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前言

本书以时下更实用、更热门的商务话题为切入点，针对英语学习中出现频率最高的场景，为大家示范更地道的英文表达，让职场商务人士开口就会说简单、地道的商务英语，从此彻底告别“开不了口”的囧态！

本书在细数真实场景关键句的同时，更加注重从场景词汇和场景小对话的角度夯实读者最基本的英语基础知识，在同一个主题下发散式地为大家奉上极具辐射性的相关表达，丰富大家的句库和口语词汇，达到举一反三的学习效果，为读者打造一口准确地道的流利美语。

本套丛书共有日常、商务、旅游3个分册，供读者有目的性地选择学习。《每天10分钟商务英语口语》致力于帮助你学习商务圈中的地道英语，其特色如下。


● 超过1000句商务无死角场景句！统统在这里！


本书包含了职场商务人士朝九晚五更实用、出现频率更高的70多个职场话题，从国际贸易普通场合中的电话沟通、邮件交流，到正式场合的商务会议、商务谈判、约见客户等口语表达应有尽有。所选句子精准、地道，总能找到你最需要的那一句。如：

√ 我可以留言吗？Can I leave a message?

√ 这是我的老板，提姆。This is Tim, my boss.

√ 你今天有空吗？Are you available today?

√ 很高兴大家能参加这次会议。It's a pleasure to welcome everyone for conference.

√ 我非常赞同你的观点。I can't agree with you anymore.

商务精英每天要用的话随需随查。


●426组地道美语小对话！彻底摆脱NG尴尬！


为你全面搜罗更地道的实用场景小对话和1000个场景词。无论是热点问题的解答还是相关话题的拓展，都是出自商务精英们使用频率最高的商务英语口语。更有商务写作范本及流行美剧和英语大片的精彩对白，为你还原真实使用语境，让你学到更实用的商务英语。


● 渐进式学习，每阶段都学有所获！


每个小节的内容安排由点及面、循序渐进，读者可以按照章节栏目安排的顺序慢慢学习，也可以根据实际的需求跳跃式查阅，无论哪种学习方式，都会让你学有所获。具体栏目设置如下。


【OOPS! NG　场景！】


更地道、更好用的商务场景必备句让你一句话告别哑巴英语。


【不NG必备词】


给出与每个主题相关的商务必备词，海量商务英语词汇尽在掌握。


【不NG必备句】


给出每个主题下细分场景的商务必备句，有了这些句子，从此不再无话可说。


【不NG实景对话】


将主题下使用的高频句置入实用商务场景，通过经典对话提升英语口语水平。


【像老外一样张口即来】


精编更地道、更实用的商务实景长对话，让你体味更原汁原味的地道商务英语。此外，本书还精选了和主题相关的商务范文写作模板，供学习者参考、学习。让你商务口语、写作能力齐头并进！

小伙伴们马上开口说商务口语的机会来了！轻松有趣，又接地气的地道商务英语在这里！一起学起来吧！
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Chapter1　远程沟通

Unit1　你好，艾迪在吗—打电话


OOPS! NG　场景！


在商务场合中，除了邮件沟通，电话是最常用、最方便的远程沟通方式。用电话和客户或者合作伙伴沟通首先要学会的就是给对方打电话了，直接打到对方的办公室和对方沟通时你可以说“××在办公室吗？
 ”那么，这句话用英文要怎么说呢？


一句话告别NG

打电话到对方的办公室，第一句话这样说既简洁又地道：


Is Eddie still in the office?





不NG必备词


make a call打电话

urgent紧急的

bother打扰

earpiece听筒

trunk call长途电话

manual telephone人工电话

hot line热线电话

speak to sb.和某人对话

get in contact with sb.与某人取得联系

a late phone call较晚的电话

telephone book电话号簿

local call市内电话

emergency call紧急电话

telephone subscriber电话用户


不NG必备句



寻找接电话对象


打电话首先要确认接电话的是不是要找的人哦！

● This is Grace.Could I speak to Eddie?

我是格蕾丝，我能和艾迪说话吗？

● May I speak to Richard in Marketing?

我可以和市场部的理查德讲话吗？

● Hello,is Richard there?

喂？理查德在吗？

● Could you connect me to the head of your department?

麻烦帮我转接你们部门主管，可以吗？

● Hi,I need to talk to the person who is in charge of production facility.

您好！麻烦转接负责生产设备的人。

● Hello,Miss Smith,please.

喂，我想请史密斯小姐听电话。


来电目的


打电话找对方有什么事，你可以这样说。

● I need to speak with him urgently.

我有急事要找他。

● I have something urgent to consult Miss Liu about.

我有急事找刘小姐。

● I am calling to return Mr.Chang's phone call.

我打来是要回常先生的电话。

● Please put him on.

请让他接电话。

● I'm calling on Mr.Jones'behalf.

我代琼斯先生打电话。

● Put me through to the Sales Department,please.

请转销售部。

● I'm calling to give my congratulations to you.

我打电话来祝贺你。

● I'm calling to report the recent developments to you.

我打电话想向您汇报一下近期的工作进展。

● I'm calling to confirm the appointment for this afternoon.

我打电话是想确认今天下午的会谈。

● I'm calling to place an order for your products.

我打电话是想订购你们的产品。


要找的人不在


如果要找的人不在，对方可能会这样说。

● He's out of the office right now.

他现在不在办公室。

● He's out of town now.

他出差了。

● He's in a meeting right now.

他现在正在开会。


打电话小短句


Hello,is Susan in?

Hello,is Susan there?

Hello,is Susan available?

Hello,I wonder is Susan in.


不NG实景对话



● Hello, could I speak to Richard, please? 您好，我能和理查德说话吗？


A: Hello,could I speak to Richard,please?您好，我能和理查德说话吗？

B: Yes?What can I do for you?我就是，您有什么事？


● Is this Jason, please? 请问是詹森吗？


A: Is this Jason,please?请问是詹森吗？

B: Jason isn't here right now.詹森现在不在。


● I'm sorry to call you so early. 抱歉这么早打电话来。


A: I'm sorry to call you so early,but I have to inform you that our meeting had been cancelled.

抱歉这么早打电话来，可我必须通知你我们的会议取消了。

B: Don't say that.I appreciate it.别那么说，我很感激你打电话来通知我。


还可以说
 　I'm sorry that I made such an early phone call.

Sorry to phone you so early.


● Hold on. I'll get her for you. 稍等，我去叫她。


A: Is Grace in?格蕾丝在吗？

B: Hold on.I'll get her for you.稍等，我去叫她。


还可以说
 　Hold on just a minute.请稍等。


● Please put me through to exports. 请替我转出口部。


A: How can I help you?我能帮您吗？

B: Please put me through to exports.请替我转出口部。


单词点睛
 　export　出口


● I hope I didn't catch you at a bad time. 希望没有打扰你。


A: Hello,I hope I didn't catch you at a bad time. May I speak to Bill, please?您好，希望没有打扰你，我可以和比尔说话吗？

B: I'm sorry,but Bill is busy.抱歉，比尔现在很忙。


像老外一样张口即来



情景对话


Secretary: Good afternoon.DB Company.

Brown: Oh, good afternoon.May I have the pleasure to speak with Mr. Johnson?


Secretary:Who shall I say is calling?


Brown: It's Juana Brown.

Secretary: Please hold and I'll see if he's available.

……

Secretary: I'm sorry,but Mr.Johnson just left the office.

Brown:When will he be back?


Secretary: He won't be back today.

Brown: That's so bad!

秘书：下午好，这里是DB公司。

布朗：哦，下午好，我可以请约翰逊先生听电话吗？


秘书：您是哪位？


布朗：我是胡安娜·布朗。

秘书：您稍等，我去看看他是否在办公室。

……

秘书：很抱歉，约翰逊先生刚离开办公室。

布朗：他什么时候能回来？


秘书：他今天不会回来了。

布朗：真糟糕！

Unit2　请问您找谁—接听电话


OOPS! NG　场景！


除了掌握必要的打电话技能外，接听电话也有很多技巧哦！高效的电话沟通更能起到事半功倍的作用。那么，如何礼貌地接听电话呢？如果想询问对方要和谁通话，可以直接问“您找哪位？
 ”


一句话告别NG

询问对方要找的是谁，用英语可以这样说：


Who do you wish to talk to?





不NG必备词


call back回电话

call for联系

on behalf of代表

hang on打电话时不挂断

available空闲的

later一会儿

redial重拨

talk to sb.和某人通话

in behalf of……　为了……的利益

hold on稍等

convenient方便的


不NG必备句



自我介绍


接电话时，要先做自我介绍哦！

● Hello,Lucy speaking.May I help you?

你好，我是露西，请问有什么能帮你的？

● This is Mary calling from Beijing office.

我是北京办事处的玛丽。

● Hello,this is Lily from X Company.May I help you?

您好，我是X公司的莉莉。有什么能帮您的吗？

● Hello,Willson Toy Company.

您好，威尔森玩具公司。


确认对方是谁


需要知道对方身份时，应该如何询问呢？

● Who is that speaking,please?

请问您是哪位？

● Who is that calling,please?

请问您是？

● Can I ask who's calling?

我可以问一下您是谁吗？

● May I have your name,please?

请问您贵姓？


询问找谁


对方打来电话，不妨问问他找谁吧！

● May I ask who you are calling for?

可以问一下您要找谁吗？

● May I ask who you wish to talk to?

您想跟谁讲话？

● May I ask who you wish to speak to?

能告诉我您想找谁吗？

● Who in particular would you like to talk to?

您想找哪一位呢？

● Who do you wish to talk to?

您想和哪位通话？


自己就是对方找的人


如果对方找的就是你，你可以这样说。

● This is Black speaking.

我就是布莱克。

● Speaking.

我就是。

● Susan speaking.

我就是苏珊。


接起电话时可以说


Hello,X X company.

Hello,Mary speaking.

Hello,this is Mary.

Hello,123456.


不NG实景对话



● Hello, I am trying to reach David Hacker.



您好，我想找大卫·哈克。


A: Hello,How may I direct your call?

您好，请问我怎么帮你转接这电话？

B: Hello,I am trying to reach David Hacker.

您好，我想找大卫·哈克。


● Who are you looking for? 请问您找谁？


A: Who are you looking for?

请问您找谁？

B: I would like to speak to Mr.Sato.

我找佐藤先生。


还可以说
 　May I ask who you are calling for?

Who do you want to speak?


● Mr. Li, you are wanted on the phone.



李先生，你的电话。


A: Mr.Li,you are wanted on the phone.

李先生，你的电话。

B: OK,thank you.好的，谢谢。


还可以说
 　Here's a phone call for you.有你的电话。

Someone's on the phone for you.有你的电话。


● I'm looking for Dr. Li. Is he in?



我找李医生。请问他在吗？


A: May I ask who you are calling for?

请问您找谁？

B: I'm looking for Dr.Li.Is he in?

我找李医生。请问他在吗？


句型点睛
 　May I ask……?

我可以问一下……吗？（是婉转地询问对方要找谁的说法。）


● Is this the Sales Department?



这里是销售部吗？


A: Is this the Sales Department?

这里是销售部吗？

B: I beg your pardon?

对不起，请再说一遍。


词组点睛
 　Sales Department　业务部


● Whom are you calling? 您找哪位？


A: Hello,is this010-86128810？您好，这里是010-86128810吗？

B: Yes,whom are you calling?是的，您找哪位？


还可以说
 　To whom do you wish to speak to?


像老外一样张口即来



情景对话


Bob:Hello, this is Bob. Who is that, please?


Anna: Oh,hello,Bob.This is Anna from DB company.

Bob: Hello,Anna.What can I do for you?

Anna: I just want to clear up a few details of the exhibition we're organizing.

Bob: Right.What do you need to know?

Anna: I just want to know how many companies will attend the exhibition.

Bob: So far,we got83 who booked up,and we might get a few more.

Anna: Well,you'll let me know if you get the exact number,won't you?

Bob: I'll email you as soon as I know.

鲍勃：你好，我是鲍勃，请问您是哪位？


安娜：哦，你好，鲍勃。我是来自DB公司的安娜。

鲍勃：你好，安娜，请问有什么事吗？

安娜：我只是想知道我们正在组织的展会的一些细节。

鲍勃：好啊，你想知道什么？

安娜：我想知道有多少公司会来参展。

鲍勃：到目前为止，已经有83个公司预订展位了，接下来可能还会增加一些。

安娜：好吧，等你有确切的数字时你会告诉我，对不对？

鲍勃：我一知道就会用邮件通知你。

Unit3　他不在，要留个言吗—帮忙留言


OOPS! NG　场景！


打电话找日理万机的客户真不是一件容易的事啊，不是在开会就是外出办事了！实在没办法只能让他的秘书帮忙留言了，求人帮忙，态度诚恳、语气礼貌是一定的，“我可以留言吗？
 ”是一句不错的选择！


一句话告别NG

询问对方自己是否可以留言，用英语说就是：


Can I leave a message?





不NG必备词


message留言

take a message捎口信

repeat重复

make sure保证

voice mail语音留言

pass a message转告留言

leave a message留口信

call sb.back给某人回电

as soon as possible尽快

promise保证

check the voice mail查看语音留言

phone number电话号码


不NG必备句



是否留言


对方要找的人不在时，不妨主动询问，帮他带个口信儿吧。

● Do you have a message?

需要留口信吗？

● Is there any message?

需要留言吗？

● Do you wish to leave a message?

你想留个言吗？

● I'll make sure that he gets the message.

我保证他能收到这个留言。


我想留言


如果你打电话找别人，对方不在，也可以请求对方带个口信。

● Can I leave Mr.Smith a message?

我能给史密斯先生留个口信吗？

● Could you please take a message to Jake?

你可以带个口信给杰克吗？

● I would like to leave a message.

我想留个言。

● Make sure he gets the message.

务必让他知道这个留言。


请求回电


如果你打电话的内容不方便让别人知道，可以留言让对方回电话就行了。

● Would you tell him that Mike called?

请告诉他麦克给他打过电话好吗？

● Please have him call me back.

请让他给我回电话。

● Would you please tell her to call me back?

能告诉她给我回电话吗？


是否需要回电


需要回电，还是只是传达信息就可以，问问清楚吧。

● Would you like him to call you back?

您想让他给您回电吗？

● Will you call back later or should I leave word for him to call you?

您想稍后打来，还是想让我告诉他给您回电？


询问个人信息


帮别人带口信时，一定要搞清楚对方的个人信息，不然就白忙活一场啦！

● How do you spell your name?

您的名字怎么拼？

● Could you spell your name,please?

可以拼一下您的名字吗？

● Could you leave your number?

您的电话是多少？

● Who shall I say is calling,please？

请问您是哪位？

● Who is calling please?

请问你是哪位？


让对方稍等，可以说


Hold the line,please.

Don't hang up,please.

Just a minute,please.


不NG实景对话



● Would you like to leave a message?



您要留言吗？


A: Would you like to leave a message?

您要留言吗？

B: No.I will call back later.Thank you.Bye.

不用了。我一会儿再打过来。谢谢。再见。


还可以说
 　May I take a message?需要我传话吗？

Can I give him a message?

Can I tell him something for you?


● Can I leave a message?



我可以留言吗？


A: Can I leave a message?

我可以留言吗？

B: Sure.What's the message?

当然。什么留言？


● Did he leave the message?



他留言了吗？


A: Lee,Mr.Wang from X Company called you this morning.

李，X公司的王先生今天早上给你打电话了。

B: Did he leave a message?

他留言了吗？


● I will call her back in person.



我会亲自给她打电话的。


A: Cathrine from X Company called you to invite you to the seminar.

X公司的凯瑟琳邀请您参加研讨会。

B: Thank you.I'm afraid I can't go.I will call her back in person.

谢谢。我恐怕不能去了。我会亲自给她打电话的。


词组点睛
 　in person　亲自


● I'm sure to pass your message to Mr. Green.



我保证会把您的留言告诉格林先生的。


A: I'm sure to pass your message to Mr.Green.

我保证会把您的留言告诉格林先生的。

B: Thank you.

谢谢。


还可以说
 　I'll be sure he gets the message.

我保证他会收到您的留言。


● Let me repeat your message to see if I've got it all.



我重复一下你的留言看看我记得对不对。


A: Please tell her I will meet her10 o'clock tomorrow morning at her office.请告诉她我明天上午10点在她办公室和她见面。

B: OK.Let me repeat your message to see if I've got it all.

好的，我重复一下你的留言看看我记得对不对。


像老外一样张口即来



情景对话


Lily: Hello.This is Lily.Can I speak to Mary?

Anna: Please wait a moment.

Anna: Sorry,she is not in the office.Would you like to leave a message or call back later?

Lily: I want Mary to call me back.

Anna: OK,I will have her call you back as soon as possible.May I have your name, please?

Lily: Sure,I am Lily Alice.

Anna: Could you spell your name,please?

Lily: Yes.It's L-I-L-Y,A-L-I-C-E.

Anna: OK.Does she know your number?

Lily: I think she has my number.But I will leave my number just in case.123456.

Anna:123456.Ok.I got it.When should she try to reach you?

Lily: Anytime before six o'clock.

Anna: OK.I will let her call you later.

Lily: Thank you.

Anna: You are welcome.

莉莉：你好，我是莉莉。玛丽在吗？

安娜：我帮你看一下，请稍等。

安娜：对不起，她不在办公室，你想留言还是一会儿再打？

莉莉：我想让玛丽给我回电话。

安娜：好的，我会转告她尽快打给你的。能告诉我你的姓名吗？

莉莉：我叫莉莉·爱丽丝。

安娜：请您拼写一下自己的名字。

莉莉：好。就是L-I-L-Y,A-L-I-C-E。

安娜：好的，她知道你的电话号码吗？

莉莉：我想她有我的号码。不过，以防万一，我再留一个吧。123456。

安娜：123456。好的，我知道了。她什么时候打给你？

莉莉：6点前的任何时间都可以。

安娜：好。我会让她给你回电话的。

莉莉：谢谢。

安娜：不客气。

Unit4　请帮我转接财务部—电话转接


OOPS! NG　场景！


转接电话是日常工作中经常遇到的情景之一，如果电话打来了，对方要找的人不是你，或者对方要求你帮他转接电话，要怎么回应对方呢？


一句话告别NG

一句“我帮您转接
 ”虽然简短，却可以非常及时地帮你摆脱NG的尴尬哦，那就是：



I'll transfer you.






不NG必备词


connect连接

transfer转接

hold on不挂断电话

no answer无应答

switch sb.over帮某人转接

direct line直线电话

switchboard operator电话总机接线员

put sb.through帮某人接通

extension电话分机

line线

just a minute等一下

put sb.on line……把某人转到……号线

internal line内线电话

operator话务员


不NG必备句



分机号


询问或告知某人或某一部门分机号时，可以这样表达。

● Do you know the extension of Sales Department?

你知道销售部的分机号是多少吗？

● Please tell me the extension of Marketing Department.

请告诉我一下市场营销部的分机号。

● The extension number of Sales Department is201.

销售部的分机号是201.


正在帮您转接


正在帮您转接电话，请稍等一下吧，这时可以这样说。

● I'll connect you with our finance manager.

我帮你接财务经理。

● Please hold on for just a minute.

请稍等片刻。

● Can I put you through to his secretary?

我把电话转给他秘书可以吗？

● I'm transferring you to him.Please wait.

我马上帮您转，请稍等。

● I'm switching you over to Mr.Carter.

我正在帮您接通卡特先生的电话。

● I'll connect you to extension102.

我给您接102分机。

● I'm transferring your call to extension105.

我正在把您的电话转到105分机。


电话已转接


电话已转接成功时，可以这样说。

● Mr.Peck is on line one.

是佩克先生打来的，请接1线。

● You're through now.

电话帮你接通了。


转接无法接通


占线、无人接听，遇到这种情况可以这样表达。

● I am sorry,but Ms.Zhang's line is busy right now.

对不起，张女士的电话占线。

● Would you call back later?

您稍后打电话来可以吗？

● Mr.Huang is on another line right now.

黄先生正在接电话。

● I'm afraid there's no answer.

恐怕接不上。

● Sorry,Mr.Wilson's number is engaged.

维尔逊先生的电话占线。


要求转接时可以说。


Extension1031,please.请转1031。

=Get1031,please.

=May I have extension1031?

=Could I have extension number1031?

=Please connect me with extension1031.

=Give me extension1031,please.


不NG实景对话



● Do you know the extension of Marketing Department?


你知道市场部的分机号是多少吗？

A: Do you know the extension of Marketing Department?

你知道市场部的分机号是多少吗？

B: Yes.The extension number of Marketing Department is106.

知道，市场部的分机号是106.


● Could you connect me with the reservation office?



你能帮我接预订部吗？


A: Hello,ABC Company.What can I do for you?

您好，ABC公司。能为您做些什么？

B: Could you connect me with the reservation office?

你能帮我接预订部吗？


词组点睛
 　reservation office　预订部

connect with　接通


● Just a moment. I will transfer you. 请稍候，我帮你转接。


A: Could you connect me with your sales manager?

能帮我转接到销售经理吗？

B: Just a moment.I will transfer you.请稍候，我帮你转接。


还可以说
 　I'm transferring your call.我正在为您转接。

One moment,please.请稍等。

I'll put you through.我帮你连线过去。


● Tina, it's for you. 蒂娜，你的电话。


A: Hello,this is Grace.Can I speak to Tina?

你好，我是格蕾丝。我能和蒂娜通话吗？

B: Just a minute.Tina,it's for you.稍等一会儿。蒂娜，你的电话。


● I will put you through now. 我马上为您转接。


A: Could you connect me with the Sales Department?

能帮我转到销售部吗？

B: Hold on for a minute.I will put you through now.

请稍等一下，我马上为您转接。


● I'll switch you over to Mr. Black. 我马上为您转接布莱克先生。


A: I need to speak to Mr.Black from sales department urgently.

我找市场部的布莱克先生，有急事。

B: I'll switch you over to Mr.Black.One second,please.

请稍等一下，我马上为您转接布莱克先生。


像老外一样张口即来



情景对话


Operator: Good morning.ABC company.What can I do for you?

Anna: Good morning. This is Anna from DB company.Can I have extension847?


Operator: Certainly,please hold the line.I'll put you through……

Peter: Bob Peterson's office,Peter speaking.

Anna: This is Anna Smith speaking,is Bob in?

Peter: I'm afraid he's out at the moment.Can I take a message?

Anna: Yes,Could you ask him to call me at68764391.I need to talk to him about the products,it's urgent.

Peter: Could you repeat the number please?

Anna: Yes,that's68764391,and this is Anna Smith.

Peter: Thank you Ms.Smith,I'll make sure Bob gets this asap.

Anna: Thanks,bye.

Peter: Bye.

接线员：上午好，这里是ABC公司。请问您有何贵干？

安娜：上午好，我是DB公司的安娜。能帮我接分机847吗？


接线员：当然可以，请稍等，我帮你接通……

彼得：鲍勃·皮特森办公室，我是彼得。

安娜：我是安娜·史密斯，请问鲍勃在吗？

彼得：他这会儿出去了，有什么消息我可以转达吗？

安娜：是的，请让他给我打电话，我的电话号码是68764391，我需要跟他谈谈产品的事情，这事很急。

彼得：您能重复一遍号码吗？

安娜：好的，号码是68764391，我是安娜·史密斯。

彼得：谢谢你，史密斯小姐，我会尽快转达给鲍勃的。

安娜：谢你，再见。

彼得：再见。

Unit5　您什么时候方便—电话预约客户


OOPS! NG　场景！


商务场合中，很多情况下都需要我们预约，其中电话预约客户是人们经常使用的预约方式。那么在电话预约客户时一定会用到的表达有哪些呢？想和对方谈论一下合作的具体细节，你可以说“您有没有空讨论一下细节呢？
 ”


一句话告别NG

电话预约时首先要询问一下对方是否有时间，这时你可以说：


Do you have time to go over the details?





不NG必备词


free有时间的

make an appointment预约，约会

urgent紧急的

confirm确认

have time to do有时间做某事

address地址

convenient方便的

postpone one's appointment推迟约会

cancel an appointment取消约会

agenda议程

schedule安排

fix确定


不NG必备句



预约时间安排


和客户预约见面，首先要谈的就是彼此方便的时间，谈时间安排时可能用到如下表达。

● What is the best time to phone you?

什么时间打电话你最方便？

● I'm available next Monday.

我下周一有空。

● May I know when I could reach him?

我什么时候可以找到他呢？

● Well,maybe you can speak to someone else.

嗯，也许你可以和其他人通话。


预约谈话内容


提前预约需要告知对方具体原因哦！

● It's rather urgent.

我有紧急的事。

● I am wondering if you have time to discuss our new proposal.

不知道你有没有空可以讨论一下我们的新策划。

● I wanted to talk to you about that order.

我想跟你谈谈那笔订单。

● I'll put you through to Mr.Smith's secretary.

我帮你接通史密斯先生的秘书。


预约成功


预约成功后需要告知对方具体的联系方式和见面地点，你可以这样说。

● Could you tell me the address again?

可以再告诉我一次您的地址吗？

● I'll talk to you soon.

我会很快和你联络的。

● I'll send you a fax to confirm this.

我会给你发传真确认。

● Let me just confirm it.

让我再确认一下。

● I wrote to Mr.Smith last week,and he sent me a fax asking me to call and make an appointment to see him in New York.

我上周给史密斯先生写过信，他给我回了一个传真，让我给他打电话来确认在纽约见面的事情。


表示“我就是。”可以说


This is he/she.

Speaking.

This is Mr.White speaking.


不NG实景对话



● I'd like to make an appointment with your Finance Manager.



我想预约和你们财务部经理见面。


A: I'd like to make an appointment with your Finance Manager.

我想预约和你们财务部经理见面。

B: Could you tell me what you want to talk about?

能不能告诉我具体想谈什么呢？

A: Yes.I am interested in your plan.

可以。我对你们的项目感兴趣。


词组点睛
 　Finance Manager　财务经理


● When will it be convenient for you?



你什么时间比较方便？


A: When will it be convenient for you?

你什么时间比较方便？

B: Friday morning or afternoon.Is that convenient for you?

周五上午或者下午。你合适吗？

A: Yes.是的。


词组点睛
 　be convenient for　方便，便于


● Can we fix the meeting at10 o'clock on Friday morning?



我们约在周五上午10点可以吗？


A: Can we fix the meeting at10 o'clock on Friday morning?

我们约在周五上午10点可以吗？

B: Let me check.Yes.

让我看看。可以。

A: Right.I've got that.

好的。我知道了。


词组点睛
 　fix the meeting……　会议安排在……


● That suits me well. 这个时间很合适。


A: That suits me well.

这个时间很合适。

B: So,it's a deal.We will meet10:00 a.m.tomorrow.

那么说定了。我们明天上午10点见面。


词组点睛
 　it's a deal　一言为定


● I'm sorry, there are some special things to deal with. Could you postpone our appointment?



很抱歉，我有些特殊的事情要处理，您能把我们的约会延期吗？


A: I'm sorry, there are some special things to deal with. Could you postpone our appointment?

很抱歉，我有些特殊的事情要处理，您能把我们的约会延期吗？

B: Of course.当然可以。


● Shall we say10 o'clock on Friday morning?



我们能把时间定到周五上午10点吗？


A: Shall we say10 o'clock on Friday morning?

我们能把时间定到周五上午10点吗？

B: I'm afraid not,because I have informed others.

恐怕不行，因为我已经通知其他人了。


像老外一样张口即来



情景对话


Mary: Hello.Wilson Industries.What can I do for you?

Mike: This is Mike Webber of Webber Industries. I have something important to discuss with your general manager.I'm calling to see if I can meet him tomorrow morning.


Mary: Hold on,please.I'm checking his agenda.I'm afraid he won't be available tomorrow morning. So you might come over tomorrow afternoon.


Mike: What time is convenient for him?

Mary: Between four and five,if that suits you.

Mike: OK.That suits me.

Mary: Good.See you then.

Mike: Thank you.See you.

玛丽：您好。威尔逊实业公司。我能为您做些什么？

迈克：我是韦伯实业公司的迈克·韦伯。我有很重要的事情要和你们的总经理商量。我打电话来是想看能不能明天上午和他见个面。


玛丽：请稍等。我来查查他的议程表。恐怕明天早上他没有空。您可以明天下午过来。


迈克：那他什么时间方便呢？

玛丽：如果您方便的话，请在4点到5点之间来。

迈克：好的，我方便。

玛丽：好，到时候见。

迈克：谢谢。再见。


商务写作范本：预约拜访时间


Dear Mr.Green,

I'm scheduled to visit the U.S.on business on August15th,and wish to call on you to discuss our new project.

I will be arriving in New York on August18th and plan to stay there for about5 days.I appreciate it if you would kindly arrange to meet me on August20th or21th in the evening, whichever is convenient for you.
 Please let me know if the time is available for you.If you are not available on those days, please suggest an alternative date by return e-mail.


Thank you in advance for your kind cooperation.I am looking forward to meeting you in New York soon!

Yours sincerely,

Zhang Feng

亲爱的格林先生：

我计划在8月15日去美国出差，希望能在您方便的时候去拜访您，并且讨论一下我们的新项目。

我将在8月18日到达纽约并在纽约停留5天。如果方便的话，望您能在8月20日或21日晚上安排出时间与我见面，我将十分感谢。
 请通知我您在这个时间段是否有时间。假如这2天都不行，请您另选好时间并且回复我。


先在此谢谢您的合作，期待不久在纽约与您见面！

谨上

张峰

Unit6　见面改到明天如何—行程变更


OOPS! NG　场景！


原本在电话中计划周四早上约见客户，可是接到对方通知，要将行程改到周五；原本计划晚上要去看电影，结果却接到了客户提前拜访的电话……工作中，经常需要更改计划，这就是所谓的计划赶不上变化吧。如果你的客户要求更改见面时间，通常会说—我们是否可以安排别的时间。
 这句话用英语要怎么说呢？


一句话告别NG

通常客户或者老板要求变更预约时间时会说：


I wonder if we could make it some other time.





不NG必备词


re-arrange重新安排计划

schedule行程

cancel取消

reschedule重新安排日程

due to由于

put off推迟

postpone（时间上）延期，延缓

conference会议

emergency突发事件

agenda议程

conflict冲突

instead代替


不NG必备句



变更行程


有些计划安排得巧，不如某些事情发生得巧，行程发生变更时，可以这样说。

● Can we put it off?

