproval, cosmetics endorse, episode,
exploit, extract, flash, friction, glamorous, harness, hoarding illustrate, informative,
in-house, inspiring, intangible, integral, intrusive, lounge mailshot, mature,
monotonous, nudity, offensive, on-demand, pitch, point-of-sale pop-up, predict, retain,
scarlet, scenario, sedan, skydiver, slim, slogan, statement storyboard, stuntman,
subliminal, target, trail, word-of-mouth

Business Terms:

advertising campaign, banner, free sample, lean-forward experience, publicity stunt,
shock tactics, subliminal advertising, teaser advertisement, unique selling points,
virtual advertising

Useful language for socializing:

On behalf of Alpha Advertising, I’d like to welcome you.

My name’s Marc Hayward.

Hi, everyone, I'm Marc Hayward. Good to see you all.

I’ve divided my presentation into three parts. Firstly, I’ll give you the background.
Secondly, I’ll discuss the media we plan to use. Finally, I’ll talk you through the
storyboard.

I’'m going to tell you about the ideas we’ve come up with for the ad campaign.
This morning, I’d like to outline the campaign concept we’ve developed for you.

My talk is in three parts. I’ll start with the background to the campaign, move on to
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the media we plan to use, and finish with the storyboard for the commercial.
If there’s anything you’re not clear about, feel free to stop me and ask any questions.

I’d be grateful if you could leave any questions to the end.

M, FEEL. HER

Ho: ARESS) SRR SSATL, SCE T IE A,

M HERA IR E AN, RIEIAT Sk (RSSES) MHTE (FF
SSHRAE) FR R 55 VA I .

SB/NEIT BT
— FEIHRMER
B E G NYERIELE, TR DB RN, BiR Rl 4
THEIERE ST, BRI 55 MR E AR

—. RENE
$—1 FA (Starting up)

— A

(—) Money quiz

(=) IR

5 7 B 45N (Vocabulary)

—. F %A (financial terms)

(—) JACFERC

(=) W& E X

(=) SERHHRZR]
—. BFE5Hhe

(—) Economic situation

%= B Wr /1 (Managing Investments)

=\ HENS

(—) Wrp§45kvi (Darrell Mercer, part 1)
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(=) 58k
L RS (5D

(—) Wrp§45kvi (Darrell Mercer, part 2)

(=) 5ERER
=L EE (5D

(—) Wri§45Kkvi (Darrell Mercer, part 3)

(=) 58k

VU B2 1(1) (An inspirational story)

. PR

(—) b L
. F% i (Kieran Prior: Glodman Sachs’s whizz-kid wheeler dealer)

(—) BB

(=) 58k

S5 FL7 7 45 IE(2) (Financial Reporting)

. P

(—) 75 : Which is the biggest retailer in China?
. BB (Wal-mart profits reach $13 bn)

(—) B3 E (Reading)

(=) FFRAIL

(=) S8R
=. BHEH

(—) ENHEKIZEER (How is the biggest retailer in China performing?)

N S HiRE (Dealing with figures )

—. BT HRERIAT R

(—) Years

(=) Decimals

(=) Fractions

(P4 Currencies

(1) Bigger Numbers
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N E LT
(—) Wri454x1% (Business in Brief)
(=) 58RER>]
5T RS B4 # (Case study)
—. H MWL Make Your Pitch
(—) F=pIHE
(=) AR BT AT Ul EE 3R
=R T
(—) SEMEGIWr 7]
(=) SRR SRS

=, ERMREEEREXK
(—) Starting up

Pd: A T Vocabulary B FTHIENE K FRIE .

e ARMIT KA

fET BN - RENS USR58 UM R 2R 2T

i N s P AR e R, S IR RIE A SR 55 A
(=) Managing Investments

Hid: 2 =TI,

Pl WTE R .

fa] N BEWTIERG 95T /0, JFRE e BUASR e B SR 255 .

LN s E R E) R, B IR RIE A SR 55 N A
(=) An inspirational story

Pid: PR SCRTE

Piex: HIUTEIEL.

faT BN BE P EEAH R 95 0CEE,  JFAe U8 SR e B SR 2520 .

i N s AR E R, S IR A SR 55 N2
(JY) Wal-mart profits reach $13 bn

Wid: H LR E .

gz R LEIE.

fa] BN BE P EEAH R 95 0CEE,  JFAe U8 SR e B SR 2520 .
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Zra N B EC A ) R, ReE IR R A KR SN
(11) Dealing with figures

Hid: HNTH AR

ez HENTIINT FI0 A .

fal F N s REOS B AAGRHE E A R 2R~

Zra N s P RO e Y, BRI R 45T .
(75) Case study

Wid: EB-Er AAIE .

g BB EIA R

fal HL N s REOS B AR 8 A R 2R~

e B LR AT RG], e S5 IE (R .

BRI R RIBILE

New words and expressions:

acquisition, analyst, approximately, bankrupt, beat, bid, charity, derivative, dividend
emerging, entrepreneur, equity, frenetic, future, hurly-burly impair, interim, invest,
morally, ongoing, option, overdraft, perceptive, pitch profile, return, rumour, sculpture,
securities, sheer, specialization, stake, stock supercentre, trader transaction,
twentysomething, tycoon, upgrade, volatility, wrinkle

Business Terms:

annual turnover, bail out, bank statement, bear market, blue-chip stock, budget
supermarket, comparable (store) sales, constant currency, credit crunch, discount
store, operating income, early cycle equity, emerging market, hedge fund, index-
linked securities, into the red, precious metal, stock market, strong dollar, stock
market, strong dollar, thrive on, wheeler dealer, whizz kid

Useful language for dealing with figures:
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YEARS DECIMALS

1984 nineteen eighty-four 16.5  sixteen point five
2012 two thousand and twelve 17.38% seventeen point three eight per
or twenty twelve cent
0.185. (nought /zero) point one eight five
CURRENCIES
£3.15 three pounds fifteen FRACTIONS
$7.80 seven dollars eighty 1/s a quarter 1/2 a half

€250 two hundred and fifty euros

2 i 3 th
¥125 one hundred and twenty-five yuan i i s o el

BIGGER NUMBERS

3,560 three thousand five hundred and sixty (BrE)
three thousand five hundred sixty (AmE)

598, 347 five hundred and ninety-eight thousand, three hundred and forty-seven (Brt
five hundred ninety-eight thousand, three hundred forty-seven (AmE)

1,300,402 one million three hundred thousand, four hundred and two (BrE)
one million three hundred thousand, four hundred two (AmE)
im one / a million (1,000,000)
3bn three billion (3,000,000,000)
$7.5bn seven point five billion dollars
€478m four hundred and seventy-eight million euros (BrE)
four hundred seventy-eight million euros (AmE)

If you don’t specify an exact amount, a plural is used.
It cost thousands of dollars. They spent millions of euros.

M., FEEL ER

H s ARSI, R 55 SCE P IHE AR,

MR BEIRA R 55 KA BRI S5 R0 RAEHEAT H Sk (BBt 7 EHERH/
) AT CR S5 MBAE) H R 55V I

SB-HETT 3k
— FEIHRMER
BT 555 SRR, T REs AL RN TR ST N L E 2, A
RS SRR, IR S5E 3 BB AL R RE -

= REANE
H— A (Starting up)
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. B ER

(—) S E X
() B,

DR UNGIE R A =]
2) AR EE S SRIZR ]
79 B4 Wr /1 (Cultural Differences)
= BEW )
(—) Wrg45Kkvj (Jeff Toms, part 1)
(=) 58k
L RS (5D
(—) Wrpg45kvi (Jeff Toms, part 2)
(=) 5ERER
=L EE (5D
(—) WrEigKii (Jeff Toms, part 3)
(=) 58k
5 =7 B 45 (Vocabulary)
—. AREE (Idioms)
(—) WA R 2R
(=) BEWin
SVUH 745 1i2(1) (Culture Shock)
—. [ (Standard Bank overcomes culture shock)
() Baisems 55 35
(=) 58k
ST BS5 R 1E(2) (Living and Working abroad)
. P
(—) B3 XTI AR A0 1) A8
. F% B (Moving experiences)
(—) i3 E (Reading)
(=) 58k
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=, EEG
—) L FIEHN TAEAE TR AT — e il
SN S5 HRE (Social English)

oy

—. HSHTRE
—) W J 3
. SR
—) HSAZ GG
=) W 1%k
=) FSSA RS g
5T RS ZE B4 (Case study)
—. W5 EBIiE: Business Culture Briefing
(—) ZF=OIHE
(=) Wr 7y PR fw
T RS EEI
(—) SERA R B 95 AT 5%
(=) FERUHRE S5t B

N

N N/

=, BRAMRRSHRER
(—) Starting up
Wid: B R AR
Yiex: HRE M S
RN s REE B AR 58 A R 2R >
Zra N s PR e) R, GRS IR A R 55 N
(=) Cultural Differences
Pid: BB AT R
e B HHIT IR
AN . BERRARAH R S5 W 70, JFRENS AR 58 UM R 4R 2]
Zra N s TR e Y, BERE IR A K 55 N
(=) Idioms

HIC: 55 =R
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Wlox: AT INE.

RN s REE B AR 58 A R 2R >

Zra N B C A ) R, ReS IR R IR KR SN
(JU) Culture Shock

Wid: FB P AR SR

gz P E IR

TN . BEDRRAH R 4530, JFRENS AR 58 U R 4R 2]

LN B C A ) R, ReS IR R IA A KR SN
(11> Living and Working abroad

Hid: H I AR

Plex: HITEIEL.