我们推迟一下可以吗？

● Could we meet on Friday instead?

我们改在周五见可以吗？

● There comes a very important customer,please re-arrange my

schedule.

有个重要的客户要来，请重新安排我的行程。

● My meeting with Annie is re-arranged at10:00.

我和安妮的会面改在了10点钟。

● We have to postpone our whole schedule one week.

我们所有的行程都要延后1周。

● Plans always fall behind changes.

计划赶不上变化。

● I'm gonna reschedule the agenda.

我会重新安排会议日程。

● They have made you visiting another day.

他们安排你改天参观。

● Sorry,the conference with department manger is re-scheduled at9:00 a.m.

抱歉，与部门经理的会议改在了上午9点。

● They have advanced your meeting2 hours according to your time schedule.

他们已经根据你的时间表把会议提前了2小时。


取消行程


除了行程提前或者延后的情况，也可能出现行程取消的情况哦。

● The flight to Shanghai is cancelled due to the bad weather.

天气原因，去上海的航班取消了。

● Our visiting is cancelled for John's late flight.

我们的参观因约翰的航班晚点而取消。

● Our CEO will not come;he has another emergency to handle.

总裁今天来不了了，因为他有其他紧急的事情需要处理。

● Clear my schedule for the afternoon.

把我下午的行程安排取消。


“变化”知多少


Counter changes with changelessness.以不变应万变。

Time works great changes.时间可以产生巨大的变化。

Variety is the spice of life.变化是生活的调味料。


不NG实景对话



● I wonder if we could make it some other time.



我想知道我们是否可以预约别的时间。


A: I wonder if we could make it some other time.

我想知道我们是否可以预约别的时间。

B: Sure.当然。


● I do need to change the time of my appointment.



我确实需要改一下预约时间。


A: I'm calling to confirm your appointment for tomorrow morning at9 am with Mr.Parker.

我打电话是想确认一下你明天上午9点与帕克先生的预约有没有问题。

B: Actually. I do need to change the time of my appointment, I have a scheduling conflict.

事实上，我确实需要改一下预约时间。我的行程安排有点冲突。


● We'll just have to make it another time.



我想我们不得不另改时间了。


A: We'll just have to make it another time.

我想我们不得不另改时间了。

B: What a pity.How about next week?

太可惜了，下周怎么样？


● Can we reschedule for next week?



我们可以改约到下周吗？


A: We have an appointment this afternoon at two.Can we reschedule for next week?

我们今天下午2点有约。我们可以改约到下周吗？

B: That shouldn't be a problem.

没问题。


● Could it be postponed, if possible, till Tuesday?



如果可能的话，能不能延到周二？


A: Could it be postponed,if possible,till Tuesday?

如果可能的话，能不能延到周二？

B: That suits me well.

这个时间很适合我。


单词点睛
 　suit　适合，符合……的要求

This candidate does not suit our qualifications.

这个候选人不符合我们的条件。


● I'm afraid he's going to be fifteen minutes late for his meeting this afternoon. 今天下午的会议，他可能要晚到15分钟。


A: I'm afraid he's going to be fifteen minutes late for his meeting this afternoon.

今天下午的会议，他可能要晚到15分钟。

B: That's OK.好的。


像老外一样张口即来



情景对话


ZhangLin: Hi!My name is ZhangLin.May I speak to Frank,please?

Frank: Speaking.

ZhangLin: Hi Frank,I'm calling to inform you that I can't keep our appointment tomorrow.


Frank: I'm sorry to hear that.What happened?

ZhangLin:One of our clients arrived early and I have to meet him at the airport.


Frank: I see.

ZhangLin: Would it be possible to postpone the appointment?

Frank: Sure.When is convenient for you?

ZhangLin:I wonder if we could put off our meeting until next Wednesday.


Frank: Yes.It's okay by me.

ZhangLin: Great.Hope I haven't messed up your arrangements too much.

Frank: Not at all.

张林：你好，我叫张林。我想找一下弗兰克？

弗兰克：我就是。

张林：你好，弗兰克，我打电话是想告诉你，明天我不能与你见面了。


弗兰克：很遗憾听到这个消息，怎么了？

张林：我们的一位客户提前到访，我需要到机场接他。


弗兰克：我明白了。

张林：可以推迟我们的约会吗？

弗兰克：当然。你什么时候方便？

张林：我们可以把约会推迟到下周三吗？


弗兰克：好啊，我没问题。

张林：太好了，希望我没有给你日程安排带来太大的麻烦。

弗兰克：没关系。


商务写作范本：更改预定时间


Dear William,


First, let me express my apology for the change of our meeting time.


Last Friday, we just reached a consensus that we would have a meeting on the19th of this month.But this morning I just received an order from my boss that I would be dispatched to Washington on18th and wouldn't be able to come back until26th.I know how busy you are and how hard for you to pick up a day to have the meeting,but this business trip is really significant for our company.


Please accept my apology and suggest another time for our meeting.
 Thank you so much for your understanding.Hope to see you soon!

Yours sincerely,

Jack

亲爱的威廉：

首先，请允许我向您表达我的歉意，我们需要更改会议时间。

上周五，我们对于在这个月19号举行会议达成了共识，但是今天早上我突然接到了老板的命令，我将于18号被派往华盛顿，26号之后才能回来。我非常清楚您有多忙，我们能够找出一天来开会是多么不容易，但是这次出差对于我们公司来说真的非常重要。

请接受我的歉意，并且另外选择我们见面的时间。十分感谢您的理解。希望很快可以见到您！

谨上

杰克

Unit7　打电话也出丑—打错电话


OOPS! NG　场景！


电话沟通过程中，打错电话、接到打错的电话是常有的事，如何礼貌地道歉或告知对方打错了呢，一句地道的英文就可以轻松应对此时的尴尬啦！快学起来，让对方感受到你的职业素养和礼貌吧。


一句话告别NG

打电话找人却尴尬地发现自己拨错号了，“抱歉，我打错了。
 ”是结束尴尬场景的必用句，用英语说就是：


Sorry. I must have misdialed.





不NG必备词


dial拨号

wrong number错误的电话号码

area code区号

look up查询

try again再次尝试

correct正确的

misdial拨错号码

check the number核对号码

telephone directory电话簿

change number更换电话号码

nobody没有人

possible可能的


不NG必备句



查无此人


这里没有对方要找的人哦，这时可以这样跟对方说。

● There is no Qin at that number.

那个号码查无秦先生。

● There's no one named Anna here.

这儿没有叫安娜的。

● Nobody by that name works here.

这儿没有叫那个名字的。

● There's no one by that name here.

这里没有叫这个名字的人。

● We don't have any William working here.

没有叫威廉的在这儿工作。


查询号码


我一直用这个号码，建议您还是再确认一下电话号码吧。

● Please look up the correct number in the telephone directory.

请到电话簿里去查询正确的电话号码吧。

● I suggest you look in the phone book.

我建议您查一下电话簿。

● Why don't you look it up in the phone book?

你怎么不去电话簿里查一下呢？

● You can check again with the phone book.

你再跟电话簿上的号码对一下吧。


拨错号啦


您拨错号啦，想表达这句话时，可以这样说。

● You must have the wrong number.

你一定是拨错号码了。

● Sorry,you've got a wrong number.

不好意思，您拨的号码不对。

● I must have dialed a wrong number.

我肯定是拨错号了。

● Sorry,wrong number.

抱歉，打错电话了。


换号了


对方要找的人可能更换号码了，这时可以这样说。

● He may have changed his number.

他可能换号了。

● He probably changed to a new number.

也许他换了别的号。

● Is it possible that she has changed her number?

她有没有可能已经换号了？


打错电话可以这样道歉


Sorry,I dialed wrong.

对不起我打错电话了。

I'm afraid I have the wrong number.

恐怕我打错电话了。

Sorry for troubling you.

对不起，打扰您了。

Sorry,I have misdialed.

对不起，我拨错号了。


不NG实景对话



● It seems you've misdialed.



你好像打错了。


A: It seems you've misdialed.

你好像打错了。

B: Oh,I'm sorry.I'll check again.

哦，抱歉，我再看一下号码。


● Are you sure you have the right name?



你肯定没弄错姓名吗？


A: Are you sure you have the right name?

你肯定没弄错姓名吗？

B: Yes,I'm one hundred percent sure.

是的，我百分百确定。


● I don't recognize that name.



我没听说过这个名字。


A: May I talk to Steve please?

可以帮我找一下史蒂夫吗？

B: I'm sorry,but I don't recognize that name.

抱歉，我没听说过这个名字。


单词点睛
 　recognize　认出


● I'm afraid you've dialed the wrong number.



恐怕你拨错号了。


A: Is Patti there?帕蒂在吗？

B: I'm sorry,I'm afraid you've dialed the wrong number.There is no Patti here.

不好意思，恐怕你拨错号了，这里没有叫帕蒂的。


● Isn't this763-4565?



这个号不是763-4565吗？


A: I remember the number clearly.Isn't this763-4565?

我把电话号码记得很清楚，这个号不是763-4565吗？

A: No,this is736-4565.You've misdialed.

不是，我这是736-4565。你打错了。


像老外一样张口即来



情景对话


Receptionist: Hello,this is ABC Company.What can I do for you?

Susan: Hello, this is Susan from Pan-Pacific Tours. Can I speak to your sales manager,John?

Receptionist: There's no one named John here. What number are you trying to dial?

Susan:347696783,is that right?

Receptionist:Sorry. This is the wrong number
 .

前台：您好，这里是ABC公司，有什么可以帮助您的？

苏珊：您好，我是泛太平洋旅游公司的苏珊，我找你们的销售经理约翰。

前台：这里没有叫约翰的。您要拨多少号？

苏珊：347696783，对吗？

前台：对不起，您打错了。


Unit8　不好意思，我要挂了—挂断电话


OOPS! NG　场景！


与商务伙伴电话沟通除了要学会接打电话的基本用语外，通话结束时如何礼貌地结束一次通话也非常重要。如果你想表达自己对对方再次来电的期待，你可以礼貌地说“期待您的下次致电。
 ”那么，这句话用英语要如何地道地表达呢？


一句话告别NG

如果你是接电话者，挂断电话时想表达自己对对方再次来电的期待，你可以说：


I look forward to hearing from you.





不NG必备词


hang up挂断电话

hold the line别挂断电话，稍等

pleasure高兴的

look forward to期待

apologize道歉

ring off挂断电话

call back回电话

appreciate高兴，感谢

get a call from sb.接到某人的电话

receive sb.’s call接到某人电话


不NG必备句



期待下次来电


挂电话之前表达一下对对方下次来电的期待，你可以这样说。

● I'll look forward to receiving your call.

好的，我期待你的来电。

● I look forward to getting a call from you.

期待接到您的电话。

● My best wish to Olson.

代我问候奥尔森。


急切挂断电话，说sorry


告诉对方自己不得不挂断时，可以这样说。

● I'm sorry to have taken so much of your time.

对不起，占用您这么多时间。

● Sorry,I have no interest in your product.I'm going to hang up now.

对不起，我对你们的商品不感兴趣。我现在要挂了。


挂断电话，祝过得愉快


挂断电话之前表达一下自己对对方的祝愿，你可以这样说。

● Have a nice day.Good-bye.

祝您今天过得愉快，再见。

● Wish you a good day.

祝您愉快。

● Have a great day!

祝您愉快！

● Please say hello to everyone.

请代我向大家问好。

● Say hi to everyone for me.

请代我向大家问好。


感谢来电，说再见


挂断之前感谢对方来电你可以这样说。

● Thanks for calling.Bye!

感谢您的来电，再见！

● Nice talking to you.Good-bye.

很高兴与您通话，再见。

● I'm glad/happy to talk with you./It's great talking to you.

很高兴与您通话。

● It's been a pleasure talking to you.

非常高兴与您通话。


挂电话小短句


Talk to you later.再聊。

Time to go.该挂了。

I got to hang up.我得挂电话了。


不NG实景对话



● I appreciate the phone call.



很高兴接到您的电话。


A: Well,I have to go.

呃，我得走了。

B: I appreciate the phone call.

很高兴接到您的电话。


还可以说
 　Thank you for calling.

I'm glad you called.

It was nice of you to call.

I'm really happy you called.


● I'll think about it and call you back.


我会考虑一下，然后给你回电话。

A: Do you want to buy our products?

怎么样？您打算买我们的产品吗？

B: I'll think about it and call you back.

我会考虑一下，然后给您回电话。


还可以说
 　Let me think it over and call you back.

I'll call you back after I've thought about it.

I'll consider it and call you back.


● I apologize for taking up so much of your time.


抱歉，占用您这么多时间。

A: I apologize for taking up so much of your time.

抱歉，占用您这么多时间。

B: Oh,no trouble at all.

噢，没关系的。


还可以说
 　I'm sorry that I took up so much of your time.


● I eagerly await your call.


我迫不及待地等你的电话。

A: I'll call you back next week sometime.

我下周给你回电话。

B: OK,I eagerly await your call.

好的，我迫不及待地等你的电话。


单词点睛
 　eagerly　急切地


● I'm not interested in whatever you're selling. I'm hanging up.


我对你卖的东西不感兴趣，我要挂电话了。

A: I'd like to tell you about an incredible opportunity……

我想告诉您一个千载难逢的机会……

B: I'm not interested in whatever you're selling.I'm hanging up.

我对你卖的东西不感兴趣，我要挂电话了。


还可以说
 　I'm not interested.I'm going to hang up the phone now.


● I wish I had more time to talk with you, but I have a meeting in10 minutes.



我真希望能和你多聊一会儿，但我10分钟后有个会要开。


A: I wish I had more time to talk with you, but I have a meeting in10 minutes.

我真希望能和你多聊一会儿，但我10分钟后有个会要开。

B: All right.Get back to your work.

好吧，去工作吧。


像老外一样张口即来



情景对话


Ms.Lee: Is this Ms.Wong?

Ms.Wong: Yes,Who's calling please?

Ms.Lee: This is Ms. Lee, I'm calling to apply for the assistant's position. Is it still vacant?

Ms.Wong: Yes,have you ever been an assistant before?

Ms.Lee: Yes,I've worked at A.T Company.

Ms.Wong: Do you have a resume?

Ms.Lee: Yes,I could send you a copy of my resume by e-mail.

Ms.Wong:OK, I'll read it and then think about it. And I'll call you soon
 .

Ms.Lee: OK,I'm looking forward to receiving your call.

李小姐：请问是王小姐吗？

王小姐：是的。请问是哪位？

李小姐：我是李小姐，我想申请你们助理的职位，请问这个职位还空着吗？

王小姐：是的，你之前做过类似的工作吗？

李小姐：是的，我在A.T公司做过的。

王小姐：你有简历吗？

李小姐：有，我可以电邮给你。

王小姐：好的，看完之后我再考虑一下，然后再给你打电话。


李小姐：好的，期待你的电话。


商务沟通：如何礼貌挂断电话



● 对客户


不管是给客户打电话，还是接听客户打来的电话，我们都可以遵循客户优先挂断电话的原则。

>Please call again anytime.请随时来电话。

>Thank you for returning my call.谢谢你给我回电话。

>Thank you for your call.谢谢您来电话。

>Thanks for calling.谢谢您打来电话。


● 上下级


一般来说，上下级通话时，按照礼仪，应由上级先挂断电话。

>Please hang up the phone.请挂电话吧。


● 同事间


如果是同事之间打电话，那么是谁打来的就由谁先挂断。

>So,I'll see you tomorrow.那么，明天见。

>Well,I have to get going.那么，我得挂电话了。

>I'd better get off the phone.我得挂电话了。

>I have to go now.我得挂电话了。

Unit9　听不清你说的啥—电话故障


OOPS! NG　场景！


电话故障导致沟通不畅，真让人头疼！但也不能因此忽视了耐心和礼貌哦，赶快先解释一下原因，再想想办法继续畅快地进行远程交流吧。


一句话告别NG


“你的声音断断续续”
 ，想要告诉对方，却又不知怎么表达，下面这一句话轻轻松松将你救出困境，快快学起来吧：


You are breaking up.





不NG必备词


power off关机

connection电话线路

speak up大声讲话

noise噪声

cut off切断

slow down放慢速度

clearly清晰地

hear sb.well听清楚某人讲话

echo回声

loud大声的

cross串线

loudly大声地

overload超负荷

out of order有问题


不NG必备句



无法接通


电话一直接不通，到底怎么回事呢？

● The subscriber you dialed is power off.

您所拨打的电话已关机。

● The number you dialed is not be answered for the moment,please redial later.

您拨打的用户暂时无法接通，请稍后再拨。

● Please dial area code before the number you dialed.

请在号码前加拨长途区号。


电话故障


听不清、线路有问题时要怎么告诉对方呢？

● The connection was bad.

通话情况很糟糕。

● There was a lot of echo and I couldn't hear well.

回声太多，我听不清楚。


听不清楚


听不清，请您再说一遍吧！

● Pardon me?

可以再说一遍吗？

● I can barely hear you.

我一点儿都听不见。

● I can't hear you very well.

我听不太清楚。

● What was the last part again?

最后的部分再说1次，好吗？


电话断线


电话怎么断了？赶紧拨过去解释一下。

● We were cut off just now.

电话刚才断了。

● I cut you off by accident.

我不小心挂断电话了。

● The phone went dead.

电话不通。


请大声点儿，慢点儿说


声音太小，周围太吵？请对方说大声点吧，可别错过关键信息哦！

● Could you speak up?

你能大点声儿说话吗？

● Would you slow down,please?

您能说慢一点儿吗？

● Please speak a little more slowly.

请您说慢一些。


表达电话故障，可以说


The lines are crossed.电话串线了。=The lines must be crossed.

We have a bad connection.我们的线路不太好。=This is a really bad line.

The line is busy.电话线路忙。=The line isn't free.


不NG实景对话



● There is an echo on the line. 电话有回声。


A: Please bring those handouts to the conference room.

请把那些传单送到会议室去。

B: I'm sorry?I didn't catch you.There is an echo on the line.

实在抱歉，你说什么？电话有回声。


还可以说
 　There's an echo.有回声。

I hear an echo.我听到了回声。


● There's a lot of noise in the background. 有很多杂音。


A: There's a lot of noise in the background.

有很多杂音。

B: Yes.I hear it,too.I'll hang up and try again.

是的，我也听到了。我挂了再打一下吧。


还可以说
 　There is a high-pitched noise on the line.

I heard a lot of static.我听到了很多杂音。


● What's wrong with your phone? 你的电话怎么了？


A: What's wrong with your phone?

你的电话怎么了？

B: I'm not sure,but I can't hear any dial tone.

我也不清楚，但是我听不到拨号提示音。


单词点睛
 　tone　音调，音色


● I think we have a bad connection. 我认为线路有问题。


A: Sorry,but you are breaking up.

抱歉，但是你说话的声音断断续续的。

B: I think we have a bad connection.I will call you back.

我认为线路有问题，我再给你打过去。


● The cord isn't plugged in. 电话线没有插好。


A: What happed to your phone?I called you several times.

你的电话怎么了，我给你打好几次电话了。

B: Oh god.The cord isn't plugged in.哦，天啊。电话线没插好。


还可以说
 　It's not plugged in.

The phone cord is unplugged.

● I kept getting a busy signal.


我总是收到忙音。


A: I kept getting a busy signal.

我总是收到忙音。

B: OK,let me have a look.

好的，让我来帮你看看吧。


词组点睛
 　get a signal　收到信号


像老外一样张口即来



情景对话


Bob: I've just been disconnected from a number.Could you……

Anna: I'm sorry.Could you speak a little louder?There's a bad connection.

Bob: The connection is really bad. I've just been disconnected from a number.Is there something wrong with my phone
 ?

Anna: Oh,I doubt if it's your phone.There may be a fault in the line.

Bob: I see.

Anna: Please tell me your number.I'll call you back as soon as the line is OK.

Bob: My number's87654321.

（About ten minutes later）

Anna: Hello.Is that87654321?

Bob: Yes.

Anna: The line is OK now.There was a mini fault in it.

Bob: Thanks for calling me back……

鲍勃：我刚拨的电话断了。你能……

安娜：很抱歉。您能大点声吗？线路不好。

鲍勃：线路确实不好。我刚拨的电话断了。我的电话是不是出问题了？


安娜：哦，我觉得问题不在您的电话，可能是线路出问题了。

鲍勃：我明白了。

安娜：请告诉我您的电话号码。线路一旦恢复我就马上给您打电话。

鲍勃：我的电话号码是87654321。

（大约10分钟后）

安娜：您好。是87654321吗？

鲍勃：是呀！

安娜：线路现在正常了。刚才出了点小问题。

鲍勃：谢谢你给我打回电话……

Unit10　Email收到了吗，期待您的回复—收发邮件


OOPS! NG　场景！


收发邮件和整理资料是很多商务人士每天都会面临的工作之一，无论是与客户沟通还是与同事交流，收发email早已经成为了必备的远程沟通方式之一。即便是电子邮件也要遵循一定的书信礼节哦，比如每封邮件结尾都要用到的一句话：“期待早日收到您的回复
 ”，用英语要怎么表达呢？


一句话告别NG

对于职场白领来说，每天收发的邮件数量繁多，期待收到对方的回复，用英语说就是：


I'm looking forward to hearing from you.





不NG必备词


get a receipt收到回执

hear from sb.收到某人的信

suggestion建议

send发送

assistance帮助

transmit a document转发文件

look forward to盼望，期待

feedback反馈

comment意见

cooperation合作

response回复

attachment附件


不NG必备句



咨询信息和反馈建议


当你需要知道对方的意见和反馈时，你可以这样写。

● Look forward to your feedbacks and suggestions soon.

期待您的反馈建议。

● Your comments and suggestions are welcome!

欢迎您的评论和建议！

● Feel free to give your comments.

请随意提出您的建议。

● Any question,please don't hesitate to let me know.

有任何问题，欢迎和我们联系。

● Please check at your side and comment.

请你们那边检查一下并回复。

● If you've any questions please let me know.

如有任何问题，请告诉我。

● We are following your instruction on the basis of your confirmation.

我们在您确认的基础上按您的指示行事。

● Once you respond to the above questions,we will decide which option we would like to pursue.

你们对上述问题回复后，我们会立即决定我方选择哪个方案。

● Looking forward to hearing back from you tomorrow.

盼明天收到你的回复。

● Please advise us with your comments.

请把你的看法告诉我们。

● Also please let me know if you need any other information.

另外，你们还需要其他信息吗？


邮件中表达感谢


在邮件中表达感谢，要怎么说呢？

● Thank you so much for the cooperation.

感谢您的合作。

● Thanks for the information.

谢谢您提供的信息。

● Your kind assistance on this are very much appreciated.

我们对您的协助表示感谢。

● Really appreciate your help!

非常感谢您的帮助！

● I really appreciate the effort you all made for this sudden and tight project.

对如此紧急的项目您做出的努力我表示十分感谢。

● Thanks for your attention!

谢谢关心！

● Thanks for your understanding.

谢谢您的谅解。


邮件中祝福的表达


在邮件的开头或结尾附上一些贴心的问候语或祝福语往往会让对方对你的印象更好哦！

● Hope you have a good trip back.

祝回程旅途愉快。

● How are you?

你好吗？

● How is the project going on?

项目进行顺利吗？


邮件常见缩写词


CC=Carbon copy抄送

FYI=For your information供你参考

ASAP=As soon as possible尽快

RESEND=Please resend your reply to me重传


不NG实景对话



● Fixing Appointment Time约定时间


Mr.John Green,our General Manager,will be in Paris from June2 to7 and would like to pay a visit to you,say,on June3 at2:00 p.m.about the opening of a sample room there.

Please let us know if the time is convenient for you. If not, what time you would suggest.

我们的总经理约翰·格林将于6月2日到7日在巴黎，他希望于6月3日下午2点拜访您，商讨有关在当地开样品间的事宜。

请告知这个时间对您是否方便。如不方便，请建议具体时间。


词组点睛
 　pay a visit to　参观，拜访


● Business Reply商务回信


Thank you for your letter informing us of Mr. Green's visit during June2-7. Unfortunately,Mr.Edwards,our manager,is now in Cairo and will not be back until the second half of June. He would, however, be pleased to see Mr. Green any time after his return.

We look forward to hearing from you.

谢谢来函告知我方6月2日至7日格林先生的来访。不巧的是，我们的总经理爱德华先生现正在开罗，6月中旬才能回来。但他回来后愿意在任何时间会见格林先生。

希望收到您的来信。


单词点睛
 　unfortunately　不幸地


● Making an Apology道歉


We are sorry we cannot send you immediately the catalogue and price list for which you asked in your letter of March10.Supplies are expected from the printers in two weeks and as soon as we receive them,we will send you a copy.

对3月10日来信所要目录和价格单，很抱歉不能马上寄去。印刷商2周后供货，一旦收到，我们将给您寄去1份。


单词点睛
 　catalogue　目录


● Explaining　解释


We are sorry to tell you that we have to cancel the appointment of the business group meeting that we had made which should be held in Beijing from October10th to13th,2015. We can't arrange a convenient time before October because our project will last to the end of October. Please advise your service personnel and other concerned persons about our meeting cancellation at the earliest.

Maybe we can set another time after October to meet again. We are really sorry about the cancellation and thank you for your understanding. We sincerely thank you and your staff for your past service.

非常抱歉地告诉您，我们不得不取消原定于2015年10月10日到13日在北京举行的业务组会议。由于我们的项目将要持续到10月份，公司无法在10月之前安排一个合适的会议时间。请尽早通知您的服务人员和其他相关人员关于我们取消会议的事情。

也许我们将在10月份之后另外选择时间来举行会议。我们对于取消原定计划感到非常抱歉，并且感谢您的理解。我们衷心地感谢您和您的工作人员长期以来的服务。


词组点睛
 　business group　业务组


像老外一样张口即来



情景对话


Kevin:I am calling to make sure if you've got my email, because I didn't get a receipt.


Sue: I'm afraid I didn't get any of your emails.

Kevin: Don't worry.I will send it again right now.But I wan t to make sure the email address is absolutely right.It's kam@yahoo.com.Right?

Sue: Right.What documents will you send?

Kevin: Pictures of our latest production and their prices.

Sue: How many pictures are there?

Kevin: Seventy-eight.All the photos are digital ones with high resolution.

Sue: I see. Please do not send the pictures by attachment. Put them in a single folder.Perhaps all the graphics should be zipped up into one archive?

Kevin: Got it.Please let me konw your decision within a week in case the price would change.

Sue: Yeah,I think it will be done in three days if there's nothing wrong.

凯文：我打电话确认一下您是否收到了我的邮件，因为我没有收到回执。


苏：我恐怕没有收到您的任何邮件。

凯文：别担心，我马上重新发给你。但我想确保邮件地址准确无误。是kam@yahoo. com，对吗？

苏：正确。你要发什么邮件？

凯文：我们的最新产品和价格信息。

苏：有多少张照片？

凯文：78张。都是高分辨率的数码照片。

苏：明白了。请不要以附件形式发送照片。把它们放在单独的文件夹里。或者把所有的图像都打包成一个压缩包。

凯文：知道了。请在1周内告诉我你的决定，以防价格会有所变动。

苏：好，如果没有问题的话我想3天之内就会回复的。


Chapter2　接待客户

Unit1　有朋自远方来—机场迎接


OOPS! NG　场景！


第一次到机场迎接客户？是不是很紧张呢？其实没必要有那么大的心理负担！因为在人生地不熟的客户眼中你是这座陌生城市的主人，所以大大方方地接待对方，了解基本的表达就一定可以给对方留下良好的第一印象。当然机场接机时首先要做的就是确认对方的身份，这时，你可以说“对不起，您是××吗？
 ”


一句话告别NG

想确认一下对方是不是你要接的人，你可以说：


Excuse me, but are you Mr. Bryant?





不NG必备词


pick up接人

get some rest休息一下

informal dinner便饭

land on飞机落地

mandarin普通话

flight飞行

secretary秘书

help sb.with sth.帮助某人做某事

bring with拿来，带来

have a good journey旅程愉快

take sb.around陪某人四处逛逛

be tied up被占用，被困住


不NG必备句



确认身份


机场接客户时确认了对方是要接的人，这时你可以这样说。

● I'm Susan.I am here to meet you today.

我是苏珊，今天我到这儿来接你。

● We've been expecting you.I'm Liu Lu,the secretary of the manager, Mr.Smith.

我们一直在恭候您，我叫刘璐，史密斯经理的秘书。

● Our manger asked me to come and meet you,because he was

unexpectedly tied up this afternoon.

我们经理让我来接您，因为他今天下午突然有事走不开。

● Mr.White will come to meet you later at the hotel,so he asked me to come to meet you here.

怀特先生一会儿会来宾馆见您，所以派我来这里接您。

● Mr.White,let me help you with your luggage.

怀特先生，我来帮您拿行李吧。


谈论旅程


第一次见面可以先谈论一下对方的旅途情况，拉近彼此的距离吧！

● Is this your first visit to China?

这是您第一次来中国吗？

● Did you have a good journey?

旅程愉快吗？

● I heard that you were delayed taking off and encountered a lot of bad weather.

我听说你们延误了起飞，还多次遭遇了恶劣天气。

● How long did the flight take?

飞了多久？

● Do you bring your family with you?

你带家人一起来了吗？

● How was your flight?

你的飞行旅程怎么样？

● How is the weather in America?

美国的天气如何？


吃饭或休息


入住酒店前约对方先吃一顿晚餐或者小逛一下都是不错的选择。

● Would you like to have an informal dinner with us tonight?

您愿意晚上和我们一起吃顿便饭吗？

● I'd like to take you around this city tonight and show you the night scene if you're up to it.

如果您同意，我想今晚陪您到城里转转、看看夜景。

● How about getting you to your hotel so you can get some rest?

先送您去宾馆休息一下怎么样？

● Do you need to have a rest after such a long flight?

飞了这么久，您需要先好好休息一下吗？


机场相关词


international terminal国际候机楼

international passengers国际航班旅客

Information Desk问讯处

airport terminal机场候机楼

FLT No.（flight number）航班号


不NG实景对话



● I'm Liu Hong. I'm here to meet you today.