TN . BEDRRAH R 4530, JFRENS UMb 58 U R 4R 2]

LN B C A ) R, ReS IR R A KR SN
(7%) Social English

Wid: BN A .

o AREFAAZE

R EL N s RE S B AR 58 A R 2R >

Zra N s RO A Y, BRI R 451 .
(-5 Case study

Wid: ZB-E P AAIE .

i ZBI T EIA R

RN s REE B AR 58 A R 2R >

e B LM RG], SERE S5IE (R

FLBITHEIL ARIEILE

New words and expressions:

Activist, assignment, bilingual, briefing, childcare, consultancy, counterpart, cuisine,
diplomatic, effectively, emigrate, engage, etiquette, excursion, expatriate, harmonise,
inappropriate, irritating, make-up, manifestation, maximise, metropolitan, oddity,
plumber, punctuality, spouse, status, supplier, tolerant, torment, transfer,
underestimate, horizontal school

Business Terms:
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Body language, come by, culture shock, cultural awareness, small talk
Useful language for business social talks:

So where did you go on holiday, then?

We went to Italy this year.

Did you have a good time?

Yes, it was great!

And which part of Italy did you go to?

We rented a villa in Sicily.

I’ve been to Sicily — Taormina. I really enjoyed it. What did you think of it?
Yes, I thought it was wonderful — the scenery is so beautiful.

Yes, it’s a marvelous place. We want to go back next to Italy next year. So ... how’s it
going at work?

We’re really busy.

That’s really good, isn’t it?

Yes, it’s better that way!

M, FEEL. HER
e B ORISR S5, R 55 SCE R A R
AR ST RS SRR RAGEEHAT DR (R 55 B8 PED - AR 5594

=

B\ NS1BR
— FIHRAER
PEE RN RIEAIRRIE, 7RI Ss LoD IR, 1 AN R E =
AL AEIRZE 57, AR AR SRR IR B 5 Ty, B4R A RIS s A IR S
fE.

= REAF
$—1 FA (Starting up)
— REAP I EZERER
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(= FPAR R B 3R]
() PRI A
56 7 B85 (Vocabulary)

—. F45AEIC (Employ the right people)

(—) IACIEAS

(=) SERUHRZRS

= BIS5 (1) (Women at work)

. R ST EE

(—) DI CE (Article A & B)

(=) 5ERER

VYT 7§45 12(2) (Human Capital planning)

. PR

(—) M7%: What is the best way of finding?
. B4 TAEE (The right people for the right jobs)

(—) i3 E (Reading)

(=) Fg i

(=) 5B
—=. HFEH

(—) NJTEPFEHIBCE (What are the arrangements for human capital planning in
your organization?)

ST H 95U ) (Finding a job)

=\ HENS

(—) WrEi gk (Carys Owen, part 1)

(=) 58
TN RSN (2D

(—) WrR§45Kkvi (Carys Owen, part 2)

(=) 58k
=L HSh N (5D

(—) WrE45Kij (Carys Owen, part 3)
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(=) SEMER>]
SN BS5HAE (Getting information on the telephone)

—. B%IT

(—) Wi HiE (Cindy Tan)

(=) SEMZR>]
. S HIEERE

(—) BHIRFKI]

(=) HmfE R

(=) BAEER

(YD KB R

(1) g

5T RS E 5 H (Case study)

. TS EBINL: Fast fitness

(—) ZbT 5

() PP fEE A
. HS R

(—) SEREEBIWT ]

(=) SERUHR K H R BB 5 VR 55

=, BRAMRRSHRER
(—) Starting up
Pd: A T Vocabulary HIFTHIENE K FRIE .
gy H RIS EARRE .
TRT RN FH BB A LA 58 A R 25 2 -
CRE N B PRI A B, REAE IR R A KR 55 N

() Women at work

WHid: B = IIAEN
g B EATCEIES.
fE BN RENTIEE R S5 /0, IR RERS B ASR I SE AR R 25 2T .
CRE N B PR B, BEAE IR R IR KR 55 N
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(=) Human capital planning

WHid: SIS .

iz HIWLEIEL.

faT BN REPRTEAR DGR 5500, IFREME AR 58 AR R R > .

LR N s PR AT A, e IR RIA A SR ST N A
(JU) Finding a job

Wid: ST AN

Qe BRI TN

fET PN REWT AR SRR ST AR, P REWSBOAGRIb 5E A R R > .

LR N s PR AT A, e IR RIA A SR ST N A
(1) Getting information on the telephone

Wid: SN

o NI IR

f BN s BEAS A 58 B R R >

i N iz P RN A R, BENS I R 55 VA .
(73) Case study

Wik BT &R,

Yoz ROIDHTRIAEL.

f BN s BEAS A 8 B R R >

ZRANH: REVS LW AT RG], SERRE STVAIE G,

B\ BITHEC ARIEILE

New words and expressions:

Adaptable, aerobics, affirm, analytical, appoint, articulate, assemble, assertive,
astrological, attribute, authoritative, conservative, coordinate, corporate, delegate,
desirable, dietician, differentiated, dynamic, factor, fitness, flair, flock, fulfill,
gymnasium, hit, immigrant, incompetence, karate, knowledge-intensive, legislature,
liaise, methodical, overwhelmingly, post, premise, prioritize, reference, renew, retailer,
rigorously, scarce, shortlist, showroom, sleek, specification, speculatively, stark,
strategic, temporary, unappealing, underemployment, vacancy

Business terms:
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Application form, benefits package, blood group, covering letter, curricum vitae (CV),
first aid, interview panel, leisure club, marital status, martial art, probationary period,
psychometric test, square pegs in round holes, track record, vocational training
Useful language for business calls:

Good morning, my name’s Lisa Mann.

Hello, Ben speaking.

I’'m calling about ...

The reason I'm calling is ...

I was wondering if you could give me ...?

Could you tell me ...?

I’d also like to know ...

Could I ask you ...?

Just to get this clear ...

There’s just one other thing, I’d like to check ...

Are you saying ...?

Certainly, what do you need to know?

No, don’t worry.

I look forward to getting it.

That’s correct.

Good luck.

OK, I think that’s everything.

Right, I think that’s all I need to know.

MO, KEER. R

A THESSEA R 55 R 55 SCE A I HE A AL

A FERA RN DB E BN SRR, REHT Ok (RS HIE) M
o (RS IR [T 557438 .

BT HERT
— I HHMER
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T B RS 5 SN B R, AR EBE SN, TR E bR
TR B, BEARAR OGRS, AR S5 UM IS e A

—. REAE
F—1 FA (Starting up)
—. Ebrmity

() F K E Fr 5 B2 FlOW

(=) MR [ R K i K B 52

56 7 551 (Vocabulary)

—. Free trade

(—) EX

(=) Wr /i EEfR

(=) BHETie

BB =7 45 MiE(1) (WeChat in New Zealand)

—. [ (New Zealand’s Auckland launches Wechat program to attract Chinese
visitors)

(—) R 55LE

(=) 5EMZR>

SEVUTT P45 12(2) (Business-to-business e-commerce )

. PR

(—) HZ: How important is e-commerce in China?
. HSS B (Alibaba)

(—) i3 E (Reading)

(=) 5EMZR>
=. BEFEH

(—) TLERMZE /Ml R L2

A FHS5Wr /1 (Training for Negotiating)

=y BEI )

(—) WrEi%5KV5 (Andy Simmons, part 1)
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(=) 58k
L RS (5D
(—) WrEi%5 K5 (Andy Simmons, part 2)
(=) 5ERER
=L EE (5D
(—) Wri45 KV (Andy Simmons, part 3)
(=) 58k
N RIS HIRE (Negotiating)
—. HSIRAITIRE
(=) RABAUIN Zx
(=) 58k
. HSIRA
(—) Wr %>
(=) M RANAE
ST B =B (Case study)
—. K EWIIiE: Pampas Leather Company
(—) Z=HE 5
T ISR
(—) [ information files

() SERUAHK T 55 R 1F 5 1

=, ERMREEEREXK
(—) Starting up

Wid: B WA AR

Yo ARERTIHE.

AT BN - RENS USR58 UM R SR 2T

LN P E R E) R, B IR A A SR 55 N A
(=) WeChat in New Zealand

PHIC: =T AERE .

gy HETLEIED.
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faT BN REBRITEAT ORI 55 30, IR RENE BRI 5 AT R SR >

L N s P R A A Y, e IR RIA A SR ST N A .
(=) Alibaba

WHid: SIS .

Yo BT LEIEL,

faT BN . REPRITEAT ORI 55 30, IR RENE BRI 5 AT R SR >

LR N s PR AT A Y, e IR B RIA A SR ST N A
(JU) Training for Negotiating

Wid: ST

iz BT AR,

(AT FNF : REWT ISR 95 A, JFRENS AR 52 A R 2R > o

L N s PR AT A Y, e IR B RIA A SRR ST N A .
(1) Negotiating

Wik NP &R,

o AREFIRAE

fE] AN BEME BRI 58 B R 2R 2]

i N iz P RN A Y, BENS I R 55 VA .
(73) Case study

Wik H-EH P &R,

Yoz ROIDHTRIAEL.

fE] SN BENE BRI 58 B R 2R 2]

ZRENH: REVS LW AT RG], SERRE STVAIE R,

BRI HETC ARIEILE

New words and expressions:

Accessory, agent, authentic, compliment, concession, consult, contingent, cutting-
edge, damage, delivery, demand, deregulation, distributor, dumping, embedded,
enterprise, exceed, exclusive, exploit, garner, institution, leading, liberalize, loan,
peer-to-peer, personalized, platform, poverty, rapport, reliant, restriction, signal,
shipment, subsidize, tactic, tariff, unemployment, up-to-the-minute, win-win

Business Terms:
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Comply with, delivery date, financial crisis, free port, free trade, head office, kick off,
list price, open border, quality control, trading bloc

Useful language for business negotiations:

We’d like to reach a deal with you today.

Right, let’s try to get 10% off their list prices.

Can you tell me a little about ...?

What do you have in mind?

If you order now, we’ll give you a discount.

We’d be prepared to offer you a better price if you increased your order.
What do you mean?

Have I got this right?

If I understand you correctly, ...

You mean, if we ordered ..., would ...?

Are you saying ...?

I’m not sure about that.

That’s more than we usually offer.

That would be difficult for us.

Sounds a good idea to me.

As long as we ...

Good, we agree on price, quantity, discounts

MO, KEER. R

s FEARE PRI S OGS AT R 55 SCE R A E AR

AE: FEIRIT 0 bR BRI B 55 FAR s REEEAT 1Sk (R S5 RFD
IR LTTINQEE S SE DI =R Rlap i

B EIT mERE
— FEIHRMER
TRV IEEM S, B MAL SRR E RN, R S5 A O,

o
[aYay
o
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=, REAE
F—1 FA (Starting up)
—. FDLIERE

(—) BHEWL: AEEREATA

57 B 45N (Vocabulary)

— . Right or wrong

(—) WA

(=D Wy B fg

(=) BHEvHe
=9 B4 #15(1) (The ethics of resume writing)
—. 1% (The ethics of resume writing)

() PBER %5 LE

(=) 5EMZR>

SEVUTT P95 B 132(2) (Ethical CVs)

. [

(—) 7% Is it reasonable for employers to use searching engines to check the
information in job application CVs?
. F% L (Beware the risky business of Resume fraud)

(—) i3 E (Reading)

(=) 58k
=, HEH

(—) How much should employers take account of different aspects when
considering sb. for a job?

I B Wr 71 (Helping environmental research)

=y BE )

(—) WrEi45Kk1 (David Hillyard, part 1)

(=) 5EMZR>
L RSN (5D

43



(—) WriE 45K (David Hillyard, part 2)
(=) SERER
=L HEW (5
(—) WFR45KV; (David Hillyard, part 3)
(=) SEMZR>]

S5 45 HAE (Considering Options)
—. B THEERE
(—) Wr 3 fi#
(=) SEMER>]
T SRR
(—) Wr %>
() RS RA

ST RSB0 (Case study)

—. S ZEBIEE: Principles of Profit
(—) ZhIH 5
. HS R
(—) 1% Agenda
() SERUAH IR 55 W 1F 5 1F

=, ERMRESEREK
(—) Starting up
Wid: B S PAIEIE A AR I
Pl ARENIEERES
fET BN - RENS AR 58 UM R 2R 2]
i N P E R E R, BN IR A A SR S5 N A
(=) The ethics of resume writing
Wi &=,
Figr: H=FCEIE L,
faT BN REPRTRAR ORI 5500, IFREME AR 58 AR R R > .
LN s PR R E) R, S IR A A SR 55 N A
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(=) Ethical CVS

Wik BB R

iz HIWLEIEL.

fj BN e REPAITEAROCT 95 SCE, I RENE BLAAER I SE A OG5 ]

LR N s PR AT A, e IR RIA A SR ST N A
(JU) Helping environmental research

Wid: ST AN

Qe BRI TN

AT EANI . REMTIE RIS WA, JFRENS ORI 5 A R 2R >

LR N s PR AT A, e IR RIA A SR ST N A
(1) Considering Options

Wid: S NI KR

Wiz HRESTIRER

f BN s BEAS A 58 B R R >

i N iz P RN A R, BENS I R 55 VA .
(73) Case study

Wik BT &R,

iz BT IIRTEL

f BN s BEAS A 8 B R R >

ZRANH: REVS LW AT RG], SERRE STVAIE G,

F+HITEICARIEILE

New words and expressions:

assumption, circulate, counterfeit, counsellor, collaboration, deliberate, deposit,
dilemma, dispose, distorted, embellish, espionage, ethics, fake, fraud, inflate,
justification, launder, morality, nepotism, unethical

Business Terms:

carry weight, civil servant, close up, dress up, estate agent, sell sb./yourself short
Useful language for business negotiations:

The problem is, he’s a really good salesman.

The way I see it is he doesn’t like rules.
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So, what are our options?

There are (two/ several) ways we could deal with this.
If we do that, he may come to his senses.

One consequence could be that he gives in his resignation.
Let’s look at it from another angle.

Let’s consider another approach.

Why don’t we deal with it in a different way?

I’'m with you up to a point, but it may not work.

You could be right, but it’s a risky strategy.

The best way to deal with the problem is to talk to him.
Let’s see if we can sort this out.

I’ll arrange for Tom to meet us.

The next thing to do is fix up a meeting.

M, FEEL. HER
H e FEAR VIR SR ST R S SR R AR

MRl FEIRENEEA RME SR, ROk (S MAhm

(R AR 55748 o
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=8 ARV 5 THRER

— RTHZBERH U

FIR BGPTSR, SIS R A P AT R S5
T RSN A) A, REERERSC, AHORWT I3 M DL R S S S Tt
(I SVEEN=

= KT BEFEEMRIR

1. fREHHM

(AR %068 GE=MO) (ZREEFE3), MR Fm. FHEFEm, &
FHE WA, 2020.5

2. ZEHEM

(S TUBLEOHIE 2 0 FM), T Egm, LIMEHE KA,
2020.4

=. BEFERS

1. NP S SRR S Hh . X2 AR AR ERANAT I, 725G
PRI SEAL FINF 2SI, KRG S ERIRAME S

2. ARURFEWS R 16 55 S SR A B T R B L S5 I R e, AR R G
SRS b B SRR RO IR H R R

3. SFAENINHE RN, HEEEL, R NEERIRENES, 52
HEZE, Rl A A LI BULE.

4. GRAMRE EERN VIR AEMEE A ERNNMABES, NI g5
KA T2AEERRCN EERRNSE . 165 B MR X T 55
T AN DLEE B R IR AR, JF DA S B RERE ) .

5. PERZEZR EJT BN (CRET7 5551l SRR B w] DL T4 B2
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0. XiikSBhaE I ER

1. A8 N A RRE R VE S i B EOR, ARIEA KL E R FE Y
BN s, TR EBM RN, X B RN AT U5 00
T, Sl RMATERIEFR Y 07, Pk B SR R ], AR AL B
IR

2. EIEHAERARE S MBEEAFIRFE M REI IR R, 5571515 BN
R R AR R IR AL AR L 2 BT AR o S 1] 8L A RE

3. BEIEFACBE G RAR R ARRERIRICIEM SRR VEIR 98, WA
Z; BB a 2R, Bl . A B MARYEX TR AT 1
AR, RS H YR E R ARG B, EREAITIREABE K
Hbro £ 24 3 A6 Al E, 58 B r B0 R EL R A, B Al 3 AT S —
AN &k .

fi. RTHBR@BRETHE

1. AR R, SRS A KPHUE FRAE B R B AR, SRl
FIRNAEMHZER, ANEALEY KN RVEH, B e bR i 2
Ko AR T FrpE B A% 2R T & SR R EB R B A 2, #oM s+
—. THITAMEFB IR,

2. WRENHESZ R ESR B A HE . W AN [ B 72 VB SR (1 43 $ L gsi) —
e IRl 20%, 8o 30%, AR G 30%, ZRE N 20%.

3. AURFRRE M SRR ROE o B3RS AN R P U 2 B L
i 20%, 5 30%, B 30%, M 20%.

4. AELNBHIHAEHZR, HilntE2 150 4480, 60 504 Kk .

5. JREEA 7> . Spot Dictation, Listening Comprehension, Reading
Comprehension, Business Terms Translation, Business Email Writing. -7} i
(K E AR RE S AR %

6. Fiki R R r B A N ER Bk . 2B Sy MG, AR
At o
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fifs. AERIZE)

—. Spot Dictation:

Direction: In this section, you will hear a short passage about small talks. Listen and
write down the MISSING WORDS in the space provided. You will hear the tape
TWICE.

When they first meet another person, Americans use a kind of conversation they call
small talk. The most common topic of small talk is the 1 ; another very
common one is the speakers’ current 2 ---the room or building they are in,
the sidewalk where they are standing, etc. Later, Americans may talk about
3 they have both had, such as watching a particular TV program, going to
Florida, or eating at a particular restaurant.

—_. Listening Comprehension:
Direction: In this section, you will hear a telephone call. Listen to it and answer the
following questions. You will hear the passage TWICE.
1. Why is the man calling?

a. to enquire about the flight

b. to check the ticket

c. to confirm the flight
2. What is the destination of the trip?

a. Hong Kong

b. New York

c. Kennedy airport

—. Reading Comprehension

As a manager in the service industry sector, I’ve looked at hundreds of CVs in my
time. They are not necessarily the bland documents some bosses might think they are!
They are full of little pointers towards individuals personalities and suitability for the
job. The first thing I always look at is an applicant’s employment record. I check for
continuity and stability. If somebody has a long list of previous jobs, all of varying
length, alarm bells start ringing. Rather than an irregular route from job to job, what I
hope to see is stable career progression. What does their career path look like - is it all
steps forward, or are there a lot of sideways moves? And I am always pleased to find a
family person with children, because in my experience they tend to be responsible and
reliable.

I never rely on CVs alone. We get applicants to fill in one of our own application
forms. We ask why they’ve applied, what their aspirations and personal goals are, and
also about their interests and hobbies and any clubs they belong to. That gives you a
useful insight into their personality and lifestyle. The application form also enables us
to test how much people have actually been progressing in their careers, because we
ask for details of the salaries they have received for each job.