我是刘红，今天我到这儿来接您。


A: I'm Liu Hong.I am here to meet you today.

我是刘红。今天我到这儿来接你。

B: It's a pleasure to finally meet you.

真高兴，终于见到你了。


还可以说
 　How do I address you?我怎么称呼你呢？

I'm Liu Hong,you can call me Xiao Hong.

我叫刘红，你可以叫我小红。


● Excuse me. Are you Susan Davis from Western Electronics?



对不起，你是来自西方电子公司的苏姗·戴维斯吗？


A: Excuse me.Are you Susan Davis from Western Electronics?

对不起，你是来自西方电子公司的苏姗·戴维斯吗？

B: Yes,and you are?

是的，您是？


还可以说
 　Yes,may I know your name?


● I've heard a lot about you.



久闻大名。


A: I've heard a lot about you.Glad to meet you.

久闻大名。今日相见荣幸之至。

B: I'm flattered.

您过奖了。


单词点睛
 　flattered　过分夸奖


词组点睛
 　hear a lot about　久仰大名


● Let me help you with your bag.



我来帮你拿包吧。


A: That is a long flight.You had a stopover too,is that right?You must be tired.

那真是个很长的旅途啊。您中途还停留了，对吧？您一定很累。

B: Actually I feel quite rested,because I have slept on the plane.

实际上我觉得我休息得很好，因为我在飞机上睡觉了。

A: Good!Here,let me help you with your bag.

那就好！来，我帮您拿包吧。


还可以说
 　Let me help you with your luggage.让我帮你拿行李吧。

Let me help you take your luggage.


● Nice to meet you. Thank you for coming all the way here.



见到你很高兴。谢谢您来接我。


A: It's a pleasure to make your acquaintance. I'm Dennis, from ABC Company.

很高兴认识你，我叫丹尼斯，来自ABC公司。

B: Nice to meet you.Thank you for coming all the way here.

见到你很高兴。谢谢您来接我。


单词点睛
 　acquaintance　认识，了解


● Are there any placesyou want to visit?



有没有你想去参观的地方？


A: Are there any places you want to visit?

有没有你想去参观的地方？

B: I've always wanted to visit the GreatWall.

我一直很想去长城。


词组点睛
 　always want to do sth.一直想做某事


像老外一样张口即来



情景对话


Zhang You: Excuse me.You must be Mr. Andrew from San Fransisco.
 I'm the Sales Manager of WNN Company.My name is Zhang You.

Mr.Andrew: Nice to meet you,Mr.Zhang.It's kind of you to come and meet me at the airport.


Zhang You: Nice to meet you,too.Is this your first trip to Beijing?

Mr.Andrew: Yes, I've never been here before. I've been to Guangzhou several times.

Zhang You: How was your flight?

Mr.Andrew: Very nice.I had a good time.

Zhang You: I'm glad to hear that.Our General Manager will host a welcoming dinner for you this evening.

Mr.Andrew: That's very nice of him.

Zhang You: You are welcome.I'll pick you up at the lobby at5 p.m.

Mr.Andrew: All right.See you then.

张友：打扰一下，您一定是从旧金山来的安德鲁先生吧
 。我是WNN公司的销售经理张友。

安德鲁先生：非常高兴见到您，您能来机场接我真的是太好了。


张友：也非常高兴见到您。您是第一次来北京吗？

安德鲁先生：是的。我从来没有来过北京。广州倒是去过几次。

张友：您一路上顺利吗？

安德鲁先生：非常不错。

张友：我很开心听到您有一个不错的旅行。我们总经理今天晚上为您设了一个接风宴。

安德鲁先生：真不错，谢谢他。

张友：不客气。我下午5点来接您，在大厅见。

安德鲁先生：好的。到时见。

Unit2　让客户高枕无忧—住宿与行程安排


OOPS! NG　场景！


机场接完客户后，接下来是要带对方直奔酒店休息还是进行其他行程安排呢？带客户入住宾馆有哪些一定会用到的表达？和对方讨论接下来的商务行程安排时又会用到哪些表达呢？一起来看一下吧！


一句话告别NG

如果你已经把对方的行程作了详细的规划、安排，可以询问一下对方对你的安排是否满意：“您觉得这样安排可以吗？
 ”用英语说就是：


How does that schedule sound to you?





不NG必备词


passport护照

reservation预订

be booked solid已经被预约满了

compare notes on探讨研究

convenient方便的

call in来访

fill out填写

reception接待处

high-end restaurant高级餐厅

sort out one's schedule安排工作日程

make changes进行修改

arrange one's schedule安排活动日程


不NG必备句



安排住宿


帮对方安排酒店住宿时，可能用到如下表达。

● We have reserved a room for you at Beijing Hotel.

我们已为您在北京饭店订了一间房间。

● Are we going to the hotel?

我们是要去宾馆吗？

● Have you got any ID?

您带证件了吗？

● I'll show you to your hotel.

我带您去宾馆。

● I have finished the check-in procedure.

我已经办妥了住宿登记手续。


提前询问安排


安排好住宿事宜后，再来讨论一下接下来的活动安排吧！此时最好先确认对方是否有其他安排哦！

● Do you have other plan tonight?

您今晚有其他计划吗？

● What date would suit you?

您哪天方便呢？

● So our evenings will be quite full then?

那么我们晚上的时间也安排满了吗？

● When is it convenient for you to meet?

您什么时候方便见面？


确定行程安排


帮对方安排好活动事宜后，可以这样告知对方。

● Here's the schedule for tomorrow.

这是您明天的行程安排。

● Here is a copy of itinerary we have worked out for you and your friends and please have a look at it.

这是我们为您和您的朋友拟定的活动日程安排，请过目。

● I've already arranged for you to meet with him first thing on Wednesday morning.

我已经安排您在周三一早就跟他碰面。

● There will be some evenings for you to arrange freely,that is,if it is all right with you.

如果你们愿意，我们将会留几晚的时间供你们自由支配。

● We've arranged our schedule smoothly.

我们已经很顺利地把活动日程安排好了。

● I've invited all the important clients to our party next week.

我已经邀请了所有重要的客户来参加我们下周的派对。

● You're attending an opening ceremony of high-end restaurant today.

您今天要参加一家高级餐厅的开幕仪式。

● Well,if time permits,minor changes can be made then.

嗯，如果时间允许，稍加修改还是可以的。

● If it is convenient of you right now,I'd like to discuss about the schedule with you.

如果您现在方便，我想跟您讨论一下日程的相关问题。

● I'd like to call in to discuss the project plan.

我想邀请您来讨论一下项目计划。

● I just need some time to sort out my schedule.

我只是需要时间来安排我的工作日程。


安排住宿必会词


check-in办理入住手续

registration form登记表

room service客房服务

standard room标准房


不NG实景对话



● I've already made a hotel reservation for you. I'm here to pick up you to your hotel.



我已经为您预订了宾馆房间，我来这儿接您去宾馆。


A: Are we going to the hotel?

我们是要去宾馆吗？

B: Yes. I've already made a hotel reservation for you. I'm here to drive you to your hotel.

是的，我已经为您预订了宾馆房间，我来这儿接您去宾馆。


还可以说
 　We have reserved a room for you.

我们已经为您预订了一间房间。


● Shall we go to the reception desk and check in?



我们到前台办理入住手续吧？


A: Shall we go to the reception desk and check in?

我们到前台办理入住手续吧？

B: May I take a look at the room first?

我可以先看看房间吗？


还可以说
 　I have finished the check-in procedure.

我已经办妥了住宿登记手续。

I think I've filled in everything correctly.

我觉得我已经准确无误地填完了。


● Do you have your passport with you? We will need it when



checking in.　您带护照了吗？一会儿入住时我们要用。


A: Do you have your passport with you?We will need it when checking in.

您带护照了吗？一会儿我们入住时要使用。

B: Of course.My secretary has it.

带了，在我的秘书那里。


● Here's the schedule for tomorrow.



这是您明天的日程安排。


A: What is my schedule tomorrow?

我明天的行程安排是什么？

B: Here's the schedule for tomorrow.

这是您明天的日程安排。


还可以说
 　We are going to invite you to take part in a welcome party.

我们将邀请您参加一个欢迎会。

● Our CEO Mr. Zhang is attending a marketing seminar.


我们的总裁张先生正在参加一个研讨会。


A: Is Mr.Zhang back from his business trip?

张先生出差回来了吗？

B: Our CEO Mr.Zhang is attending a marketing seminar.

我们的总裁张先生正在参加一个研讨会。


还可以说
 　Our CEO Mr.Zhang is on a business trip.

我们的总裁张先生正在出差。


● We've arranged our schedule without any trouble.



我们已经很顺利地把活动日程安排好了。


A: What about tomorrow's plan?

明天的计划怎么样？

B: We've arranged our schedule without any trouble.

我们已经很顺利地把活动日程安排好了。


词组点睛
 　without any trouble　顺利


像老外一样张口即来



情景对话


Miss Li: Mr. Jackson,I've already made a hotel reservation for you.I'm here to drive you to your hotel.


Mr.Jackson: That's great.Thank you.

Miss Li: Please take the back seat.

Mr.Jackson: Okay.

（Ten minutes later）

Miss Li: This is the hotel where you're going to stay.

Mr.Jackson: It looks fantastic.

Miss Li:Do you have your passport with you?We will need it when checking in.


Mr.Jackson: Yes.It's right here.

Miss Li: We've booked a Western-style room for you.Shall we go to the reception desk and check in?


Mr.Jackson: OK.

李小姐：杰克森先生，我已经为您预订了宾馆房间，我来这儿开车带您去宾馆。


杰克森先生：太好了。谢谢您。

李小姐：请坐在后座。

杰克森先生：好的。

（10分钟后）

李小姐：这是您要入住的宾馆。

杰克森先生：看起来很棒。

李小姐：你带护照了吗？一会儿我们入住时要使用。


杰克森先生：是的。就在这儿。

李小姐：我们为您预订了一个西式房间。我们到前台办理入住手续吧？


杰克森先生：好的。

Unit3　久仰您的大名—客户引见


OOPS! NG　场景！


将客户引荐给老板或者其他同事时不会地道得体地表达可会糗大哦！引荐时一般要遵循先客后主的原则，先介绍来访的客户，再介绍接待客户的相关人士。那么在为客户引荐时如何表达既大方又得体？“这是我的老板×××。
 ”用英语又要如何表达呢？


一句话告别NG

用英语介绍时一般直接向对方介绍老板的姓名即可，用英语说就是：


This is Tim, my boss.





不NG必备词


distinguished guest嘉宾，贵宾

adopt a policy采纳政策

it's a pleasure to do很高兴做某事

business card名片

hear about听说

honor荣誉

introduce sb.to sb.向某人介绍某人

delegation委托

do one's best竭尽全力

leadership领导

hospitality款待


不NG必备句



客户信息介绍


不管是老板还是下属，都会遇到向对方介绍自己的情况，一起来看看怎么说吧！

● This's James,our manager.

这是詹姆斯，我们的经理。

● I'd like to introduce myself.I'm Wendy.This is my card.

容我自我介绍，我叫温蒂，这是我的名片。

● Here's my business card.

这是我的名片。

● I've heard a lot about you.

久仰大名。

● Mr.White,I'd like to introduce you to Mr.Smith.

怀特先生，我想把你介绍给史密斯先生。

● Thank you for coming today.

谢谢您今天的莅临。

● May I have your business card?

可以和您要张名片吗？

● I've wanted to meet you.

我一直希望有机会认识您。

● You have a very good reputation in Internet Industry.

您在互联网业很有威望。

● It's my honor to meet you here.

很荣幸认识您。


招待客户


带客户认识一下公司，用到的表达有这些。

● Welcome to our company.

欢迎来到我们公司。

● Please allow me to show you around the company.

请允许我带您参观一下我们公司。

● Do you have much time here in China?

您会在中国停留很久吗？

● We are proud and honored to have such a distinguished group of guests, under the leadership of our head of the delegation, coming all the way from the United States to visit our company.

各位贵宾在团长的带领下从美国远道而来参观本公司，我们感到非常荣幸。


初次见面小短句


Nice to meet you.

Glad to meet you.

How nice to meet you.


不NG实景对话



● Mr. Bryant, I'd like to introduce you to Mr. Morgan.



布莱恩特先生，我来跟你介绍摩根先生。


A: This is Bryant,my boss.

这是我老板布莱恩特。

B: Mr.Bryant,I'd like to introduce you to Mr.Morgan.

布莱恩特先生，我来跟你介绍摩根先生。


还可以说
 　This is Mr.Lee from Comptronics.

这是来自康普川尼斯的李先生。


● It's a pleasure to meet you.



很高兴见到你。


A: It's a pleasure to meet you.

很高兴见到你。

B: Nice to meet you.Here's my business card.

很高兴见到你，这是我的名片。


还可以说
 　Glad to see you.

I am delighted to see you.


● Thank you for coming today.



感谢今天的莅临。


A: We're honored to have Delco Finance visiting us this afternoon.Thank you for coming today.

我们很荣幸戴克金融公司今天下午造访我们公司。感谢今天的莅临。

B: It's pleasure to see you all.

很高兴见到大家。

● Thank you for your hospitality.


谢谢你们的热情接待。


A: Lucky Company,Inc.would like to welcome the management of Barns and Nobel.

幸运有限公司欢迎邦恩施与诺宝公司的高层人员。

B: Thank you for your hospitality.

谢谢你们的热情接待。

● I'd like to look around your company.


我想参观一下你们的公司。


A: On behalf of Ribold Corporation,I would like to welcome you all to the Meadowbrook Manufacturing Plant.

谨代表赖博企业欢迎各位莅临梅德布鲁克制造厂。

B: I'd like to look around your company.

我想参观一下你们的公司。


● Could you come without any trouble tomorrow?



明天您能顺利到达吗？


A: Could you come without any trouble tomorrow?明天您能顺利到达吗？

B: I hope so,but I can't promise.

我希望是那样，但是我不能保证。


像老外一样张口即来



情景对话


Selina:Mr. Bryant, I'd like to introduce you to Mr. Morgan.
 And Mr. Morgan,this is Mr.Bryant.This is Mr.Morgan,our sales manager.

Mr.Bryant: How do you do?Here is my business card.

Mr.Morgan: Nice to meet you, Mr. Bryant.Thank you for coming today.
 We have been expecting you all the time.

Mr.Bryant: My pleasure.Let me say the most sincere"thank you"for your warm and gracious welcome.Your staff is friendly and the accommodations you have provided are very comfortable.

Mr.Morgan: I'm glad to hear you like it.We are close business partners.In spite of the worldwide economic recession in recent years, there has been a steady growth in our economic cooperation and trade volume.It is our sincere wish that we can continue to work together closely to enhance our friendship.

Mr.Bryant: We share the same desire. We should cooperate more, share new ideas and developments.If we work together,we can all move forward quickly.

塞琳娜：布莱恩特先生，我来跟您介绍摩根先生。
 摩根先生，这位是布莱恩特先生。这位就是我们的销售经理，摩根先生。

布莱恩特先生：您好。这是我的名片。

摩根先生：见到您很高兴，布莱恩特先生。谢谢您今天的莅临。
 我们一直在盼着您来呢。

布莱恩特先生：这真是我的荣幸。我想先向你们表达最诚挚的谢意，感谢你们对我温暖而亲切的欢迎。你们的员工很友善，你们提供的住处也非常舒适。

摩根先生：很高兴您都满意。我们是生意上的合作伙伴，尽管近年来世界经济处于不景气的状态，我们之间的经济合作和贸易额却一直在稳步增长。我们真诚地希望彼此之间继续密切地合作，发展我们的友好关系。

布莱恩特先生：我们也希望如此。我们应该加强合作，分享新的观念以及各项新事态。如果我们通力合作，我们彼此都能够快速发展。


商务沟通：常用打招呼、攀谈用语


Nice to meet you.

很高兴认识你。

How do you do?

你好！（初次见面）

How are you doing?

你好吗？

May I introduce myself?

我能介绍一下自己吗？

I've heard so much about you.

久仰久仰。

You look great/nice.

你气色很好。

I like your haircut.

你的发型很棒。

You look familiar.

你看起很眼熟。

It's a nice weather,isn't it?

天气不错，对吧？

When did we last meet?

我们上次见面是什么时候？

Unit4　认识公司第一步—介绍公司


OOPS! NG　场景！


客户到公司拜访，一定要借此机会向对方好好地介绍一下公司情况，这样不仅可以加深对方对公司的了解，更有助于以后的合作！那么，介绍公司时有哪些表达是一定要用到的呢？如果你所在的公司是一个跨国企业又该如何介绍？


一句话告别NG



向新客户介绍公司情况，首先要介绍的就是公司的性质了，如果贵公司是跨国企业，你可以直接说“我们是一家跨国大公司。
 ”用英语说就是：


We are a large multinational.





不NG必备词


multinational跨国公司

competitive有竞争力的

listed company上市公司

telecommunications电信

territory区域

consist of由……组成，包括

have a good reputation享有盛名

multinational company跨国公司

registered capital注册资金

business行业

start a partnership建立合作关系

be located in坐落于，位于


不NG必备句



公司简介


良好的发展先从简单的了解开始吧！

● First,I would like to brief you the history of our company.

首先，我为您介绍一下我们公司的历史。

● We encourage the employees to compete with one another,while maintaining a cooperative relationship among them.

我们鼓励员工们彼此竞争，同时维持合作关系。

● Our company,with a total space of10,000 square meters.

我们公司占地1万平方米。

● We're in the telecommunications industry.

我们从事电信行业。

● Our main product is ABC Olive Oil.

我们公司的主要产品是ABC牌橄榄油。

● We make cell phones and software for telecommunications.

我们生产手机，还制作电信软件。

● Would you like me to go into further detail about our company?

需要我进一步详述公司的情况吗？


公司规模


要想公司发展好，吸引更多的合作伙伴，就先让他们知道公司的实力！介绍公司规模时你可以这样说。

● Our company consists of seven departments.

我们公司有7个部门。

● Our registered capital is40 million RMB Yuan.

我们的注册资金为人民币4000万元。

● We have about twenty thousand employees worldwide,and we have a turnover of nearly one million pounds.

我们在全球大约有2万名员工，销售额在100万英镑左右。


公司的发展成果


抓住客户的消费需求，向对方展示公司的发展成果，是不错的营销手段哦！

● The most competitive area in our company is the teamwork spirit and

creativeness of everyone.

我们公司最具竞争力的方面是员工们的团队合作精神和独创能力。

● After20 years of growth,we have become the world's largest private

employer and retailer.

经过20年的发展，我们公司已经成为全球最大的私营雇主和零售商。

● Our firm has a really good reputation in the advertising business.

我们公司在广告业的声誉非常好。

● We have listed on the New York Stock Exchange three years ago and we have a market capitalization of90 million Yuan presently.

我们是3年前在纽约股票交易所注册上市的，目前我们市场融资额达9000万元。

● We're looking to start a new partnership with two big companies.

我们有可能和2家大公司发展新的合作。


公司常见部门


sales department销售部

planning department企划部

personnel department人事部

finance department财务部


不NG实景对话



● I may give you a brief introduction of our company.



我可以向您简单介绍一下我公司的情况。


A: Hello,this is the first time I've ever been here.

你好，这是我第一次来贵公司。

B: Then I may give you a brief introduction of our company.

那我可以向您简单介绍一下我公司的情况。


单词点睛
 　brief　简短的


● Our company has a history of50 years.



我们公司已经有50年历史了。


A: Is your company a newly founded one?

你们公司是刚成立的吗？

B: No.Our company has a history of50 years.

不是。我们公司已经有50年历史了。


单词点睛
 　found　创立、建立


● We have a market share of25％.



我们拥有25％的市场占有率。


A: I'm still a little worried about whether your product is salable or not in my country.

我还是不确定你们的产品在我国市场是否能够畅销。

B: You may have confidence.We have a market share of25％here.

您放心。我们拥有25％的市场占有率。


还可以说
 　Every1 in5 telephone users is our customer.

每5位电话用户中就有一个是我们的客户。

We make up38％of the toy market in Guangzhou.

我们的玩具在广州的市场占有率为38％。


● Our retail outlets can be found in15 provinces.



我公司的零售网点遍布全国15个省。


A: Can I buy your product in my hometown?

我能在我的家乡买到贵公司的产品吗？

B: You can of course.Our retail outlets can be found in15 provinces.

你当然可以，我公司的零售网点遍布全国15个省。


词组点睛
 　retail outlets　专卖店


● In the past three years our company maintains an annual profit growth of40％.



过去3年我公司年利润增长率保持在40％。


A: In the past three years our company maintains an annual profit growth of40％.

过去3年我公司年利润增长率保持在40％。

B: That's a remarkable achievement.

这是一个骄人的成绩。


单词点睛
 　remarkable　卓越的，非凡的


● We have expanded into Europe, and now we have seven branches worldwide.



我们已经打开了欧洲市场，现在我们在世界范围内共有7家分店。


A: You company has gained universal fame.

贵公司现在已经是世界知名公司了。

B: Yes. We have expanded into Europe, and now we have seven branches worldwide.

是的，我们已经打开了欧洲市场，现在我们在世界范围内有7家分店。


单词点睛
 　branch　分公司


像老外一样张口即来



情景对话


Lisa: Welcome to Tele System,Mr.Fraser,and thank you for sparing the time to visit us.

Mr.Fraser: It is my pleasure.I hope we could take this opportunity to look further into each other and set up a long-term partnership.

Lisa: That's also what we expect. We will do our best to make your visit worthwhile.I think you must have some idea of our company.
 We are in the telecommunications industry and mainly make cell phones and software for the telecommunications.

Mr.Fraser: How long have you engaged in the industry?

Lisa: Over30 years.The company was started as an electronic products exporter at the beginning and then transferred into telecommunications business.
 Now we have become a main manufacturer and exporter in the telecommunications filed and our products are gaining popularity in many countries.

Mr.Fraser: I see. I hear that your company has really a good reputation in the telecommunications industry.

Lisa: Yes. You know, we've been in this line for many years, and our prices are competitive comparing with those of the same kind of products on the world market.

Mr.Fraser: I have a feeling that there are bright prospects for us to cooperate after hearing what you've said.I hope we could make a very good start in our cooperation.

Lisa We share the same desire.

丽莎：欢迎来到泰莱公司，弗雷泽先生，非常感谢您抽空前来参观。

弗雷泽先生：这是我的荣幸。我希望能借此机会增进彼此的了解，并建立起长期的合作关系。

丽莎：这也正是我们所希望的。我们一定会令您不虚此行。我想您对我们公司应该有过一定的了解。
 我们从事电信行业，主要生产手机和制作电信软件。

弗雷泽先生：你们公司从事这个行业多久了？

丽莎：30多年了。公司刚成立的时候主要从事电子产品的出口业务，后来才涉足电信行业。
 现在我们已经是电信领域中最主要的生产商和出口商了，我们的产品在多个国家都受到广泛欢迎。

弗雷泽先生：我知道。我早就听说你们公司在电信业的声誉非常好。

丽莎：是啊。如您所了解的，我们从事这一行很多年了，并且跟同类产品相比，我们的产品在世界市场上非常具有价格优势。

弗雷泽先生：听了你所说的，我觉得我们的合作前景非常乐观。希望我们的合作有个良好的开始。

丽莎：我们也希望如此。

Unit5　向客户展示我们的成绩—业绩描述


OOPS! NG　场景！


除了介绍公司的基本情况外，最能展现公司产品实力的莫过于产品的销售业绩了。在客户详细了解公司产品之前首先大致了解产品的销售业绩非常重要哦！产品的销售数据可是最佳的广告！


一句话告别NG

在描述公司业绩时经常会使用数字来描述，如“我公司的增长率在7％左右
 ”用英语说就是：


That's an increase of around7％.





不NG必备词


outperform胜过

total revenue总收入

quarter季度

go for it加油，努力争取

positive积极的

attribute to把……归因于

inferior quality劣质

graph图表

recall召回

pie chart饼图

open a branch开设分公司

start out开始

take a dive突然下降

push up the revenue提高收入


不NG必备句



辉煌业绩


想要涨工资，业绩提升可是很重要啊，一起来看看业绩提升都有哪些表达吧！

● We outperformed the market from August until December.

从8月到12月我们的表现都胜过市场表现。

● According to the graph,you can see the future growth of our product is positive.

根据图表，您可以看到，我们产品未来的成长是正向发展的。

● That was true for the last quarter.

就上一季度来说确实如此。

● As everyone can see,our total revenue for2014 was significantly over2013.

如各位所见，我们2014年的总收入比起2013年有显著的增长。

● Even though overall mountain bike sales were flat,the higher per-unit cost of the S1 models pushed up our overall revenue.

虽然登山车款整体销售量持平，但单价较高的S1车款推高了我们的总收入。

● These figures are even better than we expected.

这些数字比我们预期的还要好。

● Our new products were a hit in both the Beijing and Shanghai markets.我们的新产品在北京以及上海市场都非常畅销。

● Most of this drop can be attributed to the recall of the inferior products.这次下滑主要归因于召回低劣产品。

● Our sales went quite well last year.

我们去年销售做得不错。

●100％of the employees successfully reached their sales goals.

所有销售人员都达到了他们的销售目标。


图表描述业绩


有图有真相，用图表展示业绩更有说服力哦！

● I'd like to show you the figures.

我想给您看一下数据。

● This pie chart makes it pretty clear where the money in Beijing is.

这张饼图非常清楚地呈现了北京主要经济的区域。

● This chart offers a good look at the performance of all our different

lines.

这张图表清楚地呈现了我们各车系的表现。

● Last year our sales rose by4％.In the meantime,customer's complaints dropped remarkably.去年我们的销售额增长4％。同时，顾客投诉量显著降低。


关于“收入”的表达法


total revenue总收入

net revenue净收入

gross revenue毛收入

annual revenue年收入


不NG实景对话



● Last year we saw an annual growth of3.5％in net profit.



去年我们纯利润年增长3.5％。


A: How's your performance for2014?

2014年你们的表现如何？

B: Last year we saw an annual growth of3.5％in net profit.

去年我们纯利润年增长率为3.5％。


词组点睛
 　net profit　净利润


● The total sales volume claims a record high of300,000 yuan.



我们的总销售额达到了创纪录的30万元。


A: Your sales went quite well last year.

去年你们销售做得不错。

B: Yes,the total sales volume claims a record high of300,000 yuan.

是的。总销售额达到了创纪录的30万元。


还可以说
 　We reached a maximum sales volume of300,000 last year.

去年我们的销售额达到了最高的30万元。

Last year we finished with a new high of300,000.

去年我们完成了30万元的新高。


● According to recent survey,35％people are able to recognize our brand.


根据最新的调查，我们品牌的公众认知度达到了35％。

A: We made significant process in publicity. According to recent survey,35％people are able to recognize our brand.

去年我们在宣传上取得了巨大的进步。根据最新的调查，我们品牌的公众认知度达到了35％。

B: That's good.

很不错。


● We opened35 more retail outlets in the nation during the past four months.



过去4个月我们在全国范围内新开了35家零售店。


A: We opened35 more retail outlets in the nation during the past four months.

过去4个月我们在全国范围内新开了35家零售店。

B: How many provinces have you covered now?

现在你们覆盖了多少个省份？

A:23 out of30 provinces.

已经覆盖了30个省中的23个。


词组点睛
 　province　省份


● Customer's complaints dropped remarkably.



顾客投诉量显著降低。


A: Last year our sales rose by5％. In the meantime, customer's complaints dropped remarkably.

去年我们的销售额增长了5％。同时，顾客投诉量也显著降低。

B: So what's the focus for the following year?

那么你们下一年的工作重点是什么？

A: We may seek for expansion to more regions.

我们可能会将市场扩张到更多的区域。


●100％of the employees successfully reached their sales volumes goals.



所有销售人员都达到了他们的销售目标。


A: We achieved some progress in the previous year. The most exciting one for me is that100％of the employees successfully reached their sales volumes goals.

过去的1年我们取得了一系列的成就。最让我兴奋的就是所有销售人员都达到了他们的销售目标。

B: I believe this never happened in our company.

我想这以前从未出现过吧。


词组点睛
 　sales volumes　销售总量


像老外一样张口即来



情景对话


Mr.Fraser: Mr.Morgan,if you don't mind,may I see any information and data concerning your company's business record and standing in the last few years, please?


Frank Morgan: Yes, Mr. Fraser, we have already prepared the relevant information for you.Now let me explain by showing you some graphs.As you can see, this chart offers a good look at the annual sales results of last few years.We have maintained a steady growth since2005,and we especially made a great success in2008 with the total revenue over1 billion Yuan.

Mr.Fraser: That's very great!I know that you developed a new type of cell phone last year,how about the sales situation?

Frank Morgan: Well,our new products were a hit in the domestic market.We started the year out strong and according to the graph, you can see the future growth of the product is positive.

Mr.Fraser: I see. What do you think is the main competitive advantage of the product?

Frank Morgan: Well, I think our product is popular with our customers in that it is superior in quality,attractive in design and reasonable in price.

Mr.Fraser: Since you have achieved a great success in the domestic market,do you have any plan to open the oversea market for the product?

Frank Morgan: Yes, that's what we are doing now. We have conducted a survey in the North American market;it shows that there is enough room for us to get in.

弗雷泽先生：摩根先生，如果您不介意的话，我能否先看一下贵公司近几年来的业绩记录以及排名？


弗兰克·摩根：当然可以，弗雷泽先生，我们已经为您准备好了相关材料，现在，我给您看一些图表吧。如您所见，这张图表清楚地呈现出公司近几年的年销售状况。自2005年以来，我们一直保持了平稳增长的势头，而且2008年我们的年收入总额取得重大突破，超过了10亿元。

弗雷泽先生：真是很了不起啊！听说你们去年研发了一款新手机，销量怎么样？

弗兰克·摩根：哦，我们的新产品在国内市场非常畅销。新产品销售一开始就势如破竹，从图表您可以看到，该产品未来的发展也很乐观。

弗雷泽先生：我了解。你觉得该产品的主要竞争优势在哪里呢？

弗兰克·摩根：我认为我们的产品在客户中受欢迎的原因在于质量上乘、款式新颖和价格合理。

弗雷泽先生：既然你们在国内市场已经获得了极大的成功，有没有什么计划进军海外市场呢？

弗兰克·摩根：当然有，我们现在正在着手准备呢。我们已经在北美市场做了一项调查，结果显示，那儿的市场空间很大。

Unit6　实地考察很重要—参观工厂


OOPS! NG　场景！


对于远道而来的客户来说，寻求合作、考察一个公司的资质时最重要的一项活动就是参观对方的工厂了。此时，对于我们来说如何帮助客户在短时间内快速地了解工厂就非常必要了！通常，客户要求参观工厂时会说“我们盼着参观你们的工厂。
 ”这句话用英语如何表达呢？


一句话告别NG

知己知彼，百战不殆。客户表达参观工厂的意愿时，通常会这样说：


We look forward to our tour of your plant.