It’s always worth looking at CVs and designing application forms with great care.
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Taking on employees might be rewarding, but it is also a big investment for any
business. Mistakes in choosing staff can cost companies dear, so it makes sense to
spend time ensuring you get the right person.
Choose the best answers to the questions below.
1. What fact does the writer hope to learn from applicants CVs?
A .that they have experience of many different jobs
B.that their careers have developed steadily
C.the opinion their employers had of them
D.whether they are married or single
2. The writer says the application form is useful because it
A. reveals something of the applicant’s character.
B. gives information about the applicant s family.
C. explains what skills the applicant has for the job.
D. shows how much the applicant wants to earn.
3. According to the writer, why are CVs and application forms so important?
A. Interviewing people is an expensive process.
B. They indicate whether applicants really want the job.
C. They indicate whether applicants are efficient or not.
D. Employing the wrong people can be disastrous.

V0. Business Terms Translation
1) financial crisis
2) free trade

3) head office

4) product lifecycle
5) market leader
6) HHi

7) 7l RAT

8) FE

9) BEHE]

10) B HLE

1.+ Business Email Writing:

Write an offer Email to Mr. Joseph Green and include following details.
1. I8 AP AL A XA 8 B 1 A IR AR

2. TAFJT AR I a], (Al EIC ik TAE

3R R, W 75 HiflEl g

4. WG AR e 1R R IR AR AT

Subject : Job Offer --- Joseph Green

Dear Mr. Green
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=, GHXRRENRKREXH
(RSB TEE) BRI BIRIE R JOE T L TR Mo R
MV IRAE, 0 gl 559t ) (RIS aeifi DiR) S5 5 A RS VIR

M. RENERSHER

AURIE ) AR 45 5 1s FH 9ETETE 5 BOREA 2 5 2 AU B JR, fE m Ik
FEbR, WRI\AFRBIEF G5, BHE LV RTE ST BimaE, WAES
JSEF S 6 T 55 KRR ST AL 72 S5t FA B
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1.
2.
3.
4.
5.

—_—

B_E REABTSHEZ BT

B—E REEEMR
3 HHAER
WA AT, SR TR
7 55 B AR R ThRE -

AR BRI C ARt
AR 55 B AR RS 2 b AN
T S5 TR T

REAE

Functions of business writing

Six C’s-criteria and techniques for effective business writing
More criteria and techniques for effective business writing
Approaches to organizing business writing

Sample contrast

ERARREEHRER

Wid: w5 SN 6C britt.

o AR FEER 6C bt G ERT.
faf BN ds S BT KA A BIEN R
ERENH]: PR 6C AriESEIFAE S ErP L.

AEER. R
B AR S TARIARE, 755 B AR PRI AE I .
AE R WSR3 T 55 S AR bR e T S bR dE

R ASERNSHERK
3] H BRIESR

H
WAL AT, SEAEN T
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1. FSERIEN.
2. RS RIRHE
3. EFHhhERS

—. REAF

1. Structure of business letters
2. Styles of business letters

3. Envelope addressing
4

Sample analysis

=, FBRARESERER
Wid: RIS ERIEEN, S0 N EMER.
1. Letterhead
2. Date
3. Inside address
4. Attention line
5. Salutation
6. Subject line
7. Body
8. Complimentary close
9. Signature
10. Reference initials
11. Enclosure (on attachment)
12. Copy notation
iz TSR R R F AR AR 2, 5 S AR
oy B 32 A 3 R 1 % 2 5 e 5515 R
LR N A GG AT 5515 B S ATE XU

M, FEEL. HER
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2. IR RN EEERANES R
3. EEGRMMIAIL SR,

—. REAF

1. Introduction

2. Sample analysis
3. Sample contrast
4

Useful patterns and sentences

= ERARRSERER

Wid: A RUEA R R )AL,

Inquiries

1. Could/Will you please...?

You have previously supplied us with cotton piece goods. Could you please now
quote for the supply of the items listed on the enclosed form?

5t 7 B BT IR AR ULAT, RIS SR AL I =A% LA SR AR

Will you please quote prices inclusive of transportation and insurance, and
inform us of the delivery time?

T 5t 7 SR AL GRS AT ORI 7E Y AR A, I s BRI 1]

2. We are interested in...

Please send us your keenest quotation for snooker tables. We are interested in
purchasing them, but we need to have further details of the costs before making a final

decision.
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TR BT B ERE R IR ar 4 307 . T APGEN K, HREFE DT
A RO M IR DL 4 REAE Hh 8 Jim TR E

3. We intend to...

We intend to purchase two Sony TV sets before the end of the fiscal year, and we
should appreciate your offering us the best price.

WA BAERYFERE LRSI, #OE 5Tk BRI

4. Please inform of...

Please inform of your best delivery dates and the terms of payment. We would
like to pay on the usual trade terms, i.e. cash 30 days after bank statement received.

Vi i AR TT 51 07 T A BN SO O e 7 TR R R IRE R B 5 5 5%
AT, RIS RERAT S5 555 30 RATK.

We are in the market for...We are in the market for household linen and shall be
glad to receive your best possible quotation, indicating origin, detailed specifications,
packing and quantity available.

PRI ZBE H A, WS o3 7 R R i s o 2, IR0 B Jsl = s o
TEAAUA . AT (B SE, RE AN RREL

Replies

1. We acknowledge with thanks the receipt of...

We acknowledge with thanks the receipt of your letter dated May 12 and send
you an illustrated catalog of our cotton piece goods.

TR TTT 5 0 12 HReg, BLa _E— 307 MR UL AT B4 B H 5k .

2. We are submitting our quotation therefore in...

As requested, we are submitting our quotation therefore in triplicate and shall
appreciate your placing the order with us as early as possible.

PLot 5 R, R BRI B =, SR AT, R AN
o

3. We are certain...

You will find on Page 10 of the catalog enclosed that we offer exactly the type of
goods you require. We can offer a further 5% discount on sales over $10.000which we

are certain will make our products impossible to resist.
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R IR I H 356 10 T AR IE R PR ™ e X1 1 7338t b
HIAT B ATTIETT AZE T 5% 0. AT 245 X et B 2 307 17wl
51770

4. ...detail...

Enclosed is our new price list and latest catalog in which Page 9 details the

unique features of our products.

PR B 2 OB U H B Sl H o, P o TUPEAR 4 1 3T A KRy
.
iz WERESCRIHE K, IR ESR AT
T BN AR SEOMTR b o, 38 AT [ 523 IRV AN ) Y
EREN . ARYETS 5515 PR B AEZR, 2 Mt % 2358 5 360y e A ] A2

MO, KEER. R
o WRAEE R NENSIEZ A
M ZREIE IR 5515 BR HOAR 2R ZE SR 48 5 & Ah AN ] PO 28 (0 30 £ A0 1] 52

BNE TREHIAR
— FEIHRMER
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3. EEAGRMMIAIL SR,

—. REAF

1. Introduction

2. Sample analysis
3. Sample contrast

4. Useful patterns and sentences
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=, ERARRSERER

Hid: HXREA SR8,

About orders

1. As to a trial order, we are delighted to give you a small order for 150 sets of
your air conditioners AC/106. Please note that the goods are to be supplied in
accordance with your samples.

TEONGAT R, BOTIRE e N BT BT FEAR AC/106 5251 150 5. 15
RIS — 2

2. Thank you very much for your letter of April 2 with a catalog and price list.
We have chosen six assortments. Please take pleasure in enclosing our Order No. 123.

BT 4 2 HEEA 75 A s i BRZ KR e, 07 CRE IR /N
B, JRBERR P E2E 123 ST H, EEIL.

3. We are pleased to receive your prompt reply to our inquiry dated August 10
about the canned food and hereby place an order with you as per our purchase order
enclosed.

R R 52770 307 8 H 10 A RmERE & i Bl & 2, HFbm) 517517
B, Vi AR BE o8 I _E RO TT 98

4. Although prevailing prices are somewhat higher, in view of our long-standing
relationship we are prepared to accept the order on the same terms as before.

BT KRER, BRI HNBATRT, HIIT 2% AT R S
LIIES G RSN Y QA

5. We are pleased by your prompt reply to our inquiry about the captioned
commodity and now wish to order from you as per our purchase order enclosed.

R 1R % 53 77 0T F 7 A8 b A BT 0 7 et A BRI B, AR R AT )
BT

About opening L/C

1. We find your terms satisfactory, and look forward to receiving the above-
mentioned goods within one month of your receipt of this order. Payment, as usual,

will made by irrevocable Letter of Credit.
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PTTARW R DT TR 2630, 18 B AE ST IR AT s — N H 2 A RELE
PR BB o IR FASHB P AN AT SR 5 P IEAS 3K

2. As we are in an urgent need of the commodity for the coming sales season,
please fax your acceptance, upon receipt of which, we will open an irrevocable L/C
through Bank of China.

BT BT R, AT HF UM, EITR 2T SR et 1 2
PAb. fpibez)a, FOPRIEE H EIRAT T BAS AR HE .

About stock information

1. With regard to stock lines, we are enclosing a list for your information. Should
you be interested in any of these, please let us know your requirements, stating
quantity, style and size.

DLRE bR B B AR 2 A BB B DAL S 25 AT AR AT 7 i, 33 o I 5 B
R . SRR .

2. We regret that, owing to a shortage of stocks, we are unable to fill your order.
We will, however, contact you by fax once supply improves.

RIS B B, R BEHERL 5t 2 7] B il 77 i, RSO, — BLBLRIG O 2
B, BATR LB A

3. We would be grateful if you could arrange early shipment of this order as we
are in urgent need of the goods. If the goods are not available from stock, we would
appreciate it if you could advise us, with full particulars of the specifications, of
replacement goods.

N5 R R et BT i, DONIRIEZ S, AR ERR T . ST A
HRMAEDE, BAFEUTAT B A SR

e SITEARBAIR. REMRATT, RIS REE 25

faTFN T I PR R LT L RAS ORI N 2, AN R DL AR T 3o

EREMH]: MRAET 5515 R SRR, $2 MR A 1M U 5 1T W pR A A
PRl o

M, FEEL. HER
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1. Introduction

2. Sample analysis
3. Sample contrast
4

Useful patterns and sentences

=, FBRARESERER

Hid: HXREA SR8,

Providing information about delivery of goods

1. Thank you for the receipt of your L/C No. Mc-189. We are pleased to advise
you that your order has been shipped on board of Liner Gallantry which is scheduled
to sail.

S D3 7 SRt Mce-189 ‘S5 FIE. TR My XMl 2051 5 T i~ s B
P beRHCTRR, iDL

2. Thanks for your letter of April 6 requesting earlier delivery of goods under
your purchase contract...

IRTEMIEITT 4 H 6 HeRif ... RIGE R R Rtz —=H.

3. Next week we shall have a consignment of 20 cases ready to be sent to our

customer in Manchester.
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NEBTTRAT 20 R TRl s gs S AR .

4. Please deliver/forward the goods cases/bales by air freight / by the next
container ship / by the first available vessel / by rail / by refrigerated van / by
container truck to...

WG A A R AR R AR B, I A A — B R /A — L B
RGP T I DR RIS AT

Packing information

1. The goods will be packed in... cartons, each measuring about... X ... X ... cm
and weighing about... kg.

TR ey IR, BRI x xR, L T

2. Please ensure that the goods are well packed / that instructions are strictly
observed /that the goods are not stored in the open.

T A TR DT B SE o /P AR R R AR A R P B AN B R A AT

Information about terms of payment

1. Please deliver/forward the goods at the best possible rates /on the terms agreed
upon/according to our instructions of.

AR DA SR DIE AV 3R A2 OB WU R 26 AR AR 37 . I FE 7R 3 A R it
U7/

2. As arranged we would ask you to open an irrevocable Letter of Credit in our
favor and shall hand over shipping documents against acceptance of our draft.

LMY€, FITEOR ST R AR TT a3 B AN TR0 5 RTIE, IR 303
18 B IR 7R LI SR

3. In view of the small amount of this transaction, we are prepared to accept
payment by D/P at sight for value of the goods shipped.

BT MWIRA G BN, BT R R s b v i R A s 5

4. In keeping with our usual terms of payment we have drawn on you at 60 days
and passed the draft and shipping documents to our banker.

NEEITTBUEATR A REE B, BT 2SR 60 RIZHHEE, o
RIS I s B AT BTTRAT

Shipping information
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1. We enclose your shipping instructions form, duly completed, together with

commercial invoice in triplicate and certificate of origin.

7 B8 R 4% 515 BORIHE BRI R R — A= Rk R ZE
HuAEF o

2. If there is any likelihood of delay we would prefer to have the goods sent by
air.

M PUEM R R A RE, 7 BB IE M.

3. As there is no direct sailing from Dalian to your port in June, it is imperative
for you to delete the clause “by direct steamer” and insert the wording ‘“Partial
shipment and transshipment are allowed.”

T RERISTHE 6 A BB, 517 BIZIR & R el id Bk e
s i sk MR, AN o VR iR A A o

4. Owing to the late arrival of the steamer on which we have booked space, we
would appreciate your extending the shipment date and validity of your L/C No.4578
to January 28 and February 14 respectively.

TR ITITAE I B M 2, 7 A B SR AR IS AN 5y 4578 515 FIERY
AR HFERKZE T H 28 HM2 H 14 H.

5. The shipment covered by your Letter of Credit No. 469 has been ready for
quite some time, but the amendment advice has not arrived yet, now an extension of
15days is required.

T 507 469 S{EHIE N BV REFHER O %, HE2H T ESE MM
RIKIE, FLEE H 7 EAE 5 15 K.

iy SIRIEA R, RIEMRETT, S RER IR,
faj BN s B RS AN, AR S EE AL

EREN L ARAER 5515 R B AR ZOR, IR R 5 ARz M

M, FEEL. HER
B RIS . AR EEE S
MR ZREIE IR 5515 o8 B RS ZURTXURS B85 25 R AN [R] Y 2 1) 2408 b
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Useful patterns and sentences

=, BRARREERER

Wid: AR S A7

Opening an L/C by the buyers

1. The buyers shall open through a bank acceptable to the sellers an irrevocable
sight Letter of Credit to reach the sellers... days before the month of shipment, valid
for negotiation in China until the 15th day after the month of shipment.

K7 N ST i 32 ARAT T BT ... RITSLIFIRTE SETT AN AT il
TRIYE AL, ARANERE A0 )RS 15 K, AR EUT.

2. The buyers shall arrange with... bank for opening an irrevocable (transferable
Letter of Credit in favor of the sellers (confirmed by... bank) before... (or within...
days after receipt of seller’s advice, or within... days after signing of this contract).
The said letter of credit shall be available by sight draft(s) for full invoice and remain
valid for negotiation in China until the 15th day after date of shipment.

KR HZ i (BRI r@maE ... KAL), RN
o CBRAT R RS T N Z AN CH.LLL AT R SAED AT (A% ik
(1) ARk SE A A RIS FE, 5 IR BT, ARORRREIESE 15
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Providing information of opening an L/C

1. This is to inform you that today we have opened an irrevocable Letter of
Credit in your favor for $10,000 with Bank of China, Dalian. Please take special note
that the goods supplied must be exactly the same as your samples. We will expect
your consignment before the end of October.

VEIE 151 05 |74 H 2@l v FARAT KIE AT T BB 7 2 an NBIANA]
S FIE, BTN 10000 70, 18 517 55 W05 A 50T Bt STV b 405 Bk 58
M. WHETTITRET 10 HRATZ 5.

2. We have been requested by Bank of America, Seattle, Washington, U.S.A. to
advise you that they have established their irrevocable Letter of Credit No350/41120
in your favor for the account of Pan American Import Trading Corp.Seattle,
Washington, U.S.A.

FRT7 I 56 | e i M| G A L T S R ARAT 08 K, Al N B 5 1ZAT BT
2SR HE N5 5 A mIT PS5 52 an N BIER 350/41120 5 AN Al 4 (5 HAIE

Requesting for extension of an L/C

1. We regret to inform you that our supplier cannot get the shipment out here
before the expiration of the shipping time, June 30, 2013. We shall appreciate it,
therefore, if you will kindly extend the shipment date to July 20, 2013 and the
expiration date of L/C to August 5, 2013 respectively.

PO BRHE R BT, FT M A BEAE 2013 4 6 H 30 H LRI A
iz, KL Rt SE M IAZE K 2 2013 4 7 H 20 H, EHIFARUHLEK R
20134E 8 H 5 H, IR AR

2. It would be very much appreciated if you could extend the shipment date of
your L/C to May 10 and validity to May 25.

57 e R AT e K 2= 5 H 10 H, BrAROHEKE 5 A 25 H,
TR A o

Asking for transshipment and partial shipment

1. On examination, we find that transshipment and partial shipment are not

allowed in the L/C. As direct sailings to Melbourne are infrequent, we have to ship via
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Singapore more often than not. With regard to partial shipment, it would speed
matters up if we could ship immediately the goods we have in stock instead of waiting
for the whole shipment to be completed.

KA G KIAZAE FUES A SV 1 5o e e A R . B S8
IRARBEIRE D, AR EF N EE. LTafidkiz, maekiTRiekAR
JEAF BT i, K AR 4 B B b — KRR I8 BE O IREE

Information about terms of payment

1. Our terms of payment are by confirmed irrevocable Letter of Credit by draft at
sight. The goods under S/C No. 369 have been ready for quite some time. Please have
the Letter of Credit opened as soon as possible.

FATHI AT T3 RO PR i AT R 8 BT 32 504 B4 FHAIE . 28
369 THEEHNE TR F C&Z, HRPITILEHIE.

2. The buyers shall duly accept the documentary draft drawn by the sellers
at...days sight upon first presentation and make payment on its maturity. The shipping
documents are to be delivered against acceptance.

LI R WEEE ... TRA R R OV SR A B8 — U HH s I S 077 B3 BAK
b, JFN TR BE AT, A RS,

3. We have drawn a sight draft on you for payment of the invoice amount
$2,000under your Letter of Credit No. 13050 and negotiated it through Industrial and
Commercial Bank of China, Dalian.

FT7 LTI AR 13050 55 FIAIE#2 MR 22 8 17 53 75 Tt 2000 36 7.2 Bl Y]
IEERI CAE P [ TRy ARAT RIE AT U .

Piox: SATRE KA RMFR REMRILTT, AEEK T 5EE 2 1

o

T BN = AR A K R A ZORT Y 2

ERE ML MR 5515 R SRR, SR AR S S A S S K ek
M., FEEL ER

B RS IR . NWENSIEZ A
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Useful patterns and sentences

=, FBRARESERER

Hid: HXREA SR8,

Claims

1. Describe the problem

1) On examination, we found all the goods were wetted.

zeka, FATRKITA RHH 32

2) We checked some of the items and found they were in severe damaged
condition.

PAMEE 7877, KIVETC ™= A2 485,

3) It contained articles different from what we have ordered.

XA S TRA T M R B ATF o

4) The goods we ordered from you on June 6 haven’t arrived yet.

FA16 H 6 T =S ViR EIE.