不NG必备词


plant工厂

visit参观，访问

number of employees员工人数

production capacity年生产能力

full-automatic product line全自动生产线

factory site厂房

facility设备

technician技术员

double shift system两班倒

production volume年生产量

plant efficiency工厂效率

designing department设计部门


不NG必备句



前去参观


参观工厂，打起十二分精神吧，这可是学习经验、技术的绝好机会哦。

● I think I'll know your products better after the visit.

我想参观后我会对你们的产品有更多的了解。

● It was very kind of you to give me a tour of the plant.

谢谢您陪同我参观工厂。

● We learned a lot about your facilities and the process of wine making.

关于你们的酿酒设备和酿酒过程，我们了解了不少情况。

● If it is not too much trouble,we would like to talk to some of the technicians.

如果不是太麻烦的话，我们想与一些技术员谈一谈。

● We're interested in learning about your food-making and pack-aging process.

我们想向你们学习食品加工和包装过程。


工厂介绍


参观工厂，介绍是很重要的一环，既要展示公司的优势，又要解答客户的疑惑。

● You'll know our products better after this visit.

参观后您会对我们的产品有更深的了解。

● Please feel free to ask questions at any point during our tour.

在参观过程中，有什么问题请随时提问。

● Maybe we could start with the Designing Department.

也许我们可以先参观一下设计部门。

● We could look at the production line.

我们可以去看看生产线。

● These are the samples of our company's products.

这是我们公司产品的样品。

● We have2000 employees.

我们有2000名员工。

● We are planning on expanding our plant next year.

明年我们打算扩建工厂。


经营状况


经营状况，一切良好，介绍时可以这样说。

● We doubled our profit this year.

我们今年的收益翻了一番。

● The plant is operating very well.

工厂的运作良好。


注意事项


工厂是大型机械集中的地方，安全问题还是要注意的哦。

● Put on the helmet,please.

请戴上安全帽。

● Do we need to put on the jackets too?

我们还得穿上罩衣吗？

● Please watch your steps.

请注意脚下。


工厂厂房里都有啥？


workshop车间

production line生产线

helmet安全帽

production facility生产设备


不NG实景对话



● I'd like to take a look around your factory.



我想参观一下你们的工厂。


A: I'd like to take a look around your factory.

我想参观一下你们的工厂。

B: No problem. I'll show you around and explain the operation as we go along.So you can get a good idea of how things work.

没问题。我陪您到处看看，边走边讲解生产操作。您也好了解一下工厂的作业情形。


词组点睛
 　get an idea of sth　认识，了解某事


● How many employees do you have?



你们有多少员工？


A: How many employees do you have?

你们有多少员工？

B: We have over600 employees.

我们有超过600名员工。


● How large is the plant?



你们工厂有多大？


A: How large is the plant?

你们工厂有多大？

B: It covers an area of30,000 square meters.Oh,this is our office block. We have all the administrative departments there.

面积有3万平方米。哦，这是我们的行政楼，我们所有的行政部门都在这里。


句型点睛
 　How large is……?……多大？


● How long will it take to go through the main plant?



参观完生产车间要多长时间？


A: How long will it take to go through the main plant?

参观完生产车间要多长时间？

B: The tour should last about an hour and a half.

这次参观大概需要1个半小时。


● Do you want to see our product line?



您要去看看我们的生产线吗？


A: Do you want to see our product line?

您要去看看我们的生产线吗？

B: No,thank you.I can just have a glance at the rest.

不了，谢谢。剩下的部分我粗略地看一下就可以了。


词组点睛
 　have a glance at　看一眼


● What's your general impression, may I ask?



我能问问您对我们公司的总体印象吗？


A: What's your general impression,may I ask?

我能问问您对我们公司的总体印象吗？

B: This visit gave me a good picture of your product areas. In addition, you have fine facilities and efficient people. The product gives you an edge over your competitors,I guess.

这次参观让我大致了解了你们的产品方向。另外，你们的设备都很好，员工工作效率也很高。我觉得产品比其他的竞争对手更有优势。


还可以说
 　What's your impression of our company?

我能问问你对我们公司的总体印象吗？

How do you think of our company?

您认为我们公司怎么样？


像老外一样张口即来



情景对话


Charlie: I'd like to take a look around your factory.

Anna: No problem.I'll show you around and explain the operation as we go along. So you can get a good idea of how things work.

Charlie: That'll be most helpful.Jim told me you've been changing the factory.

Anna: Yes. We make many things better now. We've been able to improve our production methods—from batch production to flow production.


Charlie: That's sure to improve your efficiency and productivity.

Anna: Yes,and we have computers helping us as part of the production system.

Charlie: Everything looks great.I'm happy to see that working conditions have gotten much better.The workers must be happier.

Anna: Yes,so they work better.

Charlie:That's another reason productivity has shot up.


Anna: Here,let's look at some samples of our top of the line.Charlie: Hmm.The weight and balance are good,and I like the design.

Anna: I'm glad to hear that.

查理：我想参观一下你们的工厂。

安娜：没问题。我陪您到处看看，边走边讲解生产操作。你也好了解一下工厂的作业情形。

查理：那太好了。吉姆跟我说你们改善了工厂。

安娜：是，我们改善了许多地方。我们改进了生产方式，把分批生产的方式改为大量生产。


查理：这样肯定能促进效率和生产力。

安娜：是的，而且我们现在还有计算机加入生产系统。

查理：好极了，我很高兴见到工作环境有这么多的改善。工人们也一定比以前愉快。

安娜：对，他们工作更带劲了。

查理：这也是生产力为何激增的原因之一吧。


安娜：来，看一下我们顶级产品的几个样品。

查理：嗯，重量与平衡度都不错，而且我很喜欢这个设计。

安娜：听到您这么说，我很高兴。

Unit7　拉近关系的第一步—邀请客户


OOPS! NG　场景！


邀请客户吃饭或参加会议、活动，在商务交流中很普遍。邀请对方就餐时，轻松的就餐氛围不仅可以联络感情、加深了解，更有机会进一步扩大合作机会、促成交易达成。那么，向客户发出邀请时如何表达既得体又地道呢？“我可以邀请您出席晚上的派对吗？
 ”用英语要怎么说呢？


一句话告别NG

邀请客户参加商务晚宴，礼节很重要，彬彬有礼的邀请，相信谁都难以拒绝，邀请对方参加派对你可以说：


May I invite you to our dinner party tonight?





不NG必备词


dinner party晚宴

play host to sb.尽地主之谊招待某人

honor荣幸

guest客人

on behalf of代表，为了

attend参加

banquet宴会

letter of invitation邀请函

presence出席

warm welcome热烈的欢迎

preference喜爱，偏好

propose a toast敬酒


不NG必备句



正式邀请


对于一些正式的宴会、活动，在发出邀请时也要正式，才能提升客人对此次活动的关注度。

● May I have the pleasure of inviting you to a welcome party in your

honor?

我可以邀请您参加为您准备的欢迎晚会吗？

● May I have the honor to have your presence at our Christmas party?

您能出席我们的圣诞晚会吗？

● Would you be interested in dinner with me?Are you free?

我今晚想邀请您吃晚饭，不知您是否有空？


轻松邀约


对于一些轻松、随意的约会、宴请，发出邀请时，可以不必那么正式。你可以这样说。

● I am going to the hotel to pick you up at7:00 o'clock at night.

我晚上7:00去饭店接您。

● Which food would you like best?Chinese food,western food or sea food?

您喜欢吃哪种菜？中餐、西餐还是海鲜？

● Do you feel like getting a drink?

想去喝一杯吗？

● Are you free sometime next week?Maybe we could meet up for lunch/dinner.

下周有空吗，能一起吃顿饭吗？

● Shall we go to dinner together this evening?

我们今晚共进晚餐如何？

● It's on me.

我请客。

● Do you have plans this evening?

您今天晚上有安排吗？

● May I invite you to a dinner at a Chinese restaurant?

我可以邀请您去一家中国餐馆吃晚饭吗？


还可以邀请客户去


karaoke卡拉OK

barbecue烧烤

concert音乐会

cocktailparty鸡尾酒会


不NG实景对话



● We should be very delighted if you were able attend our seminar tomorrow.



如果您能来参加我们明天举办的研讨会，我们将非常高兴。


A: We should be very delighted if you were able attend our seminar tomorrow.如果您能来参加我们明天举办的研讨会，我们将非常高兴。

B: We'd very much like to accept your invitation.

我们非常高兴接受您的邀请。


单词点睛
 　seminar　研讨会


● I would like to invite you for dinner tomorrow.



我想邀请您明天吃晚饭。


A: I would like to invite you for dinner tomorrow.

我想邀请您明天吃晚饭。

B: Thank you for your invitation.I'd love to come.

谢谢您的邀请，我想去。


● May we have the honor of having you as our guest of honor?



我们可以邀请您做我们的贵宾吗？


A: May we have the honor of having you as our guest of honor?

我们可以邀请您做我们的贵宾吗？

B: It would give me the greatest pleasure to be your guest.

能成为你们的嘉宾，我很荣幸。


● Are you doing anything this afternoon?



您今天下午有安排吗？


A: Are you doing anything this afternoon?

您今天下午有安排吗？

B: No,nothing special.

没有什么特别的。


还可以说
 　Are you doing anything……?你有……事吗？

Do you have plans for……?你有……计划吗？

Are you busy?你忙吗？


● Will you be my guest?



我能邀请你吗？


A: I've heard you're getting a promotion.Congratulations!

听说你要升职了。恭喜你！

B: Thank you.Will you be my guest?

谢谢。我能邀请你吗？


单词点睛
 　guest　客人


● I'd be happy if you could come.



真心希望您能赏光。


A: We're having a small to-do,and I'd be happy if you could come.

我们打算热闹一下，我真心希望您能赏光。

B: Okay.I'll go.Thanks for asking,and tell me about the exact time.

好的，我一定去，谢谢你的邀请，告诉我确切的时间就可以。


还可以说
 　I'd be glad if you could come.

I'd be delighted if you could come.


像老外一样张口即来



情景对话


Mr.Smith: Hello,Mr.Robert.Do you have any plan this evening?


Mr.Robert: Not yet for the moment.

Mr.Smith:May I invite you to a dinner at a Chinese restaurant?


Mr.Robert: Oh, thank you. I'm delighted to go with you. I have had Chinese food before in New York. The Chinese food is very delicious. What kind of Chinese food does this restaurant serve?

Mr.Smith: Sichuan Food,and it is hot and delicious.

Mr.Robert: Well,I have heard about it.

Mr.Smith: You can have a taste this time.

Mr.Robert: OK.I think I may like it.

Mr.Smith: I'm sure you will like it.

史密斯先生：您好，罗伯特先生。您今天晚上有安排吗？


罗伯特先生：暂时还没有。

史密斯先生：我可以邀请您去一家中国餐馆吃晚饭吗？


罗伯特先生：哦，谢谢。我很乐意和您一起去。我以前在纽约吃过中国食物，很好吃。这个餐馆是哪种中国食物？

史密斯先生：是川菜，很辣、很美味。

罗伯特先生：哦，我听过这种菜。

史密斯先生：这次您可以尝一尝。

罗伯特先生：好的，我想我也许会喜欢吃。

史密斯先生：我保证您会喜欢的。


商务写作范本：邀请对方演讲


Dear Mr.Cheng,


It's our great honor to invite you to
 speak on performance of the Sales Departmentat the company annual meeting.


The meeting will take place at the
 conference hall in head quarter,at2:00 pm on July8.There will also be a reception at6:00 pm.

The sales department is one of the most important parts of our company.Due to the upgrade of our products and the excellent performance of your department,our sales have increased by50％.We would like to invite you to s
 hare your experience and strategies with other departments to promote a continuous increase in our sales volume.


We look forward to seeing you on July8. Just call our office at010-1234567 to confirm your attendance and we will be glad to receive you.


Yours sincerely,

Rick Jones

亲爱的程先生：


我们很荣幸邀请
 您参加公司年会，并发表关于销售部工作情况的演讲。

此次会议将会在公司总部的会议大厅举行。时间为7月8日下午2点。下午6点还会举行招待会。

销售部是本公司最重要的部门之一。由于公司产品升级和销售部门的突出表现，公司的销售业绩增长了50％。我们想邀请
 您同其他部门分享您的经验和策略，促进产品销售量的持续增长。


我们很期待在7月8日与您会面。您可以拨打公司电话010-1234567，确认您是否出席。我们很荣幸能够接待您。


谨上

瑞克·琼斯

Unit8　第一印象很重要—商务着装


OOPS! NG　场景！


在约见客户或者商务宴会等场合，得体、大方的着装不仅能给对方留下良好的印象，更能提升你的专业度，甚至可以在关键时刻助你一臂之力！要出席一场商务的宴会？参加一场正式的会议？不知道有没有着装要求，你可以这样问活动的主办者“明天有什么特殊的着装要求吗？
 ”


一句话告别NG

明天有一场盛大的会议要参加，赶快问一下会议的组织者是否有着装要求吧，你可以这样问：


What's the dress code for tomorrow?





不NG必备词


judge sb.by appearance以貌取人

dress code着装要求

formal occasions正式场合

cheongsam旗袍

professional image职业形象

make a good impression on给某人留下好的印象

fashionable时尚

plain朴素

formal clothing正装

flip-flops人字拖

modesty谦逊，质朴


不NG必备句



禁忌着装


商务场合着装有许多特殊要求，有些着装禁忌是一定要知道的。

● Do not wear flip-flops or sneakers.

不要穿人字拖或运动鞋。

● Do not wear those underwears that are visible.

不要穿可见内衣的衣物。

● Do not wear overpowering cologne or perfume.

不要喷味道过重的古龙水或香水。


不同行业的着装要求


每一行都有其特殊性，不能一概而论，要依据它的独特性来穿衣哦！

● You need to make sure that you project a professional image.

你必须确定你体现了一种职业形象。

● For conservative industries such as accounting,finance and law,you should opt for a simple look.

对于如会计、金融和法律等保守的行业，应该选择简单的着装。

● For creative industries such as advertising,graphic design,you can dress more creatively than usual.

对于如广告和平面设计等创造性的行业，你可以穿得比平时更有创意。


着装得体


不知道在办公室穿什么衣服？其实，问题的解决很简单，成功的着装关键在于得体、大方。

● People want to wear what they feel most comfortable in.

人们还是想穿让自己感到最舒服的衣服。

● For women,you have to keep a sense of modesty.

对女性而言，你必须保持一种端庄的感觉。

● Make sure that the design of your tie is professional.

确定你的领带是否能凸显你的专业性。


着装判断


● People judge you by your appearance,whether you like it or not.

无论你喜欢还是不喜欢，人们都会从你的外表来进行判断。

● The question is not whether you're badly dressed,but whether you're appropriately dressed.

其实问题并不是你是否穿得很差劲，而是你是否穿着得体。

● Our company didn't have a dress code.

我们公司没有服饰规定。

● What does it matter how much money I spend on suits?

我花多少钱在西服上真那么重要吗？


宴会常见着装


evening dress晚礼服

black leather shoes黑皮鞋

business suit西装

swallow-tailed coat燕尾服


不NG实景对话



● Would you tell me something about the business banquet dress code?你能告诉我一些关于商务宴会的着装要求吗？


A: Would you tell me something about the business banquet dress code?你能告诉我一些关于商务宴会的着装要求吗？

B: Of course.

当然可以。


单词点睛
 　banquet　宴会


词组点睛
 　dress code　着装要求


● The dress code is really important in making a good impression on customers.



着装得体对给客户留下好印象至关重要。


A: How could you wearing short skirt in the office? The dress code is really important in making a good impression on customers.

你怎么能在办公室穿超短裙呢？着装得体对给客户留下好印象至关重要。

B: Sorry.I will change it later.

对不起，我一会儿就换。


词组点睛
 　make a good impression on　给……留下好的印象


● Neither fashionable nor serious. It's so hard.



既不能太前卫又不能太严肃。这太难了。


A: Your salesmen should not wear anything too fashionable.

你们销售人员不应该穿得太流行前卫。

B: Neither fashionable nor serious.It's so hard.

既不能太前卫又不能太严肃。这太难了。


单词点睛
 　fashionable　时尚的


● Even if our company didn't have a dress code, I still think people would wear formal clothing to work.



即使我们公司没有着装要求，我依然认为大家应该穿正装来上班。


A: Even if our company didn't have a dress code,I still think people would wear formal clothing to work.

即使我们公司没有着装要求，我依然认为大家应该穿正装来上班。

B: I wouldn't be so sure. People want to wear what they feel most comfortable in.

我不太认同。大家想要穿他们认为最舒服的衣服。


词组点睛
 　formal clothing　正装


● It's easy: a business suit.



这还不简单。一套正装就可以了。


A: What shall I wear to attend a business meeting?

我参加一个商务会议，应该穿什么呢？

B: It's easy:a business suit.

这还不简单。一套正装就可以了。


Tips：俗话说“人靠衣装马靠鞍”，那这句话用英语要怎么表达呢？

clothes make the man指的就是“人靠衣装”，如：

Clothes make the man. The way a man dresses will affect the way he sees himself and the way other people see him.人靠衣装，你的穿着会影响你对自己的评价，同时也会影响他人对你的评价。



● Shirts can go well with formal occasions.


正式场合穿衬衫非常合适。


A: I suggest you buy a decent shirt.

我建议你买一件得体的衬衫。

B: Why?You know I prefer a T-shirt.

为什么？你知道我喜欢T恤衫的。

A: Because shirts can go well with formal occasions.因为正式场合穿衬衫合适。


词组点睛
 　formal occasions　正式场合


像老外一样张口即来



情景对话


Brenda: Hello, Mrs. Jones. This is Brenda. I'm calling to remind you the banquet we are going to have in your honor this evening.

Mrs.Jones: That's very kind of you.By the way,is it a formal one?

Brenda: Yes,very formal.Some of the officials from the Ministry of Foreign Trade and Economic Co-operation will be there too.

Mrs.Jones: I see. Thank you for telling me that. Since this is the first time for me to attend such a formal banquet in Canada,I feel a little bit confused about what to wear. Brenda, is there any particular requirement for dressing tonight?

Brenda: They didn't mention that butsince it is a very formal, it is quite usual for ladies to wear evening dresses or banquet dresses.
 I remembered asking you to prepare such dresses before our leaving, didn't I?

Mrs.Jones: Yes,but you know woman's cheongsam is my favorite and I brought two of them.I wonder if I can wear it to the banquet tonight.

Brenda: As the banquet tonight has no particular requirement for dressing, you can wear your favorite.Men are usually required to wear suitsinstead.


Mrs.Jones: I see.Thank you so much.

布兰达：您好，琼斯太太。我是布兰达。我打电话来是想提醒一下今天晚上有一个特别为您举办的晚宴。

琼斯太太：你太有心了。顺便问一下，是正式晚宴吗？

布兰达：是的，非常正式。外贸经济合作部的某些官员也将出席。

琼斯太太：明白了。谢谢你告诉我。这是我第一次参加加拿大的正式晚宴，我都有点不知道穿什么衣服了。布兰达，这次晚宴对着装是否有特殊要求？

布兰达：他们没有提及，既然是个很正式的晚宴，女士通常要穿晚礼服或晚宴礼服。
 我记得出国前叮嘱过您准备这样的礼服。

琼斯太太：是的，但你也知道我最喜欢旗袍，这次我带了2件。我不知道今晚我能不能穿旗袍？

布兰达：因为这次晚宴对服装没有特别的要求，你可以穿你心爱的旗袍。男士一般要求穿西服。


琼斯太太：明白了。谢谢你。


商务往来：第一印象很重要


在商务交往中，第一印象至关重要。当你与客户第一次见面时，对方会凭第一印象对你进行判断，并评估你的工作能力。所以学一些初次见面的交际礼节对于保证商务会谈的顺利进行大有帮助。

1）穿着大方得体。

2）起身迎接客户。

3）简短并有重点的自我介绍。

>It's a pleasure to finally meet you.I'm Anna Wong from ABC.很高兴终于与你们会面了，我是ABC公司的黄安娜。

4）保持目光接触并面带微笑。

5）重复客户的名字，积极主动参与对话。对客户不熟悉时可以先交换名片。

>Here's my name card.这是我的名片。

6）站立交谈时，不要摇摆不定。

Unit9　职场大聚会—商务宴会


OOPS! NG　场景！


商务晚宴不仅能联络生意伙伴间的感情，还能认识潜在的合作对象、拓展人脉关系。如果公司将一场商务宴会交给你主持，如何用一句话来hold住整个场面呢？“热烈欢迎大家的光临
 ”是一个不错的选择！


一句话告别NG

代表公司向与会的来宾表达欢迎之情时，你可以说：


I would like to extend our warmest welcome to all of you.





不NG必备词


dinner party晚宴

host主人

welcome dinner欢迎宴会

luncheon午宴

working luncheon工作午餐

return dinner答谢宴会

have a toast举杯

banquet宴会

invitation邀请

informal dinner便宴

light meal便餐

buffet dinner自助餐

make preparation做好准备

booth包间，包房


不NG必备句



准备宴会


宴会的准备体现一家公司的策划、执行能力，所以绝对不能马虎哦。

● I would like to invite you to our New Year dinner party.

我想邀请您参加我们的新年晚宴。

● Everything is ready now for the party.

宴会的准备工作现在都已就绪。

● We should get some wine in for the banquet.

我们应买一些酒以备宴会用。

● They set about making preparations for the party.

他们开始着手宴会的准备。

● I have dusted down my suit and am ready for tonight's party.

我已为今晚的派对准备好了西服。

● If you are the host of the party,you determine the menu.

如果你是宴会的主人，由你决定菜单。


邀请、欢迎


诚挚地邀请、热欢地欢迎，一定会为让客人对公司倍添好感。

● I would like to invite you to join us for dinner party tonight.

我想邀请你今晚参加我们的晚宴。

● Would you like to go to a party with me?

你想不想和我一起去参加宴会？

● I'm happy to host this dinner party in honor of our guests.

非常高兴能为我们的客人举办这次晚宴。

● We warmly welcome all of you.

我们热烈欢迎在座的每一位。


宴会结束


宴会虽然结束了，但是未来的合作还是要继续，别忘了此刻联络一下感情。

● Hope you'll come again.

欢迎再来！

● Your valuable advice is most welcome.

欢迎多提宝贵意见。

● I'll surely remember you and your invitation to him.

我一定向他转达您的问候和邀请。


表达感谢


作为被邀请的客人，在宴会结束后，也不能忘记表达感谢之情哦！

● It's a rewarding trip!

不虚此行！

● I'm very glad that I came.It will be a great dinner party.

很高兴我来了。这将是一个很棒的晚宴。

● It really was very kind of you to invite me.I hope it hasn't been too much trouble.

谢谢您的邀请。我希望没给你们添太多的麻烦。

● Wish we all have a good night.

希望我们今晚都过得愉快。

● Thank you for your hospitality.

感谢您的热情款待。


商务宴会祝酒词


Here's to your health！祝您健康！

To our friendship！为我们的友谊干杯！

Cheers！干杯！


不NG实景对话



● Could you tell me the arrangement of your dinner party?



能告诉我你们晚宴的安排吗？


A: Could you tell me the arrangement of your dinner party?

能告诉我你们晚宴的安排吗？

B: Cocktails will be served promptly at six to be followed by dinner at eight.

6点钟准时举行鸡尾酒会，随后在8点钟举行正式的晚宴。


单词点睛
 　promptly　迅速的，立即的


● Oh, I'm sorry, I'd love to come. But I've already made plans for that evening.



哦，对不起，我很想去的。但是那天晚上我已经有安排了。


A: Mr.Carl would like to invite you to the banquet at the Hilton Hotel at6:00 this evening.

卡尔先生邀请您晚上6点参加在希尔顿酒店举行的宴会。

B: Oh, I'm sorry, I'd love to come. But I've already made plans for that evening.

哦，对不起，我很想去的。但是那天晚上我已经有安排了。


词组点睛
 　make plans　做计划


● Who else will be there?



有谁会出席？


A: Who else will be there?

有谁会出席？

B: They're all your acquaintances.

他们都是些你的熟人。


单词点睛
 　acquaintance　熟人


● Will Tony be there?



托尼也去吗？


A: Will Tony be there?

托尼也去吗？

B: No,I didn't invite him.I know you two are on bad terms.

不去，我没有邀请他。我知道你们俩关系不太好。


词组点睛
 　on bad terms　不和


● Please help yourself.



请尽情吃。


A: Please help yourself.

请尽情吃。

B: I can't reach that dish.Could you turn around the lazy Susan?

我够不着菜。你能转一下转盘吗？


词组点睛
 　turn around　转动


● Much as I should like to, but I have a business meeting to attend that day.



我虽然很想去，但是我那天还得参加一个商务会议。


A: Much as I should like to,but I have a business meeting to attend that day.Thank you for your invitation.

我虽然很想去，但是我那天还得参加一个商务会议。感谢你的邀请。

B: What a pity！

真可惜！


像老外一样张口即来



情景对话


Ms.Ross: Mr.Song,thank you very much for inviting me to dinner.I feel very much honored.

Mr.Song: Ms.Ross,I'm very pleased to get this opportunity to meet you when you have come from afar to visit our company.

Ms.Ross: Your company has good long-term cooperation with ours. Surely it is a pleasure for me to come to your celebration at such a special moment.

Mr.Song: I'm glad to hear that,Ms.Ross.Which do you prefer, western food or Chinese food?


Ms.Ross: Chinese food,of course.Can you recommend some typical local dishes?

Mr.Song: Well,I recommend the main dishes of prime Shanghai crab and cordon bleu chicken.


Ms.Ross: It sounds delicious.OK,I'll take that.

Mr.Song: Now, I'd like to start tonight's dinner with a toast. For our friendship, cheers!

Ms.Ross: Cheers.

罗斯女士：宋先生，谢谢你邀请我一起吃晚餐。我深感荣幸。

宋先生：罗斯女士，感谢您不远千里来到我们公司，使得我们有幸见面。

罗斯女士：贵公司是我们很好的长期合作伙伴，我当然很高兴能来参加你们的创立纪念大会了。

宋先生：很高兴你这么说。你想吃西餐还是中餐呢？


罗斯女士：当然要吃中餐了。你可以给我推荐一些地道的地方菜吗？

宋先生：好，那我推荐主菜要上等的上海螃蟹和奶酪火腿鸡排。


罗斯女士：听起来就很美味。行，就点这个了。

宋先生：我先敬你一杯，以此开始今天的晚餐，为了我们的友谊，干杯！

罗斯女士：干杯！

Unit10　工作之外的活动—陪同观光


OOPS! NG　场景！


外国客户来访，参观游览是必备行程之一，紧张的商务活动之余，带领客人游览一下怡人的自然风光、历史悠远的古迹名城，感受中国厚重的历史文化，也是个放松心情，展示中国人的好客、热情的绝佳机会。陪同外国客户观光需要哪些地道表达？一起来看一下吧！


一句话告别NG

想要带客户参观游览，一览祖国的大好河山，先别急，问问客户有中意的景点没有，“您有特别想去的地方吗？
 ”用英语说就是：


Is there any place in particular you would like to go?





不NG必备词


sightseeing观光，游览

modern scenic spot现代景点

itinerary路线，旅行行程

natural landscape自然景色

summer resort避暑胜地

former residence故居

historical interest名胜古迹

sightseeing bus观光巴士

souvenir纪念品

fountain喷泉

temple寺庙

architecture style建筑风格


不NG必备句



观光建议


人们的喜好不同，在陪观参观前，最好先确认一下客人的兴趣所在，这样才能达到最好的放松效果。

● Would you like to go sightseeing tomorrow?

您明天想不想观光游览？

● Shall I help you in your sightseeing around the city?

我陪您到市区游览观光好吗？

● Are you into any outdoor activities?I can help you arrange a few.

您喜欢什么户外活动吗？我可以帮您安排一些。

● What kinds of places do you like to visit?Historical sites or natural landscapes？

您喜欢什么样的地方，名胜古迹还是自然景观？

● Do you want to see a musical?

您想不想去看场音乐剧？

● While you're here,we could check out the local arts.

您在这里时，我们可以去看本地艺术表演。

● Are you interested in visiting historical sites?

您对名胜古迹有没有兴趣？

● I'm interested in seeing new tourist spots rather than historic sites.

我比较想去新的景点，不太想去看古迹。

● Are these temples worth seeing?

这些寺庙很值得看吗？


景点介绍


参观时简单地向对方介绍中国的景点也是我们必须要具备的能力哦！

● It is one of the oldest cities in China.

那是全中国最古老的城市之一。

● There are many historic buildings in Beijing.

北京有很多历史建筑。

● There are many places of interest in the city,like museums and ancient Chinese palaces.

本市有很多有趣的地方，像是博物馆和中国古代宫殿。


拍照留念


参观游览时，拍照也是必不可少的，帮客人拍一张照片，留下美好的回忆吧。

● The background there will be really beautiful!

那里做背景会很美！

● Let's take a picture in front of the fountain.

我们在喷泉前拍张照吧。

● Shall I take a picture for you?

需要为您拍张照片吗？

● Let's take a photo!

我们来拍张照吧！


中国古代建筑


pavilion亭，阁

tower楼

terrace台

corridor廊


不NG实景对话



● I will come to your hotel and pick you up at8 tomorrow.



我明天8点到宾馆接您。


A: When shall we set out tomorrow?

我们明天什么时候出发？

B: I will come to your hotel and pick you up at8 tomorrow.

我明天8点到宾馆接您。


词组点睛
 　pick up　开车接


● There are quite a lot to see here, such as the Summer Palace, the Great Wall and the Imperial Palace.