5) The quality of this lot of goods is so far below the standard that we cannot use
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them.

indic

XA G BT I T, RATTCIEAE -
6) We are disappointed to find that the items delivered don’t match the samples.
FA s gt A BT i B SR AT
7) Your incorrect delivery has caused a great deal of trouble to us.
PRATEFE BT, 2 BATaE R 1 AR R A o
8) Delivery of the goods ordered on March 3 is now considerably overdue.
3 7 3 0TS se AT 3 g iiE A
9) The goods are not up to the standard.
TR IB R bR
10) We regret that only 20 sets have been received to date whereas our order
ates 25.
FAVARE I bE R, 1€5 NIEFATHE] T 20 5 5¢4), MEA1T M

7\%25 Ao

2. Name specific actions to remedy the problem

1) Would you please send someone to repair it today?
RS TR AR AZHEG ?

2) Please send us the replacement no later than June 20.
T 6 7 20 H 2 Fipks e ik k.

3) We would like someone to come and fix it now.

P BHEA NCRIEAT B R

4) Please look into this matter at once and let us know the reasons for the delay.
TEILEDO AT R A, IR AR TR ) SR A

5) We hope that the goods will be sent immediately.
P BRI % K I -

3. Courteous demand for actions

1) We shall be glad to learn from you that you are preparing to make some

allowance for the damage.

T RAR SR BB B 52 7 0 0T AR A Az

2) We would be much pleased that the case be settled on an amicable basis.
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BRI o

3) In view of our friendly business relations, we are sure that the matter will be
settled appropriately.

BT RIS R &R, BTG S E 21T R 2 k.

4) We are looking forward to a satisfactory conclusion of the matter.

PITRIEFA — DL N RS R .

5) Your quick dispatch will be most appreciated.

R KIS, BTG

4. Strong demand for actions

1) If you cannot deliver the goods within 10 days, we will reluctantly turn this
matter to our attorney.

IR T 10 HAARER DT, BITASAYREEE.

2) Unless your consignment reaches us no later than..., we will cancel our order.

ot T BT BEIRIE, IROTHHUHIT #.

3) If you cannot provide qualified goods within three days, we’ll ask for a refund.

AR TITAE 3 HNAREIRBES R i, FIT R ESRIBIE B

4) You will have to make compensation for all our costs.

SR 3T ) AR K

5)I hereby inform you that I am lodging a formal complaint against your

company.
Rrib@ o5, BITR IE AR5t
Adjustments

1. ... should reach you in three days.

...... RLAE =R A BIERAL

2. I have instructed our person in charge to pick up at your office the damaged

monitor and to replace it with a new one.

PO BT R TTANBE D ZRGESFIR ) Bonds, JFE - G

3. By..., your three Dove bicycles should reach you at... shop.
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Fav
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Beginning

Types of buffers for refusal

Buffers

Examples

Agreement: Find a point which you and

the reader share similar views.

We both know how hard it is to make a

profit in this industry.

Appreciation: Express sincere thanks for

receiving something.

Your check for $127.17 arrived yesterday.
Thank you.

Cooperation: Convey your willingness to

help in any way you realistically can.

Employee service is here to smooth the
way for those who work to achieve the

company’s goals.

Fairness: Assure the reader that you’ve

closely  examined and  carefully

considered the problem or mention an

appropriate action that has already been

For the past week, we have carefully
monitored those using the photo copying
machine to see whether we can detect any

pattern of use that might explain its

taken. frequent breakdowns.

Good news: Start with favorable | A replacement knob for your range is on
message. its way, shipped on February 10 via UPS.
Praise: Find an attribute or an | Your résumé shows an admirable breadth

achievement to compliment.

of experience, which should serve you as

well as your progress in your career.

Understanding: Demonstrate that you

understand the reader’s goals and needs.

We are enclosing a brochure that

describes all the Olsen typewriters
currently available so that you can more
easily find the typewriter with the

features you need.

Refusal

1. We understand your concern about the.... As always, we are willing to do as

much as we reasonably can to make things right.

FATERAR S50 HORTE . AR — B M R BT S S E I

it

2. You were right in assuming that... We are always interested in doing whatever

we can to make our sales satisfactory.




SN RN FATE & WA HUR — D)8 I E AT A B K

3. Your order and request are sincerely appreciated. We are always grateful for
the opportunity of serving you in the best way we can.

ST TT AT BRI EER . BRI BT HRSS, BIT IR

Indirect refusal

1. The best we can do is...

PATEHR KR BB . ...

2. ... permit us to serve you only as a cash customer.

...... AT R BRI 5 7 RN B SS -

3. We feel at this time you will be acting in your own best interest by...

=S MRS P i Np & e Y =00 87

4. We must consider the sale final.

HATAIARER e o

5. In view of this explanation, you will understand why we must stand by our
guarantee policy in this case.

BT LR, GRS PR AT AR FE 0T FAT 0 2000 57 AT PR 1B
BUK

Ending

1. Thank you for this opportunity to explain. We shall continue to work hard to
provide you with the service you have a right to expect.

RS AR L2 o FRA TR AREESS ) TR, ISR At I 13 21
R 55 o

2. We hope to see you again in the store, and we look forward to the opportunity
of serving you.

W BREHIOCIEANE, FRANS RS .

3. We are always pleased to do business with your organization and will continue

to serve you with quality industrial equipment.

AR =X 5 BT RML S S AF . 3Tk 4R 0y 51 5 SR e o R A ks
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4. So, whenever it is convenient, please come by and let us...

PRI, A0S 72 7 R i e, FRATTATEL......

5. We wish you the best in enjoying...

ABEBIREEN......

ez HURMERGAE A BEIEA AR, REMRIETT, FIRedE |
()37 55 DA B B ) AN [R]85 2R

A B A = U AP R R RO B A R A SR N 2, ARV 400 1) 2 % B O 7
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ZEE N RIERSERSIEER, 42 IR 1A% N8 S Ui IR 1 = 5 AR
26 35 6% bRy

M, FEEL. HER
o OIRTER I R ARG BRI bR (1 4540 . NS AR ZE s
AE: CREIE T 5515 BR BAE 3, ARGE S S AR [ A 2 BB E R
5 Ry AN £ % R
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=, FBRARESERER

Hid: HXREA SR8,

Arousing the reader’s attention

1. Would you like to reduce the raw material costs that keep rising?

T AR PR B LA % H 2 = TR A B A A B AR 1 2

2. Why not enjoy the colorful spring by joining the Rainbow Tourist Group after
a completely busy winter?

BT AT R, A A RER - T RILRIT RS B LR R
g 2

3. Just imagine how comfortable you are when stretching out on our newly
developed waterbed.

BT, EPREIULG, S RATTE I A K PR L 2 455 Ak b !

4. If you are looking for ideas to make a difference in your business, you won’t
want to miss our Saturday, April 18 networking meeting.

An SRS AL Dy e S 55 T K A, RS AR 31 4 A 18 HAE
HHS IR 28 22 13

5. We are very pleased to announce the release of our new-style cotton T-shirts.

PR et s A JRATRE Al T it 2L B0l 1.

Motivating actions

1. By sending the card before May 24, you will obtain a special discount of 5%.

WIRAE 5 H 24 HZ iR R, RORA 2] S%EH 3.

2. Complete the form enclosed right now. This offer expires 6:00 p.m., July
20.2013. Don’t miss the wonderful opportunity to enjoy the finest canned food you
will ever taste.

W EIHEEEN AT SR A ROAE 2013947 H 20 H M 6 #F . A
FRRI I — RIS B, JE0RE A 22 B B SRR SR £

3. Here is a chance to show how handsome you are by wearing our new-style
dress.

F ERATRHrI R, s S BR XUE

4. If our line of business matches your needs, please feel free to call or write to
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us. We would be most happy to assist you in any way we can.

ARIATH = AT & IR K, BRI R B R, AT AR E =X, A
R SIS

5. Brochures on the QuickScan scanner are available upon request and sales of
the scanner will begin on April 2.

KR BEI R[5 OuickScan A EAL T M. 2™ I IEAHERT 4 A 2
HIFaG .

Yoz HERARPFR, REMFLTTR, TRESIRT .

TS A R ks RN 2, AR REA.

REN L ARYER 5515 R B AFEOR, ML U S R R .
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Wid: AR S 68,

Invitations

1. We are planning/giving/having... at...

We are planning a small cocktail and dinner party at our home from 4:00 p.m. to
around 9:00 p.m. on July 6.

TATHRIT 7 H 6 HTFH 4 2l b9 i AEFK B2 p— AN/ NURG R
75 B 2

2. We should/would be (very) pleased/glad/delighted/happy if you could.

We should be very pleased if you could honor us with your presence.

5O, AR AR 2% .

We would be very delighted if you could find the time to join us for a small party
we are having at our office in London to celebrate the end of the financial year.

N T IR LR, AT AN T Z I A E 28I N B . 2 IS REIR
JCB, BATR A%

3. please...?

Would you please do me a favor by joining our party?

BREFOLS AT R &1 2

4. We (sincerely) hope...

We hope you are not too busy to come.

AV RELE [T O

5. Please let me know/confirm...

Please let me know as soon as possible if you can come and tell me when you
will be able to do so.

GNRERTOR, V55 H S RITIN

Please confirm your participation at your earliest convenience.

Bz, ERHEH.

Thank-you letters

1. Thank you for...

Thank you for your hospitality that made us feel as comfortable as we do in our

own home.
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YIRS AT, IERATER R A X B — 7 .

2. Many thanks for your...

Many thanks for your generous cooperation.

U 7 IR IRIE S A

3. Please accept my (sincere) thanks for...

Please accept my sincere thanks for showing me such warm hospitality when I
visited your office.

BT AT VTS, ASREERST, ISR IR .

4. I’'m grateful to you for...

I’'m grateful to you for the time and effort you put to ensure my trip was a
successful and satisfying one.

WA Y 17 082 22 BRI TR) ARG 1 488 38 AT 52 2 o 30 s A R

5. I very much appreciate...

I very much appreciate your taking the time to help me with the training program
at your factory and look forward to an opportunity to return the favor.

AEH R EFC ZHER BRI BT8O . AL AT -

oy BOF R AR UHE PR TRANERIETT .

a7 BN P = AR AN () P R SR 58 5 Bk R ARG

LR NI ARYERT 55 R SAFER,  $2 IR A A A% 20358 5 3815 bk AR

5o

MO, KEER. R
H e BATH R ARSI B AR AL TR
A RIS S E R IR, IRIESS AR, 385 305 o R

B+ MR
—. %I EOMER
LTSRS S g

1
1 GERAE B R ZORAR /o
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3. FEEA RIS AR,

—. REAE
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3. Sample contrast

o

Useful patterns and sentences

=, BRMRESERER

WHid: AR S A7

Letters of apology

1. be sorry...

We are sorry we cannot send you immediately the catalog and price list you
asked for.

T, AT BE K wr S A H s A R R

2. Please accept my apology for...

Please accept my apology for any inconvenience this matter has caused you.

G 2 AME, fEREOH.

3. I owe you an apology for...

I owe you an apology for discrepancies between the shipping contract and the
actual shipment.

Hwieia & [F 5 Sk bR dis AT — S A E

4. I regret that...

I regret that your letter of May 9 was misplaced. I feel very embarrassed about
this oversight.

5 H 9 HBRAE B 2R 27 A Ak, X IR .
5. I offer my sincere apologies for.
I offer my sincere apologies for the delay. Should you have any further problems,

please do not hesitate to contact me immediately.
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XFUEUGE DR, VERME . WERA AR AN A, 5325 RS .

6. I apologize for...

I apologize for our error and delay in answering your complaint

X T RATIRAR PSR e S [ml S 45Uk, FRIRRIR

7. Please forgive me for...

Please forgive me for a stupid choice of words.

5 BRI A HI R AN 2

8. Here is my deepest apology for...

Here is my deepest apology for the inconvenience caused by the lapse in
communication.

R ) ZE AR L B IE S T RRIOT, S I R IR I

Letters of congratulation

1. Congratulations on...

Congratulations on your promotion!

BT

2. I am delighted to hear...

I am delighted to hear that you captured the No. 1 position in sales in the market.

GBI BB T S M Al 2 55—

3. Let me offer you my warmest congratulations on...

Let me offer you my warmest congratulations on the happy occasion.

HIEKREZbR, B2 A

4. I would like to offer my congratulations on...

I would like to offer my congratulations on your being elected chairman.

BB IR I .

5. Wish... / May...

Wish you every success in the future.

BUIERTN,  JTF A o

May you go from strength to strength in the future.

PGS H W5 .

6. Please accept our warmest congratulations on...
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Please accept our warmest congratulations on the opening of your new branch.
B m IHTE TG, EE .
TERAS SOBUEA RPN, RIEMERIET A, nIaed g5,
TR EAE SHBE R RN, NS R EEMES.
CEA NI MR 7 4515 bR S VR R R SRR, 42 R T w9 5
WS HHBE .

M., FEEL ER
EWAE SRR . WEMSIEE .
e SR IE FI T 5515 R (R R SR XURS 198 55 4% R AN [R) A 238 (R 3 A5 5 400 58

=
Ho

Br_EEmMEES
— FIHRAER
W AT, RN TR
L JE R A BN
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3. ERARIEL SR,

—. RERE
1. Introduction
2. Sample analysis

3. Sample contrast

b

Useful patterns and sentences

= BRARREERER
Wid: AR S A7
Announcing opening of a new business
1. Seawoods Book City is proud to announce the opening of a new chain store on

Saturday, January 10.
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Seawoods “HIRAR G B AT — ZOHHEBULE T 1 A 10 HE 7SI,

2. ABC Trading Co., Ltd. is pleased to announce its establishment. We shall be in
operation from March 1.2013.

ABC % 5 A IR A R B AT RO AR 2013 42 3 1 HEITIHE
|/

3. To mark this special occasion, customers will be offered with an opening
discount.

NIRRT H T B B = 52 L3 T s

Announcing a new appointment

1. B&W is pleased to let you know that, effective on June 10, Mr. Brown will be
our new vice president.

B&W R E Xt KR EAG, M6 H 10 Hite, #iWJe A schIi A = mE
GRZIPSER

2. Maple Fashion Co., Ltd. is pleased to announce the appointment of Michael
Wooden as our CEO.

WA AR Ui A BR 22 ] g M B A, 3 T R AR S AR s 4E AR B A =] R AT
B

3. We are pleased to inform you that our board of directors has appointed Mr.
Tony Smith as the director of our company.

AR S BRI KRR, EHES OAEMIEE LB NI A R ESR.

Announcing change of business location

1. We’re pleased to let you know that M&B is successfully serving so many
customers that we have outgrown our current business location. We know that we will
be able to serve you even better in the new location.

BEAE 2 7 AN S 2, AT BRI 70 2 3 L2 AN A2 2 1 I 3K
M&B R Xl F s, N P IR BEEAF AR SS,  FRA PREOEAL T A 1 5

2. We are happy to inform you that owing to steady growth of our firm and in

view of facilitating business expansion, we have decided to move our office to...

FAVR m @ r A, 5T I mlk 55 IR E 1K LR I el 55 1 7 22
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HAPER AFIER. ...

Notices about a meeting

1. All professors and associate professors are requested to meet in... on... , at...
p.m.

FrEHER AR, ET. . H NN RS

2. A welcoming ceremony for our new CFO, Mr. Wooden, will be held in Room
4088, California Grand Hotel, at 6 p.m. on Saturday, May 26.

BAEN 55 S AR WA Y gALRs T 5 A 26 H, EHSEE 6 51, 20N
HIHE JE I KI5 4088 J [F] 2647

oy BREESARKFR, RIEMRETTA, TREERINI7 5.

faT BN . RS I8 S AR RN, AT RJIES

LR N ARYE R 5515 B B AR ZR M SRR, 42 I IER Bk A S 1
pAIESpiiNe)

M, FEEL. HER
M EASEENARE S5, NEMSERE .
AMER: ZRG IS T 5515 B RA% 2R XRS5 5 25 AR AN [R] P9 28 (R JE R 53 75
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=, BRARREERER
Wid: ARAGENE 58,
Memos
1. I should like to know exactly what action has been taken.
AR VI RE R A 1 A AR AT A
2. I would like you to give me a record of...
PAERA ... HiE k.

3. Can you please arrange for...?

4. Please find out what is going on.
R T AT

5. Could you please ensure that...?

6. I am writing to remind you that...

WEE IR, ...

7. I have investigated... as requested in your memo of March 2.
INIEAE 3 1 2 HI& B h r BRI, A& 7.

8. I have completed my study of...

TR T KT LR

9.1 am informed/told that...

AE AR E R

10. I have recommended that...

11. Shall we get together sometime later this week to discuss...?
IR A B eI AT T e — e Y

12. We ought to be thinking about...

BAINAZHEIE. ...

Minutes

1. A meeting was held at 2:30 p.m. today in the Union Hall to discuss problems
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in domestic sales.

TF 2 RAEE TR RITHIT TRV WHEE A 7378 8 P i i

2. The meeting was called to order by Zhang Xiaohua at 10:30 a.m.

s/NETF B 10 AR EA TS

3. Minutes of the last meeting held at 10:00 a.m. on May 20 were approved.

MWy 5 H 20 H B 10 f28 71 BRI a2 .

4. The chairman announces that Mr. Li has been elected as sales manager.

T EAF AV E L.

5. There were 20 affirmative votes, 5 negative votes and 2 abstentions.

20 FRARRCE, 5 TKRATER, 2 AR,

Plox: FEFMSVOCHKMXR], AREFR, REMRILTTH, FREE
K35

AN A SRR VORI AMA R, AR T ER.

EREMH]: MRAET 555 SRR, LI IEF IR U S S B &G

M, AEER. ER
o R RSRAE VAL X Z54 . WA SIEE S,
MR ZRais HIR 5515 bR Bk UM XU, B85 S AR N B 26 B M
PO

BT f&h
~ FHRMER
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1 T P S AR EORAR /o
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3. Sample contrast

4. Useful patterns and sentences

=, BRMRESERER
Wid: AR S,

Education

1
2

3.
4.
5.

6
7.
8
9

. graduate from...M\...... Eel,
.study at...7E...... 2]

educational background #{ & 5 5
major in... £1&......

minor in... fi{%......

. curriculum #FE

specialized course T MV IRFE

. refresher course HHZIRFE

. social practice #1 2> 5Z B

10. part-time job M4 TAE, 3l

1

1. extracurricular activities BhAME 3N

12. academic activities “F A EH)

13. social activities £+ <7% 3/

14. reward il

1
1
1
1
1
2
2

5. scholarship %%~ 4>

6. on-job training 7EHREZ |
7. off-job training i 7= 35I|
8. post doctorate {8 I 5

9. doctor(Ph.D.) f# 1=

0. master fiji -

1. bachelor %+

22. graduate student fiff 574

2

3. overseas student B4 %4
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24. returned student [F] [E B %4

Work experience

1. worked as...in..fEA...... fE...... TAE

2.1 have a working knowledge of... A& L. ... J7 TR

3. assisting in general office management BB 7524 5 (1 4 T & £

4. accountable for.. X ...... 5%

5. in charge of new business launched by the company 7 57 2 7 [ #IL 5%

Hobbies

1. I am very interested in... X7 ...... BT IR

2.1 am very good at.. FIRTEK ... ..

Achievements

1. be awarded... ##Z 7......

2. be recognized for outstanding academic achievements [ 5% A i gl 58 H 15 3]
W]

References

1. References will be furnished on request.

WA AR, AT RASE S .