这里可参观的地方非常多，例如颐和园、长城和故宫。


A: Could you tell me what to see here?

能告诉我这里有什么参观的地方吗？

B: There are quite a lot to see here, such as the Summer Palace, the Great Wall and the Imperial Palace.

这里可参观的地方非常多，例如颐和园、长城和故宫。


● Shall I take a picture for you?



需要为您拍张照片吗？


A: Shall I take a picture for you?

需要为您拍张照片吗？

B: Yes.Please.Get the falls in the background,will you?

好的，请吧。可以把瀑布拍到背景里面吗？


● It's the best place to have a distant view of the whole city?


这里是远眺这座城市的最佳地点。

A: It's the best place to have a distant view of the whole city?

这里是远眺这座城市的最佳地点。

B:Wow.The view is amazing.

哇，景色太美了。


● Is it one of the landmarks of Beijing?



那是北京的地标之一吗？


A: Is it one of the landmarks of Beijing?

那是北京的地标之一吗？

B: Yes,it is.It's the Imperial Palace and it was built in1406.

是的，它是故宫，建于1406年。


单词点睛
 　landmark　地标


● What's this city famous for?



这座城市以什么闻名？


A: What's this city famous for?

这座城市以什么闻名？

B: It's famous for its breathtaking views.

以迷人的风景闻名。


单词点睛
 　breathtaking　惊人的


像老外一样张口即来



情景对话


Dave:Would you like to go sightseeing tomorrow?


Mike: Yes.Could you please recommend some interesting places?

Dave: Of course.What kind of places would you like to visit? Historical sites or natural landscapes?


Mike: I prefer the latter.

Dave: How about an eco-tourism in Cornwall?There are historic sites and stunning valleys with lakes.

Mike: Sounds great.Let's visit there.Is it OK for us to take pictures there?

Dave: Of course.The background of your pictures will be really beautiful!


戴夫：您明天想不想观光游览？


迈克：是的，你可以介绍一些好玩的地方吗？

戴夫：当然可以。您喜欢什么样的地方，名胜古迹还是自然景观？


迈克：我比较喜欢后者。

戴夫：康沃尔的生态游如何？那里有历史遗迹，还有迷人的山谷和湖泊。

迈克：听起来很棒。咱们就去那儿吧。那里可以拍照吗？

戴夫：当然。你的照片背景会很美。


Unit11　再见，一路顺风—送别客户


OOPS! NG　场景！


随着商务活动的结束，到了该送别客户的时候，然而在送别时，却不仅仅是把客户送到机场那么简单，要珍惜这个机会，再与客户建立一下感情，让客户带着愉悦的心情回国，为未来的合作打好基础。


一句话告别NG

在送别时，准备一点小小的礼物一定会让客人感到惊喜，“我做了件礼物给你，希望你会喜欢。
 ”用英语说就是：


I made a gift for you. Hope you like it.





不NG必备词


giveregards to sb.向某人问好

present礼物

on behalf of代表

regards致意，问候

generous慷慨的，大方的

delay晚点

a rewarding trip不虚此行

farewell告别

reception接待

destination目的地

worthwhile值得做的，值得花时间的

catch a flight赶飞机


不NG必备句



送礼


中国讲究礼尚往来，准备一些具有中国特色的、适合旅行携带的小礼物，会让人觉得很贴心，还会将你的好记在心头。

● I have a surprise for you.

我要给你一个惊喜。

● Here is a present for you.

这是我给你的礼物。

● This gift was made especially for you.

这是为您特别制作的礼物。

● Here's a little something for you.

这是我送给你的一份礼物。

● I bought an album for you.

我给你买了张唱片。

● Please keep it for a souvenir.

请留下作个纪念。


送别


到了离别时刻，除了告别以后，别忘记表达对下次相聚的期待。

● It's great honor to have you here.

您的到来是我们的荣幸。

● I look forward to seeing you again soon.

希望能很快再见到您。

● I hope we'll meet again sometime.

希望能再次相见。

● Take care.

保重。

● Have a safe trip.

一路顺风。

● Please remember me to your family.

请代我问候你的家人。

● I would like to thank you for your kindly reception.

感谢你们的热情款待。


中国特色小礼物


paper fan纸扇

Beijing Opera Mask京剧脸谱

Chinese tea中国茶

silk scarf丝绸围巾


不NG实景对话



● Here's a small souvenir from Beijing.



这是在北京买的小纪念品。


A: Here's a small souvenir from Beijing.

这是在北京买的小纪念品。

B: Thank you so much for such a nice gift.

谢谢你给我那么好的礼物。


单词点睛
 　souvenir　纪念品


● It's very kind of you to come to see me off.



谢谢你来为我送行。


A: It's very kind of you to come to see me off.

谢谢你来为我送行。

B: Don't mention it.Take your wife along next time.

别客气。下次把你太太也带来。


词组点睛
 　see off　送行，送别


● Please come and visit us again.



请再来我们这儿看我们。


A: Please come and visit us again.

请再来我们这儿看我们。

B: Thank you very much for your invitation.

非常感谢您的邀请。


● It's a great honor to have you here.



您的到来是我们的荣幸。


A: It's a great honor to have you here.

您的到来是我们的荣幸。

B: Good-bye and thanks for everything.

再见，谢谢你为我做的一切。


● I hope you like the gift I sent you.



希望你喜欢我送你的礼物。


A: I hope you like the gift I sent you.

希望你喜欢我送你的礼物。

B: This is just what I want to have.

这正是我想要的。


● How was your visit?



您此次访问感受如何？


A: How was your visit?

您此次访问感受如何？

B: The visit was very productive.

此次访问很有成效。


单词点睛
 　productive　富有成效的


像老外一样张口即来



情景对话


Frank: Mr.Jackson.Did you enjoy your stay here?


Mr.Jackson: Yes. I did. Your company and your hospitality have left a very good impression on us.

Frank: I'm so glad to hear that.Your visit means a great deal to us.What a pity you have to leave so soon!

Mr.Jackson: It's hard to believe that we're actually leaving.The past two weeks has been wonderful.

Frank:Have you got everything you need?


Mr.Jackson: Yes.I think so.

Frank: Great. Your flight will be taking off in three hours. Let's get you to the airport.Shall we leave now?


Mr.Jackson: Sure.Let's go downstairs and check out.

弗兰克：杰克森先生，您在这里过得还愉快吗？


杰克森先生：是的。你们的公司以及你们的热情都给我们留下了非常好的印象。

弗兰克：很高兴听到您这样说。你的访问对我们来说意义重大。真可惜，您这么快就要走了！

杰克森先生：是啊，真不敢相信我们就要离开了。过去的2周很美好。

弗兰克：您都收拾好了吗？


杰克森先生：我想是的。

弗兰克：好的。您的航班将在3小时后起飞。我们送您去机场吧。现在走可以吗？


杰克森先生：当然。我们下楼退房吧。


Chapter3　商务旅行

Unit1　出差前规划—计划出差


OOPS! NG　场景！


由于工作需要，很多人需要经常出差，出差也成了这些职场人士的“必修课”。如何上好这门“必修课”，让自己既享受出差的乐趣，又不影响正常的生活呢？安排好自己的出差行程后，别忘了跟家人和同事报备一下吧！


一句话告别NG



1周1次的例会上，部门同事需要汇报本周的工作内容及下周的工作计划。“我下周要出差。
 ”用英语来说就是：


I'm going on a business trip next week.





不NG必备词


on business出差

be out of离开

business trip公务出差

souvenir纪念品

schedule安排

compensate补偿

on the road在旅途中，到处奔波

stressful有压力的

arrangement布置，安排

reimburse补偿，报销

travel expense旅行费用


不NG必备句



出差准备


要跟老板出差了，别太紧张哦！出差前的准备要做好。

● There are several things that haven't been decided yet before the trip.

出差前还有一些事情没决定好。

● Do you have any questions about the business trip?

你对出差还有什么疑问吗？

● How do I get compensated for the money I spent on my business trip?

我怎么报销我出差的费用？


谈论出差


对于上班族来说，出差是常有的事，和朋友们谈论出差时都会说点啥呢？

● I was in Osaka on business.

我去大阪出差了。

● I'll be on the road most of next week.

下周大部分时间我都会出差。

● Sorry,he'll be out of town for a while.

对不起，他要出差一段时间。

● Nothing is more stressful than going on a business trip with our boss.

和我们老板一起出差让人非常有压力。

● You don't know how tight the schedule is for this business trip.

你不知道这次出差行程安排得有多紧张。


出差事宜


出差可没有那么简单，对于出差前、出差中和出差后的工作和生活都有做到心里有数哦！

● The first thing you will do is to look for a comfortable hotel.

你首先要做的就是找一个舒适的旅馆。

● The company is sometimes very cheap with the travel expenses.

公司在出差的费用上有时非常小气。

● Every time I'm back,I have to write a detailed report of the business trip.

每次出差回来，我都要写一份详细的出差报告。


出差参加的各类研讨会


marketing seminar市场推销研讨会

problem seminar问题讨论会

research seminar科研讨论会


不NG实景对话



● I'm going on a business trip next week.



我下周要出差。


A: I'm going on a business trip next week.

我下周要出差。

B: Another business trip?You just came back last Sunday.

又出差？你上周日刚回来啊。


词组点睛
 　business trip　公司事务出差


● Have you fixed with the specific trip schedule?



你整理好出差时间计划表了吗？


A: Have you fixed with the specific trip schedule?

你整理好出差时间计划表了吗？

B: Yes.Do you need to check it right now?

是的，您需要现在看吗？


单词点睛
 　schedule　时间表


● How long are you going to be out this time?



你要去多久？


A: How long are you going to be out this time?

你要去多久？

B: It depends.

看情况。


词组点睛
 　be going to do sth.打算做某事


● I'd like you to make the necessary arrangements for me.



我想让你帮我做必要的活动安排计划。


A: What can I do for you?

我能为您做什么？

B: I'd like you to make the necessary arrangements for me.

我想让你帮我做必要的活动安排计划。


● Will the company reimburse everything?



公司会报销一切费用吗？


A: Do you have any question about the business trip?

你对出差还有什么疑问吗？

B: Will the company reimburse everything?

公司会报销一切费用吗？


单词点睛
 　reimburse　偿还，归还


词组点睛
 　reimburse sb.for a loss　赔偿某人的损失


● He always gets some souvenirs for other colleagues when he's back from a business trip.



他每次出差都会给同事们带回来一些纪念品。


A: Everybody loves Jack.Why?

每个人都喜欢杰克，为什么？

B: He always gets some souvenirs for other colleagues when he's back from a business trip.

他每次出差都会给同事们带回来一些纪念品。


单词点睛
 　souvenir　纪念品


像老外一样张口即来



情景对话


Anna: It's already dark out.

Kate: Yes.It's been a long day.It's time to go home.

Anna: I'm afraid I have to work overtime tonight.

Kate: You're really a hard worker.

Anna: I have to finish a report today.It's getting down to the wire.

Kate: I feel sorry for you.

Anna:And I'm going on a business trip next week.


Kate:Another business trip?
 You just came back last Sunday.

Anna: Yes.I have to visit several important clients on this trip.

Kate: Business trips wear me out.

Anna: You can say that again. And there are still several things that haven't been decided yet before the trip.

Kate: Why are you going there in such a hurry?

Anna: The president has approved my proposal. And now I've been given a new assignment.

Kate: You're efficient.

安娜：外边天都黑了。

凯特：是啊。今天忙了一天。该回家了。

安娜：恐怕我又得加班。

凯特：你真是个努力工作的人。

安娜：我今天必须完成这个报告，期限就快到了。

凯特：我真同情你。

安娜：而且我下周要出差。


凯特：又出差？
 你上周日刚回来。

安娜：是啊。这次出差我要拜访几个重要的客户。

凯特：出差对我来说是很累人的事。

安娜：你说的对。而且出差前还有几个问题没定下来。

凯特：那急着去那里干吗？

安娜：我的企划方案已经得到董事长的认同。我被安排了一个新的任务。

凯特：你真能干。

Unit2　出差前准备—预订航班和酒店


OOPS! NG　场景！


作为商务人士，各地出差旅行是在所难免的。如果公司涉及对外贸易，可能你还需要到国外去调研、学习或是寻觅新的商机，对于预订机票酒店这样的“大事”，英语不灵光，可是会误事的，下面一起来看看如何进行预订吧。


一句话告别NG

预订机票时，最重要的是说出自己的目的地以及出发时间，“我要预订3月3号到巴黎的机票。
 ”用英语说就是：


I'd like to make a reservation to Paris on March3rd.





不NG必备词


economy class经济舱

window seat靠窗座位

Red-eye flight夜间航班

make a reservation预订

one-way ticket单程票

take off起飞

first class头等舱

early flight早班机

change flight更改航班

flight航班

round-trip ticket往返票

arrive到达


不NG必备句



预订机票


作为一名“空中飞人”，一定要深谙预订机票的各种英语表达，这样才能顺畅地往返世界各地哦。

● I'd like to book a ticket,please.

我要预订机票。

● May I reconfirm my flight?

我可以重新确认一下我的航班吗？

● I'd like to change my reservation.

我想变更一下我的预订。

● I'd like two seats on today's northwest flight746 to Boston,please.

我想订2张今晚西北航空746次航班到波士顿的机票。

● Could you change my flight date from London to Tokyo?

请你更改一下从伦敦到东京的航班日期好吗？

● Is it a direct flight?

是直飞的航班吗？

● I prefer the direct flight.Are there any seats available?

我比较喜欢直飞的航班，请问还有机位吗？

● I'd like to change my flight due to some personal reasons.

个人原因，我想改搭别的航班。


预订酒店


预订一家经济实惠、交通便利的酒店，对于出差的商务人士来说是再幸福不过的事情了，前提是关于预订酒店的英语表达一定要会哦。

● I'd like to book a double room.

我想订一个双人房间。

● What is the rate,please?

请问房费多少？

● Do you require a deposit?

需要付押金吗？

● I'd like a room away from the street.

我想要一个不临街的房间。

● I'll be leaving Sunday morning.

我将在星期天上午离开。

● What services come with that?

这个价格包括哪些服务项目呢？

● Do you have any discount if we stay longer?

如果住久一点，会有折扣吗？


航班词汇


flight attendant乘务员

passenger safety乘客安全

captain机长

pre-flight safety demonstration安全示范

emergency exits紧急出口

seat belt安全带


不NG实景对话



● I'd like two seats for today's Air China Flight C10008 to Japan, please.



我买2张今日的中国国航到日本的C10008班次机票。


A: Hello! I'd like two seats for today's Air China Flight C10008 to Japan, please.

您好，我买2张今日的中国国航到日本的C10008班次机票。

B: OK,your tickets.It's28000 yuan.

好的，给您票。一共是28000元。


● I'd like to reconfirm my flight from Beijing to Chicago.



我想再确认一下我从北京到芝加哥的航班。


A: Excuse me,I'd like to reconfirm my flight from Beijing to Chicago.

我想再确认一下我从北京到芝加哥的航班。

B: Please tell me your name and flight number.

请告诉我你的名字和航班号。


还可以说
 　Would you like to reconfirm my flight from Beijing to Chicago? May I reconfirm my flight from Beijing to Chicago?


● Could you please check the flight number nearest to21st September?



帮我查一下距离9月21号最近的航班，好吗？


A: Could you please check the flight number nearest to21st September?帮我查一下距离9月21号最近的航班，好吗？

B: OK,I will call you after I checked the flight.

好的，确定好航班后给你信息。


● Could I have a smoking room, please?



我能要一个可吸烟的房间吗？


A: Could I have a smoking room,please?

我能要一个可吸烟的房间吗？

B: I'm sorry,sir.All of our rooms are non-smoking.

对不起，先生。我们所有的房间都是禁烟的。


还可以说
 　I'd like a smoking room.

Can I get a room where I can smoke?

Do you have smoking rooms?


● What's the price difference?



价格有什么不同？


A: What's the price difference?

价格有什么不同？

B: A double room with a front view is140 dollars per night,one with a rear view is115 dollars per night.

阳面一间双人房每晚140美元，阴面的每晚115美元。

A: I think I'll take the one with a front view then.

我想我还是要阳面的吧。


● I need a room with a double bed.



我要一间有双人床的客房。


A: I need a room with a double bed.

我要一间有双人床的客房。

B: OK,let me check if we have one available.

好的，我看看我们是不是还有。


像老外一样张口即来



情景对话


Receptionist: Good afternoon.What can I do for you?

Aaron Green: Good afternoon.I'd like to book a suite from October4 to October10.

Receptionist:Yes, we do have a suite available for those days.


Aaron Green: What's the rate,please?

Receptionist:Three hundred and twenty yuan a day, service fee included.


Aaron Green: That sounds good.I'll make a reservation.

Receptionist:Could I have your name and telephone number please, sir?


Aaron Green: It's Aaron Green,and please take the number I'm calling from.

Receptionist: Thank you,Mr.Green.We look forward to your visit.Goodbye.

Aaron Green: Goodbye.

前台接待：下午好，我能帮您什么吗？

阿伦·格林：下午好，我想订一间从10月4号到10月10号的套房。

前台接待：好的，我们有那几天的一间套房可供您预订。


阿伦·格林：请问价钱是多少呢？

前台接待：320元1天，包含服务费。


阿伦·格林：听起来还不错。我订一间。

前台接待：先生，可以告诉我您的姓名和电话号码吗？


阿伦·格林：我叫阿伦·格林，号码就是我打来的这个号。

前台接待：谢谢您，格林先生。我们期待您的来访。再见。

伦·格林：再见。

Unit3　轻装上阵—行李事宜


OOPS! NG　场景！


商务旅行讲究轻松上阵，但带给客户的产品样品、礼物、文档资料，又非带不可，没关系，一起放到行李箱里托运吧，但注意不要超重哦。商务旅行途中关于行李的表达有哪些呢？一起来学一学吧！


一句话告别NG

有行李需要托运吗？那就学好下面的表达，来告诉机场服务人员你的需求吧。“我要托运行李
 ”用英语说就是：


I want to check my luggage.





不NG必备词


scale磅秤

weigh称

check托运

suitcase行李箱

briefcase公文包

carry-on bag手提行李

allowance限制重量

check luggage托运行李

kilo千克

medium size中型

free allowance免费额

baggage cart行李手推车


不NG必备句



托运行李


托运行李时，需要注意不要携带违禁品，行李超重还要多付费，学好下面的表达，来应对各种在托运行李时可以发生的状况吧。

● Where should I check my luggage?

我在哪里可以托运行李？

● I have a suitcase and a briefcase.

我有一个行李箱和一个公文包。

● I want to check these three pieces.

我想托运这3件行李。

● Can I check in my cosmetics?

我可以托运我的化妆品吗？

● Have you checked any luggage?

您已经托运行李了吗？

● Are those inside the free allowance?

这没超出免费行李限额吧。

● Is that covered by the free allowance?

我的行李重量在免费额度内吗？

● What's the weight limit?

限重多少？

● How many carry-on bags can I have?

允许随身带多少行李？

● Can I carry this carry-on bag with me?

我可以随身带手提包上机吗？


提取行李


平安到达目的地了，别忘了提取托运的行李哦。

● Where can I claim my checked luggage?

我要到哪儿领取托运的行李？

● Which carrousel is for flight TY836?

请问TY836航班的行李在哪个传送带上？

● Where is the baggage claim area?

请问行李领取处在哪里呢？

● Does the luggage come out here?

行李是从这里出来吗？

● Is this all the baggage for this flight?

请问这是所有的行李吗？

● Where are the baggage carts?

请问哪里有行李手推车？


行李挂失


行李迟迟没有出来，不要着急，用下面的表达问问工作人员是怎么回事吧。

● My luggage is missing.

我的行李丢了。

● My baggage didn't come out of baggage claim.

行李领取处没有我的行李。

● Can you check where my luggage is?

您能查一下我的行李哪儿去了吗？

● Can you help find my luggage?

您可以帮我找一下我的行李吗？

● You need to take responsibility for my luggage.

你们要为我的行李负责。


机场内与行李相关的地方


Luggage Depository行李存放处

Lost and Found Office行李招领处

Baggage Service行李服务处

Luggage Claim行李领取处

luggage locker行李暂存箱


不NG实景对话



● I want to have this suitcase checked.



我想托运这个手提包。


A: I have a suitcase and a briefcase.

我想托运这个手提包。

B: All right.Please put the suitcase on the scale.

好的，请您把托运箱放在秤上就可以了。


● Is it overweight?



超重了吗？


A: Is it overweight?

超重了吗？

B: Yes.It weighs30 kilograms and the allowance is23 kilograms.

是的，行李重30千克而我们的限重是23千克。


● Excuse me. Where is the baggage claim area for flight OZ432?



请问OZ432航班的提领行李区在哪里？


A: Excuse me.Where is the baggage claim area for flight OZ432?

请问OZ432航班的提领行李区在哪里？

B: Over there.

在那边。


● I haven't seen my luggage yet.



我还没看见我的行李。


A: I haven't seen my luggage yet.

我还没看见我的行李。

B: Could you describe your luggage?

请描述一下您的行李？


还可以说
 　What does your bag look like?

请问您的行李是什么样的？


● I want to check these three pieces.



我想托运这3件行李。


A: Do you need to check for any of your luggage?

您有行李需要托运吗？

B: I want to check these three pieces.

我想托运这3件行李。


● Please present your luggage tag.



请出示您的行李牌。


A: Please present your luggage tag.

请出示您的行李牌。

B: Sure,here it is.

好的，在这儿。


还可以说
 　May I see your luggage tag,please?

Show me your luggage tag,please.


像老外一样张口即来



情景对话


Staff Worker: Do you have baggage to check in?

Smith: Yes,I have a suitcase and a briefcase
 .

Staff Worker: All right.Please put the suitcase on the scale.

Smith: OK.I think it weighs about25 kilograms.Is it overweight?


Staff Worker: No.It weighs30 kilogramsand the allowance is50 kilograms.

Smith: OK.Could I take this briefcase as my hand baggage?


Staff Worker: Sure.

Smith: Oh! By the way, I have already earned nearly20,000 air miles. Can I upgrade to business class?

Staff Worker: Sorry,there is no available business-class seat today.If you like,I can put you on the list for the return trip,though.

Smith: That will be great!

工作人员：请问您有行李需要托运吗？

史密斯：有，我有一个行李箱和一个公文包。


工作人员：好的，请您把托运箱放在秤上就可以了。

史密斯：好，我想行李大概重25千克，超重了吗？


工作人员：没有超重，行李只有30千克而我们的限重是50千克。

史密斯：好的，请问我可以把这个公文包作为随身行李吗？


工作人员：可以。

史密斯：对了，我差不多已经累计2万里的里程了，可以给我升到商务舱吗？

工作人员：很抱歉。商务舱今天已经客满了，如果您想要，我可以把您列到回程的候补名单里。

史密斯：那太好了！

Unit4　请问我要从哪里登机—机场英语


OOPS! NG　场景！


取票、换登机牌、托运行李、安检这些手续对于经常穿梭于各国的商务人士来说，应该不陌生，但如何使用英语来应对这些复杂的登续手机呢？想问机场工作人员“我从哪里领取登机牌？
 ”用英语又要如何表达？


一句话告别NG

按时到达了机场，眼看着飞机起飞的时间越来越近，却不知道到哪里换机登牌，用英语询问领取登机牌的地点你可以说。


Where can I get my boarding pass？





不NG必备词


board上（飞机、车、船等）

security check安检

missed the flight错过航班

pat-down安全检查

airport机场

confiscate没收

boarding gate登机口

counter柜台

runway飞机跑道

metal detector金属探测器

lavatory盥洗室，厕所

terminal航站楼


不NG必备句



咨询信息


到哪里取票？飞机晚点了吗？不用再一脸茫然了，赶紧用上下面的表达，来咨询你所需要的信息吧。

● Where do I pick up the ticket?

我在哪里取机票？

● By what time should I check in?

我该什么时候办理登机手续？

● When will the plane take off?

飞机什么时候起飞？

● Will this flight leave on time?

这班飞机会准时起飞吗？


手续办理、登机


要开始办理手续了，先确认一下是否来对了地方吧。

● Is this the right counter to check in for my flight?

这是办理登机手续的柜台吗？

● Where is the boarding gate for Flight TK331?

TK331航班的登机口在哪儿？

● Excuse me is this the line for the flight to New York City?

请问这是飞往纽约市航班的队列吗？

● Which gate does my light leave from?

我的航班从哪个登机口起飞？

● What time does the flight board?

这个航班几点登机？

● I've missed my flight.

我错过航班了。


机场设施


airports shuttle机场班车

airport terminal机场航站楼

international airportterminals国际机场航站楼

toilet洗手间

departure lounge候机室


不NG实景对话



● Is this the right counter to check in for this flight?



这里是办理登机手续的窗口吗？


A: Is this the right counter to check in for this flight?

这里是办理登机手续的窗口吗？

B: Yes.　是的。


还可以说
 　Is this the check in counter?

Should I check in for this flight here?


● Which gate does my flight leave from?



我的航班从哪个登机门起飞？


A: Which gate does my flight leave from?

我的航班从哪个登机门起飞？

B: Gate12D.12D登机门。


● When will Flight AA6101 take off?



AA6101号航班什么时候起飞？


A: When will Flight AA6101 take off?

AA6101号航班什么时候起飞？

B: It'll take off at8:00 a.m.

它将于上午8点起飞。


词组点睛
 　take off　起飞


● Can I board the aircraft now?



我现在可以登机了吗？


A: Can I board the aircraft now?

我现在可以登机了吗？

B: No.Please wait at the waiting room for the announcement.

不可以。请到候机室等待通知。


单词点睛
 　announcement　广播


● What should I take when I'm boarding?



登机时我该带哪些东西？


A: What should I take when I'm boarding?

登机时我该带哪些东西？

B: The smaller bag.

体积小一点的包。


● May I see your passport and visa?



我可以看看你的护照和签证吗？


A: I will take these.

我买这些。

B: May I see your passport and visa?

我可以看看你的护照和签证吗？

A: Here are my passport and visa.

给您。


像老外一样张口即来



情景对话


Staff Worker: Next.

Lisa: Oh,hello.

Staff Worker:Please put all the carry-one luggages in a basket and then place it on the conveyor.
 Step right this way.Ma'am.

Lisa: Okay.Should I take off my jacket too?

Staff Worker: Yes. Excuse me, Ma'am, you are not allowed to carry a gun on the plane.

Lisa: Oh,it's my son's toy gun.I will show you and it has batteries.

Staff Worker: Oh okay.And would you mind opening your lap top?

Lisa: No,not at all.There you go.

Staff Worker: Thank you.Please take off your shoes too.

Lisa: Okay.

Staff Worker: Sorry Ma'am,the styling mousse is over100g.It is not allowed on the plane.

Lisa: In that case,I'll just leave it to you.

Staff Worker: Sorry about that.

Lisa: That's all right.

Staff Worker: Thank you for your cooperation.Ma'am

工作人员：下一个。

丽萨：您好！

工作人员：请把所有的随身行李放到一个筐里，然后把筐放在传送带上。
 女士，请你到这边来。

丽萨：好的，我要脱掉我的夹克吗？

工作人员：是的。打扰一下，女士，您不能带枪上飞机。

丽萨：哦，那是我儿子的玩具枪，我给你看下，它有电池。

工作人员：好的，您介意打开您的手提电脑吗？

丽萨：不，一点不介意，给你。

工作人员：谢谢你，请您把鞋子也脱了吧。

丽萨：好的。

工作人员：不好意思女士，您的定型摩斯超过了100克，它不允许带上飞机。

丽萨：既然如此，我只好把它留在你们这儿了。

工作人员：抱歉。

丽萨：没关系。

工作人员：感谢您的合作，女士。

Unit5　货币兑换处在哪里—兑换货币


OOPS! NG　场景！


在机场，除了设有免税店外，还有方便旅客兑换外币的货币兑换处。通常商务出差和出国旅行不同，不需要兑换过多的外币，因此在机场兑换就可以满足商务人士的需求。那么，在兑换货币的时候有哪些一定能用到的英文表达呢？


一句话告别NG

想要换美元？到了柜台，你可以直接跟工作人员说“我想把人民币兑换成美元
 ”。用英语说就是。


I want to change RMB for US dollars.





不NG必备词


an exchange form兑换单

change零钱

coin硬币

cash现金

receipt收据

deposit存款

Money Exchange货币兑换处

signature签字

penny便士

cheque支票

large bill大面额钞票

amount金额


不NG必备句



汇率、金额


换钱之前先问一下汇率是多少，如果因为汇率低而换少了，可就不划算了。

● I want to know what the exchange rate of the dollar against pound is today.

我想知道今天美元兑英镑的汇率是多少。

● I want to change200 dollars to RMB.

我想把200美元兑换成人民币。

● What is the exchange rate of RMB to the pound today?

今天人民币兑英镑的汇率是多少？

● I'd like to change some foreign currency.

我想兑换一些外币。

● What's the rate for the dollar today?

今天的美元汇率是多少？

● How much will that be in dollars?

换成美元是多少钱？


面值


决定换钱了，需要多大的面值也要考虑清楚。

● How would you like your change?

钱您想如何换呢？

● How would you like the denomination?

您要什么面额的？

● In what denominations do you prefer?

您想要哪种面额的？

● I need four twenties and twenty singles,please.

请给我4张20元和20张1元的。

● I need change for a dollar.

我需要换1美元零钱。

● Can I get coins for this bill?

我想把这张钱换成硬币可以吗？


相关费用


有时候兑换外币可能要收取少量的手续费，这时你可以这样说。

● Is there any service charge?

需要手续费吗？

● We charge a$1 commission on each deal.

每笔交易我们会收1美元的手续费。


常用货币名称


Us Dollar美元

Pound英镑

Euro欧元

Canadian Dollar加元

Singapore Dollar新加坡元

Japanese Yen日元

South Korea Won韩币


不NG实景对话



● Hi, I'd like to change some foreign currency.



嗨，我想兑换一些外币。


A: Hi,I'd like to change some foreign currency.

嗨，我想兑换一些外币。

B: How much do you want?

您想换多少？

A:1,000 pounds.

换1000英镑。


● What is the exchange rate of Euro to US dollars?



欧元兑美元的汇率是多少呢？


A: What is the exchange rate of Euro to US dollars?

欧元兑美元的汇率是多少呢？

B: The exchange rate is0.74 Euro to US dollars.

汇率是0.74欧元兑1美元。


● I want to change U.S. dollars for Canadian dollars.



我想将美元兑换成加元。


A: I want to change U.S.dollars for Canadian dollars.

我想将美元兑换成加元。

B: Ok,let me just check the rate.

好的，我确认一下汇率。


● What is the exchange rate of RMB to the pound today?



今天人民币兑英镑的汇率是多少？


A: What is the exchange rate of RMB to the pound today?

今天人民币兑英镑的汇率是多少？

B: It's9.93 yuan for1 pound.

是9.93元人民币兑1英镑。


● What's the rate for the dollar today?



今天美元的汇率是多少？


A: What's the rate for the dollar today?

今天美元的汇率是多少？

B: The exchange rate is0.72 Euro to U.S.dollars.

汇率是0.74欧元兑1美元。


● How would you like the denomination?



你要什么面额的？


A: How would you like the denomination?

你要什么面额的？

B: I need five twenties and ten singles,please.

请给我5张20元和10张1元的。


像老外一样张口即来



情景对话


Staff Worker: Good morning,sir.What can I do for you?

Smith: Oh,I want to change some money and I want to know what the exchange rate of the U.S. dollar against British pound is today.


Staff Worker:1:0.63.Would you care to give me your passport?

Smith: There you are. My name is Smith. Can you exchange U.S. dollars to British pounds,please?

Staff Worker: Just fill out this form,please.

Smith: OK.Here you are.

工作人员：早上好先生，我能为您做什么呢？

史密斯：哦，我要兑换些钱。我想知道今天美元兑英镑的汇率是多少。


工作人员：是1比0.63。可以把您的护照给我看一下吗？

史密斯：给你，我的名字叫史密斯，请把这些美元兑换成英镑。

工作人员：请填一下这个表格。

史密斯：好的，给您。

Unit6　请问有呕吐袋吗—在飞机上


OOPS! NG　场景！


终于登机了，离目的地又近了一步，咦，怎么找不到我的座位？卫生间在哪儿？有点晕机怎么办？想必坐在飞机上时，大家都会碰上一些小状况，如何用英语发问或求助呢？下面一起来学一下在飞机上常用的一些表达！


一句话告别NG

登机后，只想快快入座，好好休息一下，却找不到座位，没关系，求助时可以这样问“请问××座位在哪里？
 ”用英语说就是：


Excuse me. Where is13L located?





不NG必备词


overhead compartment位于头顶上头的行李架

fasten seat belt系安全带

dizzy头晕

food trolley送餐车

captain机长

lavatory卫生间

in-flight meal飞机餐

seat座位

blanket毛毯

turbulence气流

flight attendant空中乘务员

emergency exits紧急出口

call button呼叫按钮

airsickness bag呕吐袋


不NG必备句



请求服务


机上常常备有各类物品，以帮助乘客缓解在机舱内的不适感，所以如果你有任何不适或需求都可以向机上服务人员提出。

● I guess my seat is taken.

我想我的座位被人坐了。

● Could you please help me put my baggage up there?

您可以帮我把行李放到上面吗？

● Can I put my baggage here?

我可以把我的行李放在这里吗？

● All the overhead compartments seem to be full.Is there anywhere else I can put my bag?

所有的行李架好像满了！还有别的地方可以放包吗？

● May I have a blanket,please?

请给我一条毛毯，好吗？

● Do you have any Chinese newspapers?

请问有中文报纸吗？

● I feel sick.

我有点不舒服。

● My ears feel funny.

我有点耳鸣。

● This headache is just killing me.

我头痛得快死掉了。


设备使用


飞机上有很多设施，包括一些娱乐设备来为枯燥的旅行增加一些乐趣。不会用的话，没关系，学好下面的表达问问机组工作人员吧。

● Could you please tell me which channel I should use?

音乐频道是哪一个？

● How to turn the screen on?

怎么打开这个屏幕？

● Can I use the lavatory now?

请问现在可以用卫生间吗？


餐饮服务


机上的美食也是比较令人期待的，学好下面的用语，根据自己口味来挑选食物吧。

● May I have a vegetarian meal instead?

我可以换份素餐吗？

● One orange juice without ice,please.

一杯橙汁不加冰。

● What are my choices for lunch?

午餐我有什么选择？

● I've finished.Please take the tray away.

用完了，请把餐盘拿走吧。

● Can I have lunch later?I don't feel well right now.

我现在有点不舒服，可以过会儿再吃午餐吗？


飞机各部位名称


nose机头

pilot's cockpit驾驶舱

parachute降落伞

luggage compartment行李舱

wing机翼

undercarriage起落架

passenger cabin客舱


不NG实景对话



● Please tell me how to fasten the seat belt?



您可以告诉我怎么样系上安全带吗？


A: Please tell me how to fasten the seat belt?

您可以告诉我怎么样系上安全带吗？

B: Sure,let me help you.

当然，我来帮你。


● I feel like I might throw up.



我觉得我可能快吐了。


A: Sir,you look kind of pale.What's the matter?

先生，你看起来脸色有点苍白。你怎么了？

B: I feel like I might throw up.

我觉得我可能快吐了。


● May I have some medicine for airsickness?



请给我一些晕机药好吗？


A: May I have some medicine for airsickness?

请给我一些晕机药好吗？

B: Sure,wait a minute.I'll be back soon.

好的，稍等，我马上回来。


● Excuse me, how do I recline my seat?



请问椅背要怎么放下来？


A: Excuse me,how do I recline my seat?

请问椅背要怎么放下来？

B: Look,all you do is to press that button.

看，只要按一下那个按钮就可以了。

A: Thank you very much.

非常感谢。


● I don't think my headphone is working. Can you please get me a new one? 我的耳机好像坏了。可以帮我换一副新的吗？


A: I don't think my headphone is working.Can you please get me a new one?我的耳机好像坏了。可以帮我换一副新的吗？

B: Yes.I'll just go and get you a new one.

可以，我马上为您换上新的。


● Please take the tray away. 请把餐盘拿走吧。


A: Are you finished?请问您用完餐了吗？

B: Yes,I've finished.Please take the tray away.

用完了，请把餐盘拿走吧。


像老外一样张口即来



情景对话


Susan: Excuse me. I would like to listen to some music.Could you please tell me which channel I should use?


Stewardess: Well,Channel1 and2 are news channels,and Channel3 to5 are our movie channels.Channel6 to18 are the music channels.

Susan: I see.But I don't know how to use the remote control.


Stewardess: Here. Let me show you. Just push the"up"and"down"buttons on your remote control to switch channels and adjust the volume.

Susan: Thank you. By the way,I don't think my headphone is working. Can you please get me a new one?


Stewardess: I'll go and get you a new one.Sorry about that.

Susan: That's all right.

Stewardess: I'll be right back with your headphone.

Susan: Thanks a lot.

苏珊：请问一下，我想听点音乐。音乐频道是哪一个？


空姐：是这样的。第1和第2频道是新闻台，第3到第5频道是电影台，第6到第18频道都是音乐台。

苏珊：这样啊。但是我不知道遥控器怎么用。


空姐：我为您演示一遍。只要按遥控器的“上”与“下”按钮，就可以选台、调整音量。

苏珊：谢谢你。另外，我的耳机好像坏了。可以帮我换一副新的吗？


空姐：我马上为您换上新的。很抱歉发生此事。

苏珊：没关系。

空姐：我会立刻拿耳机来。

苏珊：非常谢谢你。

Unit7　终于抵达目的地—个人通关


OOPS! NG　场景！


飞机安全抵达，离入境只差最后一步，那就是“通关”了，海关人员都会问哪些问题？听不懂怎么办？回答问题时如何正确表达呢？下面的句子将祝你顺利通关，一起学起来吧！


一句话告别NG

一般在入境时，海关一般会询问你来该国的目的，对于在外出差的商务人士，可以直接告诉海关人员“我是来这里出差的。
 ”用英语说就是：


I'm here on business





不NG必备词


custom海关

visa签证

declaration form海关申报表

purpose目的

customs service海关服务台

liquor酒

passport护照

sightseeing观光

entry card入境卡

transit lounge过境处，转机处

declare申报

duty关税


不NG必备句



通关手续


如果不知道如何办理通关手续，最好问一下，以免出错。

● Can you show me how to go through the customs?

你能告诉我怎样办理通关手续吗？

● Where do I go to go through customs?

我应该在哪里办理通关手续？

● I only need to declare one or two things,right?

我只需要申报一两件物品，对吗？

● Do I get in the red line?

我需要走红色通道吗？

● Should I go through the green line?

我可以走绿色通道吗？


个人信息描述


过海关时，向海关人员描述清楚个人情况是非常重要的，海关人员会以你的描述来决定是否准许通关。

● Your passport and customs declaration form,please.

请出示您的护照和海关申报单。

● What's the purpose of your visit?

您此行的目的是什么？

● Where will you stay?

您会住在哪里？

● How long are you planning to be here?

您打算待多久？

● I'm here on business.And there are samples for a trade show.

我是来出差的，这些是参展用的样品。

● I will be staying at a local hotel.

我会住在当地的旅馆。

● I'll be here for three weeks.

我将停留3周。

● I've filled out my customs-declaration form.

我已经填好海关申报单了。

● I have two thousand dollars cash and some traveler's checks.

我有2000美元现金和一些旅行支票。

● I lost the declaration form.Can I fill it out again?

我的海关申报表丢了，可以重新填一张吗？

● Here is mypassport.

这是我的护照。


入境处常见英文


Customs Service Area海关申报处

Foreigner外国人专门柜台

Non-Citizen非本国人专门柜台

Baggage Claim行李提取处

Quarantine动植物检疫


不NG实景对话



● Anything special to declare? 请问你有东西要申报吗？


A: Anything special to declare?请问你有东西要申报吗？

B: I have nothing to declare.我没有东西申报。


单词点睛
 　declare　申报


● Where do I go to go through customs?



我应该在哪里办理通关手续？


A: Where do I go to go through customs?

我应该在哪里办理通关手续？

B: Just follow this group of people and you will come to the customs lines.跟着这些人走，然后你就能到了。


● Which way shall I go for immigration?



请问我要在哪里办理入境手续？


A: Which way shall I go for immigration?

请问我要在哪里办理入境手续？

B: Please go to"Non-Citizen"window.

请到“非本国人”的窗口办理。


单词点睛
 　immigration　入境


● May I see your entry card and passport, please?



我可以看一下您的入境卡和护照吗？


A: May I see your entry card and passport,please?

我可以看一下您的入境卡和护照吗？

B: Sure.Here you are.当然可以。给你。


还可以说
 　Your entry card and passport please.

Entry card and passport,please.


● Are you here for bu siness or leisure?



你此次出行的目的是出差还是旅游？


A: Are you here for business or leisure?

你此次出行的目的是出差还是旅游？

B: For business.是公务出行。


单词点睛
 　leisure　闲暇


● I've booked a room at a downtown hotel.



我已经预订了市区的酒店。


A: Where do you intend to stay while in the country?

停留期间您打算住在什么地方？

B: I've booked a room at a downtown hotel.

我已经预订了市区的酒店。


像老外一样张口即来



情景对话


Officer: Could I have your entry card and passport,please?

Mr.Liu: Sure.Here you are.

Officer: What's the purpose of your visit?

Mr.Liu: Business trip.To attend an international conference.


Officer: What's your nationality?

Mr.Liu:The People's Republic of China.


Officer: How long are you going to stay there?

Mr.Liu: About two weeks.Until the15th.

Officer: Where are you going to stay?

Mr.Liu: I'm planning to stay at the X Hotel.

Officer: How much money do you have with you?

Mr.Liu: I have800 dollars.

Officer: Do you have a return ticket?

Mr.Liu: Yes.Here it is.

Officer: Good.Have a nice trip.

Mr.Liu: Thank you.

官员：看一下您的入境卡和护照好吗？

刘先生：当然，给你。

官员：你此行的目的是什么？

刘先生：商务出行。去参加一个国际会议。


官员：你的国籍是什么？

刘先生：中华人民共和国。


官员：你准备在那里待多久？

刘先生：大约2周时间。到15日。

官员：你准备住在哪里？

刘先生：我打算住在X酒店。

官员：你带了多少现金？

刘先生：我有800美元。

官员：你有返程机票吗？

刘先生：是的，我有，给你。

官员：好的。祝您旅途愉快。

刘先生：谢谢。

Unit8　入住高大上的商务酒店—出差住处


OOPS! NG　场景！


经过长途飞行，终于到达目的地。是不是迫切地想入住酒店倒下呼呼大睡呢？那就先看一下如何办理入住手续吧！如果你已经预订好了酒店的房间，可以直接跟前台的工作人员说“我有预订。
 ”办理入住手续更加简单哦！


一句话告别NG

告诉前台人员已经预订了房间，用英语说就是：


I have a reservation.





不NG必备词


check-in办理登记手续

double room双人房

reception desk服务台

check-out退房

deposit押金

sea view海景

balcony阳台

single room单人房

rate价格

service fee服务费

reservation预订

extend延长

mountain view山景


不NG必备句



办理入住


办理入住手续，是入住酒店的第一步，除了出示证件登记以外，还要填写登记表、确认房型、入住时间、价格等入住信息。

● I have a reservation under the name Gregory.

我要入住，我预订时的名字是格雷戈里。

● I have reservation with you for tonight.

我在你们宾馆预订了今晚的房间。

● I would like to check in.

我要办理入住。

● I booked the room from Beijing.

我在北京就已经预订好了房间。

● What type of room did you reserve?

请问您预订的是什么房间？

● I should be leaving on the8th.

我应该在8号离店。

● Can I have the list of prices?

我看一下旅馆的价目表好吗？

● Do you need a deposit?

需要先付押金吗？

● Please fill out this registration form.

请您填写住宿登记表。

● Am I all checked in?

我可以入住了吗？

● Is the room on the third floor?

请问房间是在3楼吗？


咨询信息


初来乍到，肯定有很多不明白的地方，无论是对于当地的交通还是酒店的设施，有什么不懂的就用下面的句子问问吧。

● How do I get to my room?

我怎样去房间？

● What's your check-out time?

何时办理退房手续？

● Will our room have a bathtub?

我们屋里有浴缸吗？

● What kind of entertainment do you have?

你们都提供哪些娱乐项目？

● Will someone carry my bags up for me?

请派人把我的行李送到我的房间好吗？

● Can I keep the key myself?

我可以带钥匙出去吗？


客房床上用品


sheet被单

bedding bag被套

bed panels床板

bed cover床罩

pillow枕头

pillowcase枕套

duvet羽绒被

quilt被子


不NG实景对话



● I'd like to check into the hotel.



我想办理住宿登记手续。


A: I'd like to check into the hotel.

我想办理住宿登记手续。

B: OK,what name is the reservation under?

好的，您预订时的名字是什么？


● My reservation is for tonight.



我预订了今晚的房间。


A: Do you have a reservation?

您有预订吗？

B: Yes.My reservation is for tonight.

有，我预订了今晚的房间。


● Do you have a list with the hotel's room prices?



你们有没有酒店的价格表？


A: Can I help you?

有什么需要帮忙的吗？

B: Do you have a list with the hotel's room prices?

你们有没有酒店的价格表？


● When do I need to check out?



我需要在什么时间退房？


A: When do I need to check out?

我需要在什么时间退房？

B: Check out is at10 a.m.

早上10点退房。


词组点睛
 　check out　结账离开


● Do you know where my room is?



你知道我的房间在哪儿吗？


A: Do you know where my room is?

你知道我的房间在哪儿吗？

B: Go down this hall and to the left.

穿过大厅，左转。


单词点睛
 　hall　大厅


● When is breakfast served?



你们什么时候提供早餐？


A: When is breakfast served?

你们什么时候提供早餐？

B: From6 to9.

6点到9点。


像老外一样张口即来



情景对话


Receptionist: Good morning,sir.How can I help you?

Smith: Hello.My name is Bard Smith.I want to check in.

Receptionist:Do you have a reservation with us, Mr. Smith?


Smith: Yes,for tonight.

Receptionist: Just a moment,please.I'll check our reservation record……Thank you for waiting,sir.Your reservation is a single room for five nights.
 Is that correct?

Smith: That's right.

Receptionist:May I have your passport?


Smith: Sure.

Receptionist: Thank you,sir.Your room is118 on the8th Floor.A bellman will show you to your room.I hope you will enjoy your stay here.

前台接待：早上好先生，能为您提供什么帮助吗？

史密斯：您好，我叫巴德·史密斯。我想登记入住。

前台接待：史密斯先生，您在我们的酒店有预订吗？


史密斯：是的，今晚。

前台接待：请等一下。我查一下我们的预订记录……谢谢您，先生，让您久等了。您预订的是一间单人间，住5晚。
 对吗？

史密斯：没错。

前台接待：我能看一下您的护照吗？


史密斯：好的。

前台接待：谢谢，先生。您的房间在8楼118号。行李员会把您送到房间。希望您在这里过得愉快。

Unit9　酒店服务全体验—客房服务


OOPS! NG　场景！


酒店是否舒适，客房服务至关重要，对于有要事在身的商务人员来说更是如此。好的客房服务不仅能给出门在外的你带来舒适的住宿体验，更能一扫你在外工作的疲劳，提高你的工作效率！


一句话告别NG

明天有重要会议必须早起，这时酒店的叫早服务对一向懒床的你就至关重要了！“我要预订明早7点的叫醒服务。
 ”用英语说就是：


I need a morning call at7 tomorrow.





不NG必备词


morning call service叫早服务

make the bed铺床

absterge去垢

bathtub浴缸

toilet paper roll厕所卷纸

leaking渗漏的

laundry service洗衣服务

hair dryer吹风机

bath mat防滑垫

unmade room未清扫的客房

international call国际通话

hanger衣架


不NG必备句



咨询服务


快问一下服务人员，都能享受到哪些便利的服务吧。

● I wonder if your hotel has a morning call service.

你们旅店有叫醒服务吗？

● Where can I have my laundry done?

脏衣服送到哪儿洗？

● Can I get my room serviced?

能打扫一下我的房间吗？

● Can I have my breakfast to the room?

可以把我的早餐送到房间来吗？

● I need my sheets changed.

请把我的床单换掉。

● Could you clean our room a little earlier?

你们能早点打扫我们的房间吗？

● How much does your laundry service cost?

洗衣服怎么收费？


索取物品


● My bathroom is out of soap.

我的洗澡间没有肥皂了。

● Could you send up some champagne and strawberries please?

请给我们送点香槟和草莓好吗？

● Can I get a hair dryer?

能给我一下吹风机吗？

● Could you bring some towels?

你能拿些毛巾来吗？

● May I have an extra roll of toilet paper?

可以再给我一卷卫生纸吗？


柜台服务


通常商务酒店的柜台除提供一般酒店的服务外，还会提供专门针对商务人士的服务，如收发信件、传真等服务。

● Can you receive faxes for me?

请问可以代收传真吗？

● Can you mail this letter for me?

可以帮我寄这封信吗？

● Is there any message for Room101?

请问有没有给101房间的留言？

● I'd like to leave my key here while I am out.

我要外出，钥匙要留在这里。

● May I have the key for room201?

我来取201房间的钥匙。


送餐服务常用英文


Room number房间号

Number of persons用餐人数

Desired time of delivery送餐时间


不NG实景对话



● Can I get my suit ironed?



帮我把西装熨平好吗？


A: Can I get my suit ironed?

帮我把西装熨平好吗？

B: I'll have someone take care of it.

我会让人去处理的。


单词点睛
 　iron　熨


● Please have the maid clean my room.



请通知服务员打扫我的房间。


A:Please have the maid clean my room.

请通知服务员打扫我的房间。

B:Of course,right away.

好的，马上。


单词点睛
 　maid　女服务员


● I need my sheets changed.



请把我的床单换掉。


A: Can I help you with something?

需要什么帮助吗？

B: I need my sheets changed.

请把我的床单换掉。


● Are there any faxes or letters for Room201?



请问有没有201房间的传真或者信件？


A: Are there any faxes or letters for Room201?

请问有没有201房间的传真或者信件？

B: There aren't any letters for you,but there are2 faxes.

有2份传真，没有信件。


● Can we have our meals in our room?



我们可以在房间里用餐吗？


A: Can we have our meals in our room?

我们可以在房间里用餐吗？

B: Hold on a second.Let me put you through to Room Service.

请稍后，我帮您转到客房部。


词组点睛
 　put through　接通


● Will you please call me up at six o'clock?



请6点叫醒我好吗？


A: Will you please call me up at six o'clock?

请6点叫醒我好吗？

B: Of course.I'll write you down for a six o'clock wake-up call.

当然。我会记下来为您6点叫早。


词组点睛
 　wake-up call　叫醒服务


像老外一样张口即来



情景对话


Staff Worker: Housekeeping.How can I help you?

Smith: I feel a little cold.Can I have another duvet?

Staff Worker: Certainly.I'll send a housekeeper to your room right away. What's your room number, sir?


Smith: Room1505.

Staff Worker: OK.Is there anything else I can do for you?


Smith: I'd like another pillow if it's OK.

Staff Worker: No problem.Your duvet and pillow will be sent to your room immediately.


Smith: Thank you.

工作人员：客房服务，有什么能帮您的？

史密斯：我感觉有点冷，可以再给我一床羽绒被吗？

工作人员：当然。我立刻派客房服务员过去。您的房间号是多少，先生？


史密斯：1505房。

工作人员：好的。您还需要其他帮助吗？

史密斯：如果可以的话，我还想要一个枕头。

工作人员：没问题。您的羽绒被和枕头会很快送到您房间。


史密斯：谢谢。

Unit10　请送我到这里—当地交通


OOPS! NG　场景！


到陌生的城市出差，除了和住宿的酒店打交道，还要熟悉的就是当地各种各样的交通工具了，离了它们你就可能寸步难行了！出差时你最常用的交通工具是出租车、地铁，还是公交车呢？一起来看一下乘坐这些交通工具需要用到哪些表达吧！


一句话告别NG

如果找不到目的地，打车可是万全之策哦，直接跟司机说“送我去这个地址。
 ”一切就OK了！用英语说就是：


I'm headed to this address.





不NG必备词


address地址

slow down慢一点

arrival time到站时间

due out开出

express train快车

additional fare额外费用

rush hour高峰期

platform站台

transfer station换乘站

hurry up快点

discount打折

surcharge附加费


不NG必备句



乘坐出租车


出租车是出差人士最常使用的交通工具之一，因为它可以帮我们省下很多时间，乘坐出租用到的表达有这些。

● I'm headed to this address.

送我去这个地址。

● Take me to this address.

带我到这个地址。

● Could you please slow down?

可以开慢一点儿吗？

● Could you please lower the window a bit?

麻烦你把窗户开大一点儿，好吗？


乘坐火车


乘坐火车你可能用到如下表达。

● Are there any seats available for London?

去往伦敦的车票还有吗？

● Is this an express train?

这是快车吗？

● Does this train have sleeping cars?

这趟车有卧铺车厢吗？

● What's the arrival time?

到达时间是几点？

● When does the train come in?

火车什么时候进站？

● When is the train due out?

列车什么时候开出？


火车的不同座次


hard seat硬座

hard sleeper硬卧

soft sleeper软卧

business-class carriages商务座

first-class seats一等座

second-class seats二等座


乘坐地铁


对于初次乘坐地铁的人来说，要了解必要的常识哦！

● Which subway should I take?

我该坐哪趟地铁呢？

● What should I do with the token?

我该怎么用这个代币呢？

● Do I have to pay an additional fare to change trains?

换乘地铁还要额外付费吗？

● I want to go to the Executive Centre.How do I change?

我想去德事商务中心，我该如何换乘？

● Which is the transfer station?

哪个站是换乘站？


询问车费


乘车买票当然要问好价格了，一起来看看吧！

● What's the fare?

车费是多少？

● How much is the weekday surcharge?

周日附加费是多少？

● How much for a ticket to New York?

去纽约的票价是多少？


不NG实景对话



● I'm in a hurry. Can you go a little faster?



我赶时间，麻烦您开快一点儿，好吗？


A: I'm in a hurry.Can you go a little faster?

我赶时间，麻烦您开快一点儿，好吗？

B: It's the middle of rush hour!

这可是高峰期！


词组点睛
 　rush hour　高峰期


● How do I tip?



我怎么付小费？


A: How do I tip?

我怎么付小费？

B: You usually need to tip about15％of the fare.

小费通常是车费的15％。


单词点睛
 　tip　小费


● How much is the fare?



车费多少钱？


A: How much is the fare?

车费多少钱？

B: Well,that depends on the meter.

噢，得看计价器。


词组点睛
 　depend on　依靠；依赖


● Two lower bunks in a soft sleeper, please.



我要2张软卧下铺。


A: Two lower bunks in a soft sleeper,please.

我要2张软卧下铺。

B: One moment,please,I'll check it out.

请等一下，我查查看。


词组点睛
 　check on　查看


● Where can I buy a ticket?



我在哪儿买票呢？


A: Where can I buy a ticket?

我在哪儿买票呢？

B: Do you see that sign?It is just over there.

看到那个标志了吗？就在那边。


● Is this a through train?



这是直达车吗？


A: Is this a through train?这是直达车吗？

B: No.There are three stops.

不是，中间要停3站。


词组点睛
 　through train　直达快车


像老外一样张口即来



情景对话


Dave: Excuse me,could you please lend me a hand?

Jack: Yes?

Dave:I want to go to Broadway by subway. Could you please help me?


Jack: OK.Take this train and get off at the next station.

Dave:Where can I buy a ticket?


Jack: Over there.At the token booth.

Dave: Okay,thanks.By the way, how can I get to the platform?


Jack: Just go down those steps.

Dave: Thank you.

戴夫：劳驾一下，您能帮我一下吗？

杰克：怎么了？

戴夫：我想坐地铁去百老汇。您知道怎么坐车吗？


杰克：知道，坐这辆地铁，然后下一站下车就行。

戴夫：我在哪儿买票呢？


杰克：那里有一个自动售票机。

戴夫：好的，谢谢您。还有，我怎么能到站台上呢？


杰克：就从这儿下去。

戴夫：谢谢。

Unit11　商务旅程结束—结账退房


OOPS! NG　场景！


终于要结束出差旅程了，好想回到家里好好休息一下呀！出差回家的第一步就是退掉酒店的房间了。离开酒店结账退房时要如何跟工作人员说明呢？想询问账单上的住宿费用又需要用到哪些英语表达呢？一起来看一下吧！


一句话告别NG

到酒店大厅要求结账时你可以直接跟工作人员说“我要结账。
 ”用英语说就是：


I want to settle my account.





不NG必备词


key card房卡

laundry service洗衣服务

at the dining room在餐厅

invoice发票

extra charge额外收费

detailed copy of the bill账单明细

settle one's account结账

check-out time退房时间

overseas calls国际长途

mini-bar（酒店房间里的）小冰箱

extend延长

itemized bill明细表


不NG必备句



说明个人情况


结账之前酒店的工作人员一般会询问你住宿的相关信息，可能用到的表达有这些。

● My name is Adams,room312.

我叫亚当斯，312房间。

● Here is my key card.

这是我的房卡。


结账付款


结账付款可能遇到付款方式、付款清单或结账时间等问题，用到的表达可能有这些。

● Can I put it on my card?

我能用卡付款吗？

● Can I extend check-out time by just a few hours?

我能延长几小时的退房时间吗？

● Can you give me a detailed copy of the bill?

我能看看账单明细吗？

● Will you close my account?

我能结账吗？

● I'm sorry,but I've lost my key card.

不好意思，我把房卡弄丢了。


账单出错


结账时多出了服务费，想要问明白，可以这样说。

● I didn't take anything from the mini-bar.

我没有消费小冰箱里的东西。

● I didn't use your laundry service.There must be a mistake.

我没使用洗衣服务，肯定是弄错了。

● I don't think I used any service here.

我觉得我没有使用这里的任何服务。

● My friend and I just had breakfast at the dining room,but we didn't use any services.

我的朋友与我在餐厅刚用过早餐，但是我们没有使用过任何服务设施。

● We didn't use any services or had breakfast at the hotel dining room this morning.

我们今天早晨没有用过任何服务或者早餐。


发票和费用


结账时要问是否可以开具发票，并询问费用的明细。

● What is this for?

这是什么的钱？

● May I have an invoice?

可以给我开张发票吗？

● There is an extra charge here,and I'm not sure what it is.

这里有一项额外收费，我不确定这是做什么用的。


酒店结算常用词


cash settlement现金结算

brush card刷银行卡

cheque支票

consumer voucher消费券

business card商务卡


不NG实景对话



● What is the latest check-out time?



退房最迟几点？


A: What is the latest check-out time?

退房最迟几点？

B:11:00 a.m.上午11点。


还可以说
 　When's the latest we can check out?


● Can we check out just a few hours later?



我可以延迟几个钟头退房吗？


A: Can we check out just a few hours later?

我可以延迟几个钟头退房吗？

B: I'm sorry.I'm afraid I'd have to charge you for that.

对不起。那样的话恐怕要多收您的钱。


还可以说
 　Can we get our check out time extended by a few hours?


● I need to check out.



我需要结账。


A: I need to check out.

我需要结账。

B: Ok,what's your room number?

好的，您的房间号是多少？


还可以说
 　I want to pay my bill.


● I didn't make any overseas calls.



我没有打过国际长途。


A: This charge was for your international calls.

这是您打国际长途的钱。

B: I didn't make any overseas calls.

我没有打过国际长途。


还可以说
 　I didn't make any international calls.

No international calls were made from my room.

There weren't any international calls made in my room.


● Can you give me an itemized bill?



能给我看看账单明细表吗？


A: You'd like to check out,sir?

您要结账吗，先生？

B: Yes.Can you give me an itemized bill?

是的，能给我看看账单明细表吗？


还可以说
 　Can I have a detailed bill?


词组点睛
 　itemized bill　账单明细


● What's this charge for?



这项款是什么费用？


A: What's this charge for?

这项款是什么费用？

B: That's for the extra bed,sir.

这是加床费，先生。


还可以说
 　What is this amount for?


像老外一样张口即来



情景对话


Staff Worker: Good morning,sir.How can I help you?