2. Available upon request.

WA AR, AT RASE RS .

3. Letters from references and a transcript are available.

AT LA HHEFF 5 A G o

Career objective

1. An opportunity to apply my accounting education and English-language skills
in an overseas company.

i A Moz I 2t EE 1 58 — A A ) TAE.

2. To apply my eight years’ successful high-tech sales experience to promoting
quality products for a progressive corporation.

MBIz E O\ LRI & S RO S 2K — 5CE R EATS A
] HEAH = R

3. To serve an entry-level position in personnel management that offers both a
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challenge and an opportunity for advancement.
TR A BEA PR SCE K B NFHE B R AL
IR, ARMER, REMRETT, FTReB R K75,
fEf BN s T P A% NI 2, ASEG O T 0 g UL 48
Zra N RIERSEREEER, R RE &
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Hod e fRIIRISEH . WA B E R
MR ZREIE T 5515 o8 S ZURTXURS 885 25 R AN [R] P9 2 ) 1

BTLE FIER
— FIHRAER
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L HE R N B FIE
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3. FERARMEL SR,

—. REAE
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4. Useful patterns and sentences

=, BRARREERER
Wid: ARAYENE 58,
1. ... your advertisement in...
Your advertisement in today’s The Times offers a tempting job to young men just

out of college.

RNFHESRE) (FREELARD) BB S ONGE AT FER AR AL T —
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FHAR LN

2. I learn/understand from... that...

I understand from John that there is an opening for an accountant in your
company.

ML IR BAG R TT A F FFE— et

I learn from an agency that your current director of Public Relations Department
is on the verge of retirement, and that position may be open shortly.

FMIRA PG50, B2 A 2 %80 AR RIRARAR, R A B A Bk

3. Do you have a position for...?

Do you have a position for a secretary with years’ work experience?

AR S HE S EAZFE TR NS

4. As you will see from the enclosed...

As you will see from the enclosed résumé, I feel confident in challenging for the
position of assistant sales manager.

MBERF BT T UL T g 2R A 02 e g B BB B 1

5. ... give me the confidence...

Four years’ work experience at New York University gives me the confidence to
apply for this job.

WAEA LKW B AL I A 15 0 g TAE.

6. This is my application for the position...

This is my application for the position advertised in China Daily (March 3)
regional sales manager.

SaEfE3 A3 HE (PEBWRY EHRE SHEXEEGEeH, REE
7 HE X —HRA

7. Ilook forward to...

I look forward to meeting you soon to discuss the employment opportunity in
your company.

PR RS B W 1R R E A VST A F IR,

8. May I have the privilege of...?

May I have the privilege of an interview?
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HEEA BRIl ?

9. I shall be glad/obliged...

I shall be glad to call at your office if you desire a personal interview.

AR A B, JR A mX R A B REUTE

I shall be much obliged if you will accord me an opportunity for interview.

AR eess TR AL 2, BOR ARG

10. It would be a great pleasure if...

It would be a great pleasure if you could arrange an interview at your
convenience.

IR REAE T B B 22—k, BORE R 170 2R =2

Gigx: HIERIER . ARMAR, RiEMFETTN, ATaeERIrs 5.

f BN F R B AR AT A 2

LR NI H]: MRYERS 5515 R SAF K, F IR IR s RS U S B R .

M, FEEL. HER

B HIERIET . AR EEE A
MR ZREIE IR 5515 o8 BOAS ZURTXURS B85 25 R AN [ Y 28 ) R B
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EFEL
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SCOCA) P EAR TS BOAE IS, 0 FH IE A B3] 1 DL A3 1 0 IE R T XEOR A, MR
ML RERC . EIREGA 4, BRI,

fa] BN . EORAEG ARG b, BEAERRIZ FI T 2 S SORTE . 11, 1A
TEAEHC VR U] 20 55 3 5 R N (455 PR BT 55 S A
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=. BETEER

1. FAENZHERRITERA R LIRS, B SR, AR5 e iR a1
2], MSEHEER, A WA SR, BJa B3I 2R G R
.

2. SEAEAE E AN N A S, 38 I 51 SRR AR SE G R A
G RAIA 5T BAERIANE.

3. RAMBTEEELN VIR E MR E RN TR ST, NI R
Ry B oA R BRSO EERR N R 15 5 2R A A A .

0. Xiik&Bha2 I ER

1. AR ST BB AN EE e, FHEVISNS. i
BRI 3 0T AR FE A KL SE 125 1% N B AN B A% 2K, AT A A2
A, A RRE RIS L. VOS2 BOR, X H A AT V)& R A
T, B SMRVEE S TE. W3 N R % B 2 SRR

2. HE|FHSE VAEIRRSAEAAR, RIS S JUE A &
TEFIRANE RS, B Pnss SEhris B 1RE ST .

3. XTI B AR LR R AN, AR Z ATy G, A
R PR NLA A T8 95 2 A BT 55 Il PR RE /T, T AN R A g T 5
PREAATE R AT -

Fiv RTFRMERETHE

1. AU (0 25 A% R0 i R T2 AR A0 AR A PR BE R AT, 25 1 3 B A e v 2
SREWMTE . A% A A5 MRS BB R IR B, (BRI ARER ST, K
ZHOB BRI 55 SR %, SRNG5S H R E X .

2. BN FIB IR ESR REEEH A FE . AN A BE A7 2 UREESR (1 2 B L A —
R RIE I 20%, S b7 30%, TETERSH G 30%, ZEERH A 20%.

3. B S50 RSO U T BN R SRR I MRS o AR BLE IR, R
R, WA SRR NS B S B MEDDMSIK, TR S BT
DELCHIZIT: Tiik 20%, B & 30%. B 30%. Ak d 20%.
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fifs. AERIZE)

Y — BRI R
1. We need an agent in that country to help us to our products.
A.buy B.produce C.market D.use
2. We are writing concerning our Invoice No. EUS3467, which should have been
last month.

A.cleaned B.cleared C.covered D. paid

RO e A A

1. We always dislike refusing requests of any kind regular
clients.

2. We can allow a 5% discount all orders of USS 5.000 and
over.

R = R
Identify and correct one error in each of the following sentences.
1. Our offer will remain validity for 15 days.

2. Our prices have not been greatly effected by the world surplus of last year.

FPIDY . 3 1A] SH 2 R

1. Fill in the blanks in the following letter with the given words and expression.
Change the form if necessary.

compensation packing consignment profit margin examination expense

Dear Sirs:

We refer to our Order CW5210 for 1,000 dozen towels.The goods were delivered.

On 1) , we found the cartons were in damaged condition. Twenty-one of

100 cartons burst open due to poor 2)

We have repacked the 3) in new cartons. The

4) involved amounts to $150. As you know, the 5) on this
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consignment is tight. Therefore, we have no choice but to ask you to make

6) to us.

You will be aware that poorly packing will lead to a false impression of the
quality of goods. We suggest that, in future, you make sure that the goods are properly
packed.

We look forward to your cooperation.

Yours sincerely

Steven

2. Fill in the blanks in the following letter with the given words. Change the form
if necessary.

arrange intend indicate charge due intact issue

One of our clients wants to use our multimodal transport system to send four

drums of essential oil 1) to the receiver’s warehouse in Zhengzhou,
He’nan Province. We 2) to ship the oil to Xingang by MV Dong Feng
which is 3) to sail on April 5. Please 4) your inland
transport 5) for this consignment. We will 6) combined

Bill of Lading to Zhengzhou against your confirmation that you can 7)

transport to Zhengzhou at an acceptable rate.

IEICE TR h= 0

1. In view of our friendly business relations, we are sure that the matter will be
settled appropriately.

2. FATH AT T FON RS AP . RIS SO S HE . 5
369 THELEHNE TR F C&Z, HRPITILEHIE.

RN R

1. Write a memo according to the information given below, applying the writing
principles discussed in this chapter.

Suppose you are a secretary of a video company. Your boss has just made a

policy of allowing employees a 15% discount on any CDs or DVDs they purchase.
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Employees can get their discount cards in your office. You are asked to write a memo
to announce the decision.

2. Write a letter according to the information given below.

Your customer, Mr. Bidwell, wrote to you that you had sent him the wrong bill
with $150 overcharged. After calculation, you found that he had not calculated the

transportation fees. Write him a letter to refuse his request.
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I. Word and Phrase Translation

A. Translate the following words and phrases into Chinese. Write your translation
on the Answer Sheet.

1. provisional price

2.

B. Translate the following words and phrases into English. Write your translation

on the Answer Sheet.

1. BN

R e 55 LR LR

II. Sentence Translation

A. Translate the following sentences into Chinese. Write your translation on the
Answer Sheet.

1. The decline in prices might lead to refusal of payment.

2. ...

B. Translate the following sentences into English. Write your translation on the
Answer Sheet.

L ST ARSI bl BEE R, ST RIS i ) B AR PR A R

2. ...

AR = PSSR R L

II1. Passage Translation

A. Translate the following passages into Chinese. Write your translation on the
Answer Sheet.

1. Every day, new business ventures are created. Some of these businesses will
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succeed, but many will fall by the wayside. Others will be able to take off to a great
start, given their ample resources and capital, but will falter along the way. Some
ventures may be on a shaky ground at the start, but with perseverance and careful
planning will prevail in the end.

2. ...

B. Translate the following passages into English. Write your translation on the
Answer Sheet.

L LR AT A& TR Pl e A2 B B AR5 [FVE R — D04, W | X5 il i
JOSF O IN CAE S AN R AN REAS BUMR U, MR S R AT f #. f R NLAE XU
[l 58 = AT, AR NI XU B B A LR TT . P3N e IO 5 7K

H.
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