Smith: I'd like to check out and settle my bill.

Staff Worker: Yes,sir.Could I have your key card please?


Smith: Here it is.

Staff Worker:Is your room number208, sir?


Smith: Yes,that is correct.

Staff Worker: OK.Here is your bill. Please check it carefully.


Smith: OK.Thank you.

工作人员：早上好，先生。能为您做些什么吗？

史密斯：我想结账退房。

工作人员：好的，先生。可以把您的房卡给我吗？


史密斯：给你。

工作人员：您的房间号是208吗，先生？


史密斯：是的，没错。

工作人员：好的。这是您的账单。请您仔细检查一下。


史密斯：好的，谢谢。

Unit12　我迷路了，怎么办—旅行应急


OOPS! NG　场景！


出差旅行时偶尔也会遇到一些棘手的紧急情况。此时切忌惊慌失措，自乱阵脚哦。适当的时候可以向他人求救，求救时一句“十万火急
 ”，可能就会让对方明白事情的严重性。


一句话告别NG

有了这句话，再复杂的紧急事情也简单快捷地表达出来了！


It's an emergency!





不NG必备词


get lost迷路

guide带领

be stuck in困于

emergency紧急情况

confused困惑的

ask sb.for help求某人帮忙

point out指出

remind提醒

traffic light交通灯

Lost and Found Office失物招领处

report the loss of one's passport护照挂失

as soon as possible尽快


不NG必备句



语言不通


在一个陌生的城市出差，很容易遇到语言不通的情况，和当地人沟通时你可以这样向对方说明。

● My English is not good enough.

我的英语不太好。

● Can you talk a little slower please?

您能慢一点说吗？

● I don't know how to say it in English.

我不知道这用英文怎么说。

● What's this called in English?

英文管这叫什么？

● I'll need a guide who can speak Chinese.

我想请一位会说汉语的导游。


紧急呼救


旅游时遇到紧急情况，要懂得向他人求救哦！

● I lost my keys,can you help me?

我的钥匙丢了，你能帮我吗？

● I am stuck in the elevator and cannot get out.

我被关在电梯里出不去了。


迷路


对于路痴的人来说，在陌生城市迷路就是家常便饭，一起来看看迷路了怎么问路吧！

● I'm confused.Where are we now?

我糊涂了，我们现在在什么地方呢？

● Can you tell me where we are now?

我能问您一下我们现在在什么地方吗？

● What town are we near?

我们靠近哪个城镇？

● I was wondering if you could help me.I've got lost on my way to the

hotel.

劳驾，请帮忙，我找不到回旅馆的路了。

● Where's the nearest bus stop?

请问最近的公交站牌在哪里？

● Thank you very much.I think I've got it.

非常感谢你，我想我知道了。

● Are there any public phones nearby?

附近有没有公用电话？


旅行必备物品


passport护照

cash and credit card现金和信用卡

drug药品

city map城市地图

cell phone手机

travelling map旅行地图


不NG实景对话



● I can't speak French.



我不会说法语。


A: We should ask someone for directions.

我们应该找人问问路。

B: But I can't speak French.

但我不会说法语。


还可以说
 　I don't know how to speak French.

I don't know any French.


● I can't make my point across.



我不能表述清楚我的观点。


A: I can't make my point across.

我不能表述清楚我的观点。

B: Do you have a dictionary?Maybe that would help.

你有词典吗？或许那会有用。


还可以说
 　I can't get through to him.

He doesn't understand me.

I can't say what I'm trying to.

I can't get him to understand me.


● I'm stuck in the elevator and the doors won't open.



我被困在电梯里了，门是锁着的。


A: Help!I'm stuck in the elevator and the doors won't open.

救命啊！我被困在电梯里了，门是锁着的。

B: Hold on!I'll get someone to get you out of there.

等着！我叫人救你出来。


还可以说
 　The elevator is stuck and I can't get out.


● Somebody!来人呀！


A: Somebody！来人呀！

B: What's the matter?怎么了？


还可以说
 　Somebody help me!


● I am having trouble getting to the train station.



我找不到去火车站的路了。


A: I am having trouble getting to the train station.

我找不到去火车站的路了。

B: let me show you on this map.

我在地图上指给你看。


还可以说
 　I don't know how to get to the train station.

I can't find the way to the train station.

I need to go to the train station but can't find it.


● I'm sorry. This is my first time here.



对不起，我也是初来此地。


A: Can you tell me where the mall is?

你能告诉我购物中心在哪儿吗？

B: I'm sorry.This is my first time here.

对不起，我也是初来此地。


还可以说
 　Sorry,I've never been here before.


像老外一样张口即来



情景对话


Jack: Excuse me.I'm kind of lost here
 .Could you tell me how to get to the Garden Plaza?

Bob: Go down this street,and then take a left.You will find it on your left.

Jack: How far is it from here?

Bob: About six kilometers.

Jack: Is there a bus to Garden Plaza nearby？

Bob: Yes, take the one-way street.You will stay on the street for a while until you hit the first traffic light. You will find the bus station. Take the bus No.231; get off at the Garden Plaza bus stop.

Jack: Thank you very much.

Bob: You are welcome.

杰克：打扰了，我有些迷路了
 ，请问如何去花园广场呢？

鲍勃：沿着这条路走，然后左转。在你的左手边就是了。

杰克：离这里大概多远呢？

鲍勃：大约6千米。

杰克：这附近有到那里的公交车吗？

鲍勃：有，走这条单行道，你会走一会儿，直到你遇到第一个红绿灯。坐231路公共汽车，在花园广场下。

杰克：非常感谢您。

鲍勃：不客气。


Chapter4　商务活动

Unit1　没有调查就没有发言权——市场调研


OOPS! NG　场景！


市场调研是很多企业研发产品、制订企业策略前都要进行的商务活动之一，作为一名职场商务人士参与调研也是经常的事儿。从制订调研方案到具体的实施过程可能用到的英语表达有哪些呢？这一单元的内容会给你所有答案！


一句话告别NG

制订市场调研方案时，如果你对现有的调研方案不赞同，你可以说“我强烈反对这项市场策略。
 ”用英语说就是：


I strongly oppose this marketing policy.





不NG必备词


market response市场反响

considerately考虑周全地

line系列

huge巨大的

production产量

in chaos处于混乱之中

go on the market上市

marketing research市场调研

survey调查

primary主要的

view看法

draw up a plan拟定计划

adopt one's proposal接受某人的提议

marketing strategy市场战略


不NG必备句



市场和产品分析


在制订调研方案时首先要做的就是分析市场了，你可能使用到的表达有这些。

● The market is in chaos for the time being.

目前的市场很混乱。

● The market for herbal supplements in the US could be huge.

美国的药草营养品市场潜力很大。

● We think the primary reason for this was the cheap price.

我们认为主要原因是低价。

● They're on fire.

它们卖得很火。

● We should wait to see the market response.

我们应该等着看看市场反响。


讨论调研方案


● We will adopt Alice's proposal in our marketing strategy this season.

我们会接受爱丽丝对本季市场策略的提议。

● I have some ideas myself that I will bring to share.

我个人也有一些想法，到时再跟您讨论。

● To draw up a tentative plan is extremely urgent.

草拟一个临时方案迫在眉睫。

● I'm afraid this marketing research wasn't done considerately.

在我个人看来，这份市调做得并不是很周全。


市场调查结果


讨论调研结果时，相关的表达有这些。

● How's the new line of watches doing?

新系列的手表情况如何？

● We made a survey in cooperation with a famous website,which

showed that more than80％young people in universities are interested in exercise.

我们和一家知名网站合作进行的一项调查显示，大学里有超过80％的年轻人喜欢运动。

● With the result of the marketing research,it is very possible that we'll

face some challenges next season.

有了这样的市场结果，我们在下一季度很有可能会遇上一些挑战。

● After our new products went on the market,the total sales volume has almost increased30％.

我们的新产品上市后，总销售量增长了近30％。

● I think the marketing strategy was not made carefully in the beginning

which caused our losing customers these days.

我认为市场策略在一开始定得不谨慎，因此我们最近失去了一些客户。


关于“调研”的名句


Digital persuasive.数字最有说服力。

Without investigation,you have no right to speak.没有调查，就没有发言权。

Open questions are really important.开放式问题很重要。


不NG实景对话



● Have you ever used our laundry detergent before?



您用过我们的洗衣液吗？


A: Have you ever used our laundry detergent before?

您用过我们的洗衣液吗？

B: I have heard a lot about your product,but I have never actually used it.你们的产品很出名，但我从没有使用过。


词组点睛
 　laundry detergent　洗衣液


● Would you recommend us to your friends?



您会向朋友推荐我们吗？


A: Would you recommend us to your friends?

您会向朋友推荐我们吗？

B: I will not recommend you to my friends unless the quality has improved.

除非你们改进质量，否则我是不会向朋友推荐你们的。


还可以说
 　Would you mention us to people you know?　您会向您认识的人介绍我们吗？


单词点睛
 　unless　除非，如果不


● What do you think has made us less competitiveness?



您认为哪些原因削弱了我们产品的竞争力？


A: What do you think has made us less competitiveness?

您认为哪些原因削弱了我们产品的竞争力。

B: I think your price is too high.

我认为你们的价格太高了。


单词点睛
 　competitiveness　竞争力


● How frequently do you do on-line shopping?



您网购的频率如何？


A: How frequently do you do on-line shopping?

您网购的频率如何？

B: I rarely do on-line shopping as I prefer to shop in a physical store.

我很少在网上购物，因为我喜欢在实体店买东西。


单词点睛
 　rarely　很少地


词组点睛
 　physical store　实体店


● Would you please be more specific?



您能再具体一点吗？


A: Would you please be more specific?

您能再具体一点吗？

B: The computer I bought from you didn't make it through the first three months.

我从你们那儿买的电脑才用了3个月就坏了。


还可以说
 　Would you like to discuss further details about it?

您想谈谈更多的细节吗？


● Did you talk to the people from our service department?



您告诉我们的客服人员了吗？


A: Did you talk to the people from our service department?

您告诉我们的客服人员了吗？

B: Yes.But your customer service rep was very rude with me.

是的。但是你们的客服人员态度粗鲁。


还可以说
 　Yes.I have sent you an email but haven't got a reply.

是的。我给你们发了邮件，还没得到回复。


像老外一样张口即来



情景对话


Zhang Xiao: Hello.My name is Zhangxiao.I'm working in the marketing department. Nice to meet you.

Bob: Hi.Nice to meet you.

Zhang Xiao: Thank you for taking the time to help us improve the quality of our product.

Bob: My pleasure.

Zhang Xiao:How long have you been using our laundry detergent?


Bob: Well,about3 years.

Zhang Xiao:Have you ever used a different laundry detergent at any given time?


Bob: Yes.I have.

Zhang Xiao: Comparing to our competitors,is our product's quality better, worse or about the same?

Bob: Your product is better.

Zhang Xiao: So what about the price? Are our prices higher, lower or about the same?

Bob: Your price is higher.

Zhang Xiao:How likely is it that you would recommend our product to a friend?


Bob: Well, I have already told some of my friends about your product and I would very much likely to tell other people as well.

Zhang Xiao:Is there anything that you don't like in our product?


Bob: I like the super cleaning power of your product and it cleans effectively in any water temperature, but I have to add an extra1/3rd dose compared to other brands.

Zhang Xiao: Thank you for your time.

Bob: You are welcome.

张笑：您好，我叫张笑。在市场部门工作。很高兴见到您。

鲍勃：我也是。你好。

张笑：谢谢您能抽出时间，来帮助我们改进我们公司产品。

鲍勃：别客气。

张笑：您用我们公司生产的洗衣液多久了？


鲍勃：差不多3年了。

张笑：您用过其他公司的洗衣液吗？


鲍勃：是的。

张笑：与我们的竞争对手相比，我们产品的质量是更好、更差还是没有差别？

鲍勃：你们的产品更好。

张笑：那么在价格方面呢？我们的价格是更高、更低还是没有差别。

鲍勃：你们的价格更高。

张笑：你会想把我们的产品推荐给你的朋友吗？


鲍勃：我已经向我的朋友推荐了你们，我很可能还会向别人推荐。

张笑：关于我们的产品，你不喜欢的是什么呢？


鲍勃：嗯，对于你们产品的强大洁净能力我很满意，在各种水温中都能将衣服洗得很干净，但是比起其他品牌，我必须要多加1/3的剂量才可以。

张笑：谢谢您接受我们的访问。

鲍勃：不客气。

Unit2　推销的艺术—产品介绍


OOPS! NG　场景！


向客户推销公司的新产品，如何抓住客户的购买心理，引起他们对产品的兴趣呢？这时，对产品简单而又不失幽默的介绍，可能会让客户有意愿抽出更多时间听你讲解哦！我们就用“实话实说，它很棒。
 ”开启我们的谈话吧！


一句话告别NG

正所谓万事开头难，这第一句话可真是重中之重，推荐产品时可以说：


No bones about it. It is great.





不NG必备词


high quality高质量

wear out磨损

advanced technology先进技术

follow up with接着，追究到底

ad campaign广告宣传

assure保证

essentially本质上

peculiarly特别地

proof防止

workmanship工艺，手艺

top-seller畅销商品

spokesperson代言人

batch一批

prime最好的


不NG必备句



产品优势


在商品琳琅满目的今天，我们不得不对自己的产品做一番宣传，抓住消费者的购买兴趣，用优势来吸引他们吧！

● This product is of high quality and its price is not high.

这款产品质量上乘且价钱不高。

● It takes longer to wear out than the others.

它不易磨损。

● Our products are more durable than any similar ones on the market.

我们的产品比市场上同款的产品都耐用。

● I heard that it's a prime example of your line of smart products.

我听说它是你们智能生产线的典范。

● Some updates have been made for this new camera.

我们对这款相机进行了功能升级。


产品特点


性格决定一个人的成败，产品特性决定着一个产品的生命。

● Essentially,we use the most advanced technology.

最重要的是，我们使用了最先进的技术。

● Our machine is easy to use and mistake-proof.

我们的机器操作简单，绝不会出错。

● This product is characterized by its fine workmanship and durability.

这个产品的特点是工艺精湛，经久耐用。

● It's a peculiarly shaped production.

它的造型独特。


信心十足


正所谓“王婆卖瓜，自卖自夸”，适当的宣传也是必不可少的，相信产品，才能成就产品。

● We can assure that the quality of each batch is good.

我们能保证每批供货的质量。

● This model hasn't been marketed yet,but we know it's going to be a

top-seller.

这个产品虽然还没上市，但是我们知道它一定会是最畅销的。

● Once it appears on the market,I'm sure it will become the most popular product.

我相信，我们的产品一经上市一定是最受欢迎的。


形容“产品”可以用这些词


high quality优质的

inferior劣质的

durable耐用的

flimsy易坏的


不NG实景对话



● This is our most recently developed product.



这是我们最近开发的产品。


A: Would you like to tell me about your product?

您能给我们介绍一下你们的产品吗？

B: OK,this is our most recently developed product.

好的，这是我们最近开发的产品。


● The best thing about this product is that it can be used anywhere.



这个产品的最大特点是随时随地都可使用。


A: So what is the selling point of your product?

那你们产品的卖点是什么呢？

B: The best thing about this product is that it can be used anywhere.

这个产品的最大特点是随时随地都可使用。


词组点睛
 　selling point　卖点


● The distinction of our product is its light weight.



我们产品的特点就是它很轻。


A: How will we differentiate our product from our competitors?

我们要如何把我们的产品和对手的产品区分开呢？

B: The distinction of our product is its light weight.

我们产品的特点就是它很轻。


单词点睛
 　differentiate　区别


● I'm so glad we've developed a product with a competitive advantage.



很高兴我们已经开发出了具有竞争优势的产品。


A: Now are you going to describe the product?

现在你要描述一下你们的产品吗？

B: Yes,after months of work,I'm so glad we've developed a product with a competitive advantage.

好的，经过几个月的努力，很高兴我们已经开发出了具有竞争优势的产品。


词组点睛
 　develop a product　开发产品


● Our items are superior in quality and reasonable in price.



我们的产品物美价廉。


A: What are the advantages of your products?

你们产品的优势在哪里？

B: Our items are superior in quality and reasonable in price.

我们的产品物美价廉。


词组点睛
 　be superior in　在……方面优越


● This material is durable and can be recycled after use.



这个材料十分耐用并且使用以后可以回收。


A: I can't see any difference between the two.But this one is much more expensive than the other.

我觉得这两个产品没有什么不一样。但是这一个的价钱要比另一个贵许多。

B: They are made from different materials. This material is durable and can be recycled after use.

它们的材料不同。这一个材料十分耐用并且使用以后可以回收。


词组点睛
 　durable　持久的


像老外一样张口即来



情景对话


Lincoln: Mr. McCain,you will find the new features of digital camera very exciting.


Mr.McCain: Tell me about it please.

Lincoln:It has an auto-rotate feature,
 that is to say,it will automatically rotate pictures that you take.

Mr.McCain: How does it work?

Lincoln: Let me show you.You may just press this button to turn on the auto-rotate feature. Then the picture will automatically be oriented.


Mr.McCain: I see.That's pretty cool.

林肯：麦凯恩先生，您会发现我们数码相机的一些新特性非常令人激动。


麦凯恩先生：跟我讲讲吧。

林肯：它有一个自动旋转功能，
 意味着它会自动旋转你照的照片。

麦凯恩先生：具体怎么实现？

林肯：让我展示给您。你只要按下这个按钮就可以打开自动旋转功能。照片就会自动定向。


麦凯恩先生：我明白了。这还不错。

Unit3　为产品出谋划策—销售策略


OOPS! NG　场景！


销售策略的制定对于一个新产品来讲可谓是至关重要的环节，成功的销售策略，不仅能提高产品的销售业绩，还能提高公司知名度、扩大公司的影响力。如果你是一名销售人员，一些必要的销售妙计是一定要掌握的，但在有美国上司参与的会议上，如何用英语出谋划策呢？


一句话告别NG

当被问到销售策略时，你想说“您觉得用名人代言怎么样？
 ”用英语表达就是：


What do you think of celebrity endorsement?





不NG必备词


billboard广告牌

celebrity endorsement明星代言

effective有效的

sample样品

coupon赠券

busy season旺季

raffle抽奖活动

sales calls电话销售

advertising campaign广告活动

promote推销

advertising广告

top seller畅销品

discount折扣

slack season淡季

cost-effective成本效益好的


不NG必备句



出谋划策


什么才是最有效的促销手段？一起来讨论一下吧。

● Surely you'll agree that a small advertising campaign will go far in paving the way for your products.

做点广告宣传会大大促进贵方产品的销售，这一点您肯定会同意吧。

● We can have a book signing.

我们可以来一场签售。

● We are going to promote the new products on television.

我们打算在电视上宣传新产品。

● Television advertising is an expensive but effective method of promotion.

电视广告是一种昂贵但却有效的促销方式。


打折


打折是最吸引消费者的促销方式之一，各种打折方法该怎么说呢？

● On sales!

特价！

● All shoes are half off.

所有的鞋子5折。

● I can give you a20 percent off discount on this dress.

这件裙子打8折。


赠送


“捆绑式”销售，可以促进销售，也能让消费者得到实惠！

● Two for one.

买一赠一。

● Buy two,get one free.

买二赠一。

● With each shirt you get a gift of a pair of socks.

买一件衣服，送一双袜子。


抽奖活动


刺激的抽奖活动，丰富的奖品设置，更能激励消费者的购物欲望。

● First pries in the raffle is a computer.

一等奖是电脑。

● You can enter our lucky lottery with the shopping receipt.

凭购物小票参与抽奖。

● The pries winner needs to receive the pries at the hall.

中奖者请到大厅领奖。


免费品尝


“免费”的噱头总是最能吸引眼球的。

● Free taste.

免费品尝。

● Welcome to try our jam for free.

欢迎免费品尝我们的果酱。

● Please have a taste of our free sample.

请尝尝我们的免费样品。


“销售额”的相关表达


sales trends销售趋势

amount of sales销售额

volume of business营业额

turnover周转率

amount of settlement清算金额


不NG实景对话



● Well, we are considering national TV spots, print ads, and product placement in movies.



我们考虑用全国性的电视广告、平面广告，并在电影中插入产品。


A: Which promotional channels are we considering?

我们该考虑哪种促销渠道呢？

B: Well, we are considering national TV spots, print ads, and product placement in movies.

我们考虑用全国性的电视广告、平面广告，并在电影中插入产品。


词组点睛
 　promotional channels　促销渠道


● Do we need to pick a high-profile spokesperson?



我们需不需要找一位知名度较高的代言人？


A: Do we need to picka high-profile spokesperson?

我们需不需要找一位知名度较高的代言人？

B: Good idea,I think you might be on something.

好主意，我想你已经有目标了。


词组点睛
 　spokesperson　代言人


● A catchy jingle will increase the effectiveness of your advertising.



一首朗朗上口的广告曲会增加广告的效果。


A: A catchy jingle will increase the effectiveness of your advertising.

一首朗朗上口的广告曲会增加广告的效果。

B: I agree with you.

我同意你的看法。


● We gived some free coupons to the consumers.



我们给顾客发放了一些免费代金券。


A: What kind of marketing initiatives do we have lined up?

我们安排了哪些销售活动？

B: We gived some free coupons to the consumers.

我们给顾客发放了一些免费代金券。


还可以说
 　You get a coupon for every3 gallons of petrol.

每买3加仑的汽油就可获得1张优惠券。

The coupon can be used once only.

此优惠券只限使用1次。


我们可以赞助一些类似音乐会或体育比赛的活动。



● We could sponsor an event like a concert or a sports game.


A: What kind of sponsoring are we talking about?

什么样的赞助活动？

B: We could sponsor an event like a concert or a sports game.

我们可以赞助一些类似音乐会或体育比赛的活动。


单词点睛
 　sponsor　赞助


● We're giving customers the chance to trade in laptops for tablets.



我们为顾客提供了用笔记本电脑换购平板电脑的机会。


A: What choices have you decided for promoting at events?

你们选择了什么样的促销方案？

B: We're giving customers the chance to trade in laptops for tablets.

我们为顾客提供了用笔记本电脑换购平板电脑的机会。


像老外一样张口即来



情景对话


Anna: Shall we get down to the packing,Mr.Stone?

Stone: OK.

Anna: As you know,it's the first time we have a cooperation.Do you have any idea about packing for the woolen sweaters?

Stone: Yes,I think the appearance of package will catch the eye and will certainly promote the sales.
 May I know what is your usual way to pack?

Anna: We will wrap each sweater in a transparent plastic bag.And then packing it in a exquisite small box.

Stone: I'm glad to hear that.

Anna: And how would you like your order,by air or by sea?

Stone: Could you do a partial air shipment for us because we need part of that order by next week?

Anna: Yes,we can.How many do you want shipped by air?

Stone: Half by air and the rest half by sea.

Anna: No problem.

安娜：斯通先生，我们来谈谈包装的问题吧。

斯通：好的。

安娜：你知道，这是我们第一次合作，你对羊毛衫包装有什么想法吗？

斯通：有啊。我认为包装外观引人注目，一定要能促进销售。
 我能了解下贵方一般是怎样包装吗？

安娜：我们先把每一件羊毛衫都装在一个透明的塑料袋中，然后装在一个精美的小盒子里。斯通：很好。

安娜：另外你的货物是想用空运还是海运？

斯通：因为下个星期我们就需要一部分的订货，你们能空运一部分给我们吗？

安娜：可以的。您想要空运多少呢？

斯通：一半用空运，剩下的一半用海运。

安娜：没问题。

Unit4　未来商业新模式—电子商务


OOPS! NG　场景！


电子商务在现代商务中所占的比例日益增大，越来越多的企业把这种经营方式和传统营销结合在了一起。作为新时代的商业精英，掌握必要的电子商务相关表达更是重中之重。那么，网站的点击率用英语要如何表达呢？


一句话告别NG

在描述网站点击率时你可以说“每天大约有1000次点击。
 ”用英语说就是：


It's getting about1000 hits a day.





不NG必备词


take into consideration顾忌，考虑到

E-purchase电子采购

on line在线

feedback反馈意见

attractive有吸引力的

hit点击

e-payment电子支付

competitive有竞争力的

delivery送货

market segmentation市场细分

trade on line网上交易

cut down the expenditure削减费用


不NG必备句



网站


网络营销的第一步首先要建立属于自己的网站，相关的表达有这些。

● People can apply on line.

人们可以从网上申请开户。

● Our new website is very attractive.

我们的新网站很有吸引力。

● It's getting about1000 hits a day.

每天大约有1000次点击。

● We have a specific area for on-line customer service.

我们有网络顾客特别服务区。


网上营销


网上营销对于很多商家来说不仅方便快捷，而且节约成本，一起来看一下网上营销相关的表达吧。

● The E-marketing impacts the traditional marketing a lot.

网上营销对传统营销产生了巨大的冲击。

● The E-marketing has widened the place of the marketing a lot.

网上营销很大地拓宽了营销渠道。

● I will help to cut down the expenditure of marketing by finding the

potential customers on Internet.

在网上找寻潜在客户能大幅度削减营销费用。

● You can find customers on Internet more easily and save more time.

互联网上找寻客户省时又省力。

● You know,it is the marketing with the help of the internet.

你知道的，它是借助网络进行的营销活动。

● It seems that trading on line is very secure,and you needn't worry any more.

看来网上交易还是很安全的，你尽可以放心。

● The E-payment has got some particular tools.

网上支付有一些特殊的工具。


目标市场


不管何种营销模式，确定目标市场都非常重要，确定目标市场相关的表达有。

● I mean you have to conduct a market research with the help of internet.

我的意思是说你得通过互联网做市场调查。

● I'm trying to identify a target market and do the market segmentation first.

我试着确立目标市场，先来做好市场分割。

● The identification and classification of the potential customers are the first step to do this market segmentation.

潜在客户的归类划分是市场分割的第一步。

● By means of Internet,it is easy to identify and establish a target market for product.

通过互联网，我们很容易确立销售某一产品的目标市场。


电子商务必会词


Electronic commerce电子商务

mobile commerce移动商务

search engine搜索引擎

intranet内联网

extranet外联网


不NG实景对话



● When will the goods be delivered?



什么时候送货？


A: When will the goods be delivered?

什么时候送货？

B: Well,we've got rather a backlog of orders at the moment.I should think it'll take some where one and two months.

最近我们积压的订单较多。也许要一两个月才能送货。


词组点睛
 　backlog of orders　指积压未交付的订单


● Is it possible to give us a little more discount?



能否多给我们一些折扣？


A: Is it possible to give us a little more discount?

能否多给我们一些折扣？

B: As you've already have our rock-bottom price, we cannot give you any more discount.

我们的报价已经是最低价了，不可能给更多的折扣了。


词组点睛
 　rock-bottom price　最低价


● Then how will you have the products sent?



那么你们将怎样运送商品呢？


A: Then how will you have the products sent?

那么你们将怎样运送商品呢？

B: We usually send it by sea.

我们通常走海运。


● We can deliver the goods within fifteen days upon receipt of your order.



自收到订单之日起15天内交货。


A: What about delivery?

送货呢？

B: We can deliver the goods within fifteen days upon receipt of your order.

自收到订单之日起15天内交货。


● We hope the term of payment is DAP.



我们希望用目的地交货付款。


A: Could you tell us your way of payment?

可以跟我们说一下付款方式吗？

B: We hope the term of payment is DAP.

我们希望用目的地交货付款。


词组点睛
 　DAP（Delivered at Place）目的地交货


● Could you make an exception in our case and accept DAP?



你能特例接受目的地交货付款吗？


A: Could you make an exception in our case and accept DAP?

你能特例接受目的地交货付款吗？

B: OK.That's deal!

那好吧。就这样定了！


像老外一样张口即来



情景对话


Gary: What are you doing,Katharine?

Katharine: I am browsing the company's website.Our new website is very attractive and it's getting about4000 hits a day.


Gary: Really?I never thought so many people are visiting our website.

Katharine: The main reason why plenty of people visit us is that we provide trading on line service and we have a specific area for on-line customer service.

Gary:Do you know the sales volume of trading on line last year?


Katharine: Well, I am not sure. But I think the main function of the website is not selling products but collecting information. Customers visited our website to express their opinions on our products in the BBS. Then we can pick out the useful information and develop products according to their demand.

Gary: I see.Internet really brings great convenience to our business.

Katharine: What's more, network is more useful than you can imagine. Have you heard of the E-marketing?

Gary: Yes,it's the marketing with the help of the internet.

Katharine: Right. E-marketing impacts the marketing a lot. You can find customers on internet more easily and save more time. And by means of Internet,it is easy to identify and establish a target market for product.It really helps to cut down the expenditure of marketing.

Gary: So E-marketing will play a more and more important role in our marketing.

Katharine: Yes,you are right.

盖瑞：你在干什么，凯瑟琳？

凯瑟琳：我正在浏览公司的网站。我们的新网站很有吸引力，每天的点击量大约有4000。


盖瑞：真的吗？我从来没想过会有这么多人访问我们的网站。

凯瑟琳：访问人数多的主要原因应该是我们开设了网上交易业务，以及设立了网络顾客特别服务区。

盖瑞：你知道去年网上交易的销售额是多少吗？


凯瑟琳：哦，我不清楚。不过，我认为网站的最主要功能不是卖产品而是收集信息。顾客在我们网站的论坛上发表对产品的看法。我们随后筛选出有用的信息，根据顾客的需要来开发产品。

盖瑞：是这样的。网络真是给我们的业务带来了很大的方便。

凯瑟琳：不止这样，网络比你想的还要有用。你听说过网络营销吗？

盖瑞：听过。网络营销就是借助网络进行的营销活动。

凯瑟琳：对。网络营销对市场营销的影响很大。您可以在互联网上找寻客户，省时又省力。通过互联网，我们还很容易确立销售某一产品的目标市场。这大大削减了营销费用。

盖瑞：所以，网络营销以后会在营销中发挥越来越重要的作用了。

凯瑟琳：对，是这样的。

Unit5　让产品走出去—参加商业展会


OOPS! NG　场景！


公司要参加一个商业展会，领导要你负责，这么重要的活动，千万别搞砸啊。展会的第一步就是布置自己公司的展台了，如果你是展会的负责人，那各个环节的任务可要安排清楚了。比如谁负责展台的搭建呢？你可以直接问“谁搭建展台？
 ”


一句话告别NG

询问展台负责人用英语说就是：


Who will build the stands?





不NG必备词


prepare for sth.为某事做准备

email address电子邮箱地址

exhibit展品

attendee参展者

design设计

suggestion建议

apply for申请，报名

booth货摊

publicity material宣传资料

stands展台，货摊

pamphlet小册子

quotation报单


不NG必备句



展会前期筹备


机会是留给有准备的人的，想了解商展筹备时需要做哪些准备，你可以这样询问活动的主办方。

● Can you please tell me how to prepare for it?

可以告诉我如何准备吗？

● Can you tell me your name and email address?

可以告诉我您的名字和电子邮箱地址吗？

● Do you mind telling me exhibition time?

介意告诉我展览时间吗？


提供参展者帮助


参加展会需要考虑的因素有很多，提前问问是否为参展者提供帮助是很有必要的哦！

● May I distribute pamphlets of local transportation and travel to

attendees?

我可以将一些当地交通和旅游的小册子发给参展者吗？

● Please tell me your advice about selecting exhibits.

关于选择展品，请给点建议。

● Do you have any suggestion about selecting exhibits?

关于选择展品，您有什么建议吗？


展台设计


展台搭建是复杂的工程，参展之前先了解一下具体情况吧！

● Does the organizer allow us to design our own stands?

组织者允许我们自己设计展台吗？

● The organizer will make that for us.

组织者会为我们做的。

● After we tell it the space and so on.

在我们告诉他面积等情况之后。


展会进行时


筹备了半天的展会终于开始了，期间相关的表达有这些。

● Do you know where I can find your booth?

请问您的展位在哪里？

● Booth fourteen-E is where our company was assigned.

14E号展示台是我们公司的展台。

● It is depressing that the number of people who attended is far less than expected.

参加人数比预期少很多，这很令人沮丧。

● Just follow me to our storage area,I would like to show you our goods.

请跟我到货仓来，我很乐意让您看看我们的产品。


“展览”相关词


exhibition hall展览厅

exhibition centre展览中心

exhibition area展区；参展面积

exhibition room展览室，陈列室

exhibition building展览馆，展示馆

on exhibition展出中


不NG实景对话



● May I help you?



我能为您做些什么吗？


A: May I help you?

我能为您做些什么吗？

B: I want to register for2015 USA International Fashion Fabric Exhibition.我想报名申请2015年美国国际时装面料展。


词组点睛
 　apply for　申请，报名


● Would you like to advise me to select exhibits?



您愿意在选择展品方面给点建议吗？


A: Would you like to advise me to select exhibits?

您愿意在选择展品方面给点建议吗？

B: Please select some new and typical products or samples.

请选择一些新的、典型的产品或者样品。


词组点睛
 　typical　典型的


● How much is each booth?



一个展位多少钱？


A: How much is each booth?

一个展位多少钱？

B: $4,000/corner booth;$4,020/center booth.

角落展位4000美元；中心展位4020美元。


还可以说
 　For corner booths,each is$4,000;for center booths,each is$4,020.

角落展位，一个是4000美元；中心展位，一个是4020美元。


● Can you tell me how to make the preparation for it?



可以告诉我如何准备吗？


A: Can you tell me how to make the preparation for it?

可以告诉我如何准备吗？

B: Certainly.First,select exhibits.Second,prepare publicity materials and quotation.当然。首先，选择展品。其次，准备宣传资料和报价单。


词组点睛
 　publicity material　宣传材料


● Do we build the stands by ourselves?



展台是我们自己搭建吗？


A: Do we build the stands by ourselves?

展台是我们自己搭建吗？

B: Generally, you need use basic shells or modules provided by the organizer to build by youself.

通常，你需要用组织者提供的基本框架和组件来自己布置。


● When will the contractor start designing?



承包公司什么时候开始设计呢？


A: When will the contractor start designing?

承包公司什么时候开始设计呢？

B: After we offer information like the space,etc.

在我们提供面积等信息之后。


像老外一样张口即来



情景对话


Linda: Hello! This is USA International Fashion Fabric Exhibition.What can I do for you?


Zhang Yan: Hi! I'd like to register for2015 USA International Fashion Fabric Exhibition.

Linda:Would you please tell me your name and your email address?


Zhang Yan: My name is Zhang Yan and my email address is zhangyan@gmail.com.

Linda: OK.Currently,there are only a few booths available.It is still possible for you to get one if you send us your registration form and registration fee within one week.

Zhang Yan: Thank you.What is the charge for each?


Linda: $4,000 for each corner booth;$4,020 for each center booth.

Zhang Yan: I'll take a center booth.

Linda: All right.Which credit card would you like to use?

Zhang Yan: Unionpay. The number is9563-2051-1438, and the expiration date is12/31/2020.

Linda: Thanks. I'll send you an email to confirm your reservation soon.Anything else I can do for you?


Zhang Yan: No,thank you very much.Goodbye!

Linda: Thanks for calling.Goodbye!

琳达：您好，美国国际时装面料展。有什么可以帮您吗？


张燕：您好，我想报名申请2015年美国国际时装面料展。

琳达：能告诉我您的名字和邮箱地址吗？


张燕：我叫张燕，邮箱是zhangyan@gmail.com。

琳达：好的，目前只剩下几个展位了，如果您能在1周之内将报名表及报名费提交完毕，还是能得到一个展位的。

张燕：谢谢。一个展位多少钱？


琳达：角落的展位是4000元；中心位置的展位是4020美元。

张燕：我要中心位置的展位。

琳达：好的。您想使用哪种信用卡？

张燕：银联，卡号是9563-2051-1438，截止日期为2020年12月31日。

琳达：谢谢。我会立刻给您发送一封邮件确认预订事项。还有什么能为您效劳吗？


张燕：没有了，非常感谢。再见！

琳达：感谢您的来电。再见！

Unit6　七分看商品，三分看介绍—产品演示


OOPS! NG　场景！


一场规模浩大的展会拉开帷幕，会场里人山人海，展品各异，如何能够吸引消费关注自己的展品呢？一句“每种产品您可以免费带走一个样品。
 ”恐怕能带来不小的关注度吧，这句话用英语怎么说？一起来看一下。


一句话告别NG

引起消费者的购买兴趣是商品营销的重要因素，一起来学习这个吸引顾客的策略吧！


You can freely take one sample for each kind.





不NG必备词


diverse多种多样的

style样式

quality质量

low price低价格

sample样品

discount折扣

requirement要求

packing包装

honor荣誉

cooperate with合作

discount rate折扣率

introduce介绍


不NG必备句



招呼顾客


展示产品时一定不要忘记和顾客互动哦！

● Thank you for stopping by our exhibit.

谢谢您停下来参观我们的展位。

● Good to see you!What can I show you today?

真高兴见到你！有什么我能为你介绍的吗？

● Please take a look at some of our brochures.

请看看我们的手册。


产品特征


产品的特殊性才是吸引消费者的第一要素，一起来看看如何描述产品特征吧！

● Yes,we have diverse styles.

可以，我们有多种多样的款式。

● Some of your exhibits are very good in quality and beautiful in design.

您的一些展品的质量不错，设计也漂亮。

● Our products have fine quality as well as low price.

我们的产品质量优良，价格较低。

● We stand behind our products100 persent.

我们对自家产品做出百分百的保证。


免费产品和打折


参加展会时如果看到心仪的样品，看一下能否免费领取吧！

● May I take some samples back to my company?

我可以将一些样品带回公司吗？

● Are the samples taken by me free?

我带走的样品是免费的吗？

● I'm sorry.You can enjoy20％discount of each sample.

不好意思，每个样品您可以享受20％的折扣。

● How the samples get packaged?

样品怎么打包呢？


合作事宜


产品的包装可是代表着公司和产品形象的哦！

● Would you like to become my partner?

您愿意成为我的合作伙伴吗？

● It is my honor to cooperate with you.

与您合作是我的荣幸。


产品介绍必会词


feature特点，功能

develop开发、研发

performance性能

selling point卖点

high-tech高科技的


不NG实景对话



● Is it possible for me to take some samples back to my company?



我是否可以将一些样品带回公司呢？


A: Is it possible for me to take some samples back to my company?

我是否可以将一些样品带回公司呢？

B: Of course,we have various styles.

当然，我们有各种不同的款式。


还可以说
 　Sorry,but you can take some brochures.

不好意思，但是您可以带走一些宣传手册。


● Could I have these samples free?



我可以免费拿走这些样品吗？


A: Could I have these samples free?

我可以免费拿走这些样品吗？

B: Sorry,but we can provide you with a20％discount of each sample.

不好意思，但每个样品我们可以为您提供20％的折扣。


词组点睛
 　discount rate　折扣率


● Do you want to cooperate with me?



您想要和我合作吗？


A: Do you want to cooperate with me?

您想要和我合作吗？

B: Sure,I'd like to be your partner.

当然，我想要成为您的合作伙伴。


还可以说
 　Yes,I'm very glad to cooperate with you.

是的，我很高兴与你合作。


● Could I know something about your company?



我可以了解一下贵公司吗？


A: Could I know something about your company?

我可以了解一下贵公司吗？

B: Our company specializes in importing clothes.

本公司专门进口服装。


还可以说
 　Please introduce your company.

请介绍一下贵公司。


● Please tell me your specific requirement of packing.



请告诉我您对包装的特殊要求。


A: Please tell me your specific requirement of packing.

请告诉我您对包装的特殊要求。

B: You are considerate.One of your packing methods is what I want.

您考虑得真周到。您们的包装方法中有一个就是我们想要的包装方式。


单词点睛
 　considerate　体贴的


● How to pack them?



如何包装？


A: How to pack them?

如何包装？

B: We usually pack products based on the specific request from our clients.

我们通常按照客户的具体要求来包装产品。


词组点睛
 　specific request　具体要求


像老外一样张口即来



情景对话


John: Hi!My name is John Bird.Your bikes are very impressive.

Mike: Would you like to know more about our new bikes?

John: Yes,I would.What does this button here do?

Mike:That button is for our call screening function.
 It allows you to identify the caller before you answer the call.

John: You mean the bike is with a phone on it?

Mike: Yes,that's its new function.

John: What else can you tell me about the bike?

Mike:This kind of bicycle can be folded in half and is handy to carry around
 ,especially useful during traveling and traffic jams.

John: No kidding?What is the price of the bike?

Mike:The price on the price tag is $110 per unit.
 We're offering a special in-show discount of10％off.

John: Well,I'll have to contact my office and get back to you.Thanks.

约翰：嘿，我是约翰·伯德，你们的自行车给人的印象很深刻。

迈克：您想知道更多关于我们新型自行车的信息吗？

约翰：是的，我想知道。这里这个按钮的作用是什么？

迈克：那个按钮是来电显示功能。
 它可以让您在接电话之前先知道是谁来电。

约翰：你的意思是这个自行车上还有电话？

迈克：是的，这是这款自行车的新功能。

约翰：这个自行车还有什么其他功能吗？

迈克：这种自行车可以对折，可以手提
 ，尤其是在旅游和交通堵塞时特别好用。

约翰：真的吗？这自行车多少钱？

迈克：标价是每辆110美元。
 在展示会场我们会有打9折的特价。

约翰：我得和公司联络之后再过来找你，谢谢。

Unit7　保修期多久—售后服务


OOPS! NG　场景！


在市场激烈竞争的今天，随着消费者维权意识的提高和消费观念的变化，消费者们不再只关注产品本身，在同类产品的质量与性能都相似的情况下，更愿意选择拥有优质售后服务的公司。介绍商品时售后服务也是必不可少的环节哦！


一句话告别NG

面对产品的售后服务，不妨热情地说一句“有什么可以帮您吗？
 ”或许收到不同的效果哦！


Is there anything I can do for you?




不NG必备词

guarantee period保质期

refund退款

limited-time discount zone限时打折专区

repair修理

limited-time discount限时打折

warranty保证

malfunction故障

offer other services提供其他服务

deliver投递

solve problem解决问题

home-delivery送货上门

check on检查

不NG必备句


产品问题


产品出现问题之后，顾客一般都会这样抱怨！

● I think you've sent a wrong product to me.

我想你们送错货了。

● The screen always gets blank.

电脑总是黑屏。

● Every time I start my computer I hear a motor-like sound.

我每次启动电脑的时候，都能听到发动机一样的噪声。

● I don't think there is a need for us to do that,because the situation is

evident.我认为没有必要进行调查，因为情况实在是一目了然。

● Can I have a refund?

我能申请退款吗？


售后服务


产品都有哪些售后服务，询问或向客户介绍相关服务时可以这样说！

● How long is the guarantee period?

保修期是多长时间？

● What's the length of warranty?

保修期是多长时间？

● The goods are guaranteed for12months,from date of sale.

自销售之日起，保修期为12个月。

● The warranty will be extended for an additional two years from the day when they are brought in for repair.

保修期从产品送修之日起延长2年。

● You can also enjoy the home-delivery service.

您还享有送货上门服务。

● We'll deliver the goods within seven days.

我们7天之内发货。

● What's your hotline?

你们的售后电话是？


售后产品调查


产品销售量对很多方面都会有影响，一起去做个调查吧！

● Not all of them.Some of our customers buy the goods without a glance at the price tag.

并非所有人都这样，有的顾客连标价都不看就付钱了。

● People would rather pay for cheaper ones?

人们更愿意买便宜的吗？


“售后服务”相关词


customer satisfaction客户满意度

customer service hotline客服热线

warranty period保修期

after-sale service售后服务


不NG实景对话



● What's the sales volume of our cameras?



照相机的销售情况如何？


A: What's the sales volume of our cameras?

照相机的销售情况如何？

B: It's much better compared with that of last month.

与上个月相比，这个月的情况好了很多。


还可以说
 　Just so-so.马马虎虎吧。


● Can I help you? 有什么可以帮您吗？


A: Can I help you?

有什么可以帮您吗？

B: I bought200 computers from your company the day before yesterday, but20％of them stopped working today.

我前天从你们公司买了200台电脑，但是今天20％的电脑都不能用了。


● What's the exact problem?



具体是什么原因？


A: What's the exact problem?

具体是什么原因？

B: I turn on the computer and see nothing.

开机后什么都看不见。


● I suggest you to bring your computer next time so that we can check on it. 我建议您下次带上您的电脑，这样我们就能对它进行检查了。


A: I suggest you to bring your computer next time so that we can check on it.我建议你下次带上你的电脑，这样我们就能对它进行检查。

B: OK.I'll keep it in mind.好的，我会记得的。


还可以说
 　My home is nearby.I can fetch my computer in ten minutes.I hope the problems of it can be solved today.

我家就在附近，我可以在10分钟之内把电脑拿过来，我希望今天就能解决电脑的问题。


● Could you offer other services?



你们还提供其他服务吗？


A: Could you offer other services?

你们还提供其他服务吗？

B: You can also enjoy the home-delivery service.

您还享有送货上门服务。


词组点睛
 　home-delivery　送货上门


● What is the earliest time I can expect my goods?



最早能什么时候送来？


A: What is the earliest time I can expect my goods?

最早能什么时候送来？

B: We are in a busy period,but it will be delivered the day after tomorrow, at the latest.

我们这段时间比较忙，但是最迟后天送货。


词组点睛
 　at the latest　最迟


像老外一样张口即来



情景对话


John: Good morning,Mr.Bull!

Mr.Bull: Good morning!I'd like to speak to the manager,please.

John: I'm sorry,but our manager has been out.What can I do for you?


Mr.Bull: Are you good at computer?

John: My major was computer science when I was in the university.

Mr.Bull: Perfect! I bought100 computers from your company the day before yesterday, but5％of them stopped working yesterday. I turn on the computer and see nothing.Is there something wrong with the monitor?

John: From what you said,I guess it can be anything inside the computer.

Mr.Bull: No matter what problem is,my staff needs the computers to work.

John: I see.Could you bring them here?
 If not,our maintenance can come to you.

Mr.Bull: I would prefer if he can come here.

John: No problem.

约翰：早上好，布尔先生！

布尔先生：早上好！我想见你们经理。

约翰：对不起，我们的经理出去了，有什么可以帮您吗？


布尔先生：你对电脑精通吗？

约翰：我上大学时学的专业就是计算机。

布尔先生：好极了！我前天从你们公司买了100台电脑，但是昨天5％的电脑都不能用了。开机后什么都看不见。是显示器有问题吗？

约翰：从您说的情况看，可能是内部的故障。

布尔先生：不管是什么原因，我的员工需要电脑工作。

约翰：我明白。您能够将电脑送来给我们吗？
 不行的话，我们的维修员可以去找您。

布尔先生：让维修员来找我吧。

约翰：没问题。

Unit8　不远千里来见面—拜访客户


OOPS! NG　场景！


商务活动中经常会有拜访当地客户的安排，因此拜访客户是众多商务人士最常遇到的商业活动，这时就需要知道一些拜访的技巧和常用表达了。通常情况下，在拜访客户之前一定要先询问对方是否有时间，否则贸然前往可能会给对方造成不必要的麻烦。那么“您今天有空吗？
 ”用英语如何表达呢？


一句话告别NG

拜访客户之前，询问对方是否有时间，用英语说就是：


Are you available today?





不NG必备词


business negotiation洽谈业务

spare空闲的

be tied up很忙的

occupied无空闲的

painstaking effort苦工，心血

put off推迟

look forward to期盼

close cooperation通力合作

assure sb.of sth.向某人保证某事

say hello to sb.向某人问好

around大约

assign指派


不NG必备句



提前预约


一般在拜访对方前首先要和对方商量见面的时间，这时用到的表达有这些。

● When is a good time for us to meet?

我们何时会面比较合适呢？

● I'll call you before I go.

我去之前会给您电话的。

● I wonder if I can see you in your at around9 am tomorrow?

我能否在上午9点到您的办公室见您呢？

● I look forward to seeing you again.

我很盼望再与您会面。

● I'll take just a few minutes of her time.

我只占用她几分钟时间。


更改见面时间


如果你的计划有变一定不要忘记提前告知对方哦！

● Can we meet at1 pm instead?

我们可以改在下午1点见面吗？

● I have to put off our meeting.

我得推迟我们会面了。


拜访进行时


和客户见面时可能用到的表达有这些。

● I'm here to see Mr.Kim.

我来见金先生。

● Do you have an appointment?

您有预约吗？

● Mr.Dorson is expecting you.

道森先生正在等您。

● My company assigned me to negotiate business with you.

公司派我来和您洽谈业务。

● I've come to see Mr.Smith to discuss sales of our new model.

我来找史密斯先生商谈我们新型号产品的销售事宜。

● I know you're very busy,and I just want to show you these samples.

我知道您很忙，我只是想给您看看这些样品。


客户“集群”


potential customer潜在客户

target customer目标客户

loyal customer忠实客户


不NG实景对话



● May I pay a visit to you on Friday morning?



我周五早上去拜访您可以吗？


A: May I pay a visit to you on Friday morning?

我周五早上去拜访您可以吗？

B: I'm afraid not.I'm all tied up that day.

恐怕不行，周五那天我很忙。


还可以说
 　I'm fully occupied.我非常忙。

Let me check my schedule first.我先查查日程表。


● Would it be possible to postpone our meeting until next week?



能否把我们的会面推迟到下周？


A: Would it be possible to postpone our meeting until next week?

能否把我们的会面推迟到下周？

B: Next week?I don't think so.It works for me.

下周？我想不行。这个时间对我来说很合适。


● Excuse me, could you tell me where the General Manager office is?



打扰了，您可以告诉我总经理办公室在哪儿吗？


A: Excuse me,could you tell me where the General Manager office is?

打扰了，您可以告诉我总经理办公室在哪儿吗？

B: Yes.

可以。


还可以说
 　May I have your name,please?能告诉我您的名字吗？

Do you have a business card with you?您带名片了吗？


● Your Sales Manager said I could come any time before noon.



贵公司的销售经理说我可在中午以前过来。


A: Your Sales Manager said I could come any time before noon.

贵公司的销售经理说我可以在中午以前过来。

B: Mr.Dorson has been expecting you.

道森先生一直在等您。


还可以说
 　Mr.Dorson will be right with you.

道森先生马上就来。

Mr.Dorson is a little behind schedule today.

道森今天的行程有些拖延。


● What about starting our business talks tomorrow?



明天开始谈谈我们的生意，如何？


A: What about starting our business talks tomorrow?

明天开始谈谈我们的生意，如何？

B: No problem,I can assure you of our close cooperation.

没问题，我保证通力合作。


单词点睛
 　assure　保证


● We may lose some loyal customers if we don't take their needs into consideration. 如果不把忠实客户的需求考虑在内，我们很可能会失去他们。


A: We may lose some loyal customers if we don't take their needs into consideration.

如果不把忠实客户的需求考虑在内，我们很可能会失去他们。

B: Yes,absolutely right.

是的，绝对正确。


像老外一样张口即来



情景对话


Jack: Mr.Robert.I want to talk to you about our new products.Do you have any spare time today?


Mr.Robert: I'm sorry but I'm all tied up today.

Jack:How about tomorrow?


Mr.Robert: I have a staff meeting at3 pm.I think we can meet before or after that.

Jack: Great.I will see you at2 pm then.
 It won't take more than thirty minutes and I will bring some brochures with me.

Mr.Robert: Sounds good.I'm looking forward to seeing you tomorrow.

杰克：您好。罗伯特先生。我想跟您谈谈我们的新产品。您今天有时间吗？


罗伯特先生：对不起，我今天很忙。

杰克：明天怎么样？


罗伯特先生：明天下午3点，我有一个员工会议，我们可以在会议之前或之后见面。

杰克：太好了。那我明天下午2点去见您。
 不会占用您超过30分钟，我会带一些小册子过去。

罗伯特先生：很好，期待明天与你见面。


Chapter5　商务会议

Unit1　都有谁参加会议呢—会议安排


OOPS! NG　场景！


秘书是工作中不可或缺的角色，他们要善于调节各种问题，因此责任不容忽视。一个好的秘书需要经得起大场面，镇得住小情况。老板要开一个重要的会议，作为秘书的你，身为会议的组织者，首先要做的可能就是去询问“会议室能用吗
 ？”


一句话告别NG

会议室能不能用，关系重大，你如何询问呢？可以这样说：


Is the conference room available?





不NG必备词


ensure确保

present出席

document文件

schedule安排

overhead projector高射投影仪

distribution分发

material材料

intend to打算

inform通知

hold举行

copy the file复印文件

call off/cancel取消

quarter季度


不NG必备句



安排会议


无论是秘书主动向老板汇报会议的安排情况还是老板主动询问会议安排情况，最后老板还是会有一些其他要求，秘书们不妨提前想周到吧！

● Please ensure that those you intend to be present are properly informed.

务必确保出席会议的人都通知到。

● All the necessary documents relevant to the meeting should be available.

所有有关会议的资料都得准备妥当。

● Is the room ready for the meeting?

会场布置好了吗？

● Would it be convenient for you to meet us this afternoon?

今天下午我们会面怎么样？

● We will arrange the meeting on Tuesday afternoon.

我们将把会议安排在周二下午。

● The meeting will be held in your office.

会议将在你的办公室里召开。

● The meeting is scheduled at10 o'clock this morning.

会议安排在今天上午10点。

● Remember to take the minutes this afternoon.

记得下午做会议记录。


会议准备


会议天天有，最近尤其多，这可忙煞了秘书，需要准备的东西太多了！

● Would you like to copy the EX files and pass me the copy?

你能把以前的文件复制一下然后把复印件传给我吗？

● Set up the overhead projector in the meeting room.

准备好会议室的投影幻灯机。

● Is the conference room available today at4:00 pm?

下午4点会议室能用吗？


取消会议


假如老板给你1个月的时间准备一个特大会议，却在开会前1天临时取消，可不要让愤怒的小鸟来到你的心房哦！工作中还是要淡定一些。

● This meeting is called off.

这个会议取消了。

● I've told all departments of the cancellation.

我已经通知各部门会议要取消。

● We are going to have to cancel tomorrow's meeting.

我们明天的会议必须取消。

● Didn't you hear that the meeting was canceled?

难道你没听说会议取消了吗？

● Let's cancel this meeting.I'll email everyone if something new comes up.

让我们取消会议吧，如有进一步的消息我就邮件通知每个人。

● I'm really sorry about cancelling the meeting at the last minute.

真的很抱歉到现在才取消会议。

● The meeting is cancelled because the A/V equipment has been

damaged.

因视听设备坏了，所以会议被取消了。


“会议”相关词


conference room会议室

projector投影仪

microphone话筒


不NG实景对话



● Is the conference room available?



会议室能用吗？


A: Julie,is the conference room available today at4:00 pm?

朱莉，下午4点会议室能用吗？

B: You can check the appointment book.

你可以查一下预约本。


单词点睛
 　available　可用的


● What materials should we prepare?



我们要准备什么材料呢？


A: What materials should we prepare?

我们要准备什么材料呢？

B: The materials about product development are necessary.

产品开发的材料是必需的。


还可以说
 　Set up the overhead projector in the meeting room.

准备好会议室的投影幻灯机。


● Who is to hold the meeting?



谁来主持会议？


A: Who is to hold the meeting?

谁来主持会议？

B: I think Betty is the best choice to hold the meeting.

我想贝蒂是最佳人选了。


● When will the meeting start?



会议何时开始？


A: When will the meeting start?

会议何时开始？

B:9 o'clock on Friday.

周五的9点。


还可以说
 　When will the meeting begin?

What time will the meeting be?


● How long will the meeting take?



会要开多长时间？


A: How long will the meeting take?

会要开多长时间？

B: Probably an hour or two.

大约一两个小时吧。


还可以说
 　How long will the meeting last?

How long is the meeting going to run?


● It needs to be called off.



会议得被取消了。


A: We don't have enough time for the meeting. It needs to be called off.

我们时间来不及了。会议得取消了。

B: I get the picture.I will let everybody know.

我明白了，我来通知大家。


还可以说
 　This meeting is called off.It will be held tomorrow.

会议取消了，明天举行。


像老外一样张口即来



情景对话


Dave:When is the annual global sales and marketing conference this year?


Bob: It's scheduled for the first week of July.

Dave: Will it run for the entire week or will it just run through the weekdays?

Bob: Delegates will arrive on Sunday morning. There will be an optional dinner and reception Sunday night. The rest of the conference will take place from Monday to Friday.

Dave: Where will it take place?

Bob: We've reserved rooms in the Hillington Hotel in London.

Dave: That would be very nice.Will any of the meals be provided?


Bob: Lunch will be provided during the weekdays.

Dave:When will the invitation go out to the delegates?


Bob: I've written the E-mail,andI will send it right away.

戴夫：今年什么时候召开全球年度销售和营销会议？


鲍勃：安排在7月的第一周召开。

戴夫：会议将持续一整周的时间还是只在工作日内举行？

鲍勃：代表们将在周日上午抵达。周日晚上将举办一场晚宴和欢迎仪式，大家可以随意出席。接下来的会议将从周一持续到周五。

戴夫：在哪里举行？

鲍勃：我们已经在伦敦的希灵顿酒店预订了房间。

戴夫：这听起来不错。提供餐饮吗？


鲍勃：周一到周五有午餐。

戴夫：什么时候将邀请函发给代表们？


鲍勃：我已经写了邮件，马上发出去。

Unit2　开会啦—通知开会


OOPS! NG　场景！


如果你是一场会议的组织者，在安排好诸多的会议事宜后，最后就是要通知与会者会议的时间和地点。如果不是非常正式的会议，你可以口头通知，一句“我们明天早上8点开会。
 ”那么这句话用英语要如何表达呢？


一句话告别NG

非正式的会议通知你可以说：


We have a meeting at eight tomorrow.





不NG必备词


agenda议程

notify通知

debate讨论

discuss讨论

reschedule重订时间表

get back to the point言归正传

conference room会议室，会议厅

objection异议

subject主题

purpose目的

consensus一致

impromptu meeting临时会议

get off track跑题


不NG必备句



会议前的准备工作


老板要开会了，提前准备既可以提高工作效率，也可以得到领导赏识，何乐而不为呢？

● Hand out the agenda before the meeting.

请在会议前先把议程表发下去。

● Has everyone already got a copy of the agenda?

每个人都拿到会议议程的复印件了吗？

● I need an action plan for next Wednesday's meeting.

我需要下周三会议的行动计划。

● I'd like to call a meeting for voting on the proposal.

我想召集一个对该提议进行表决的会议。

● We're going to have an imprompt meeting!

我们要开一个临时会议！

● This is a plenary session.

这是一次全体会议。


会议通知


发布会议通知时可以这样说。

● Have you all received a copy of the agenda?

你们拿到会议安排的复印件了吗？

● Any objection to the agenda?

对安排有任何异议吗？

● Shall we take the points in this order?

我们可以按流程表的顺序进行会议吗？

● Please notify everyone the meeting is cancelled.

请通知每个人会议取消了。

● The purpose of this meeting is whether we should raise prices.

这次会议的目的是我们是否应该提高价格。

● We're here tomorrow to solve the economic problems.

我们明天要解决经济问题。

● The meeting's rescheduled on next Friday.

会议改在下周五举行。


5大会议秘笈


Be prepared事前准备

Be brief简明扼要

Face criticism coolly冷静面对批评

Evaluate your performance评估你的表现

Avoid ambiguity避免模棱两可


不NG实景对话



● We have a meeting at three this afternoon.



我们今天下午3点开会。


A: We have a meeting at three this afternoon.

我们今天下午3点开会。

B: But the manager is not here.

但是经理不在。


● We'll wait till3:15 and then start.



我们等到3点15分然后开始。


A: Our manager is on his way.

我们的经理在路上。

B: I know.We'll wait till3:15 and then start.

我知道。我们等到3点15分然后开始。


● Let's call the meeting to order.



现在开始开会。


A: Let's call the meeting to order.

现在开始开会。

B: Would you walk us through the key points of the financial report?

你给大家简单介绍一下财务报告的要点吧！


词组点睛
 　walk sb.through sth.

为某人简要介绍某事物


● We are here today to discuss whether we should continue with this plan. 我们今天要讨论是否应该继续执行这个计划。


A: You've all looked at the reports given to you a few days ago. We are here today to discuss whether we should continue with this plan.

你们都已经看到几天前给你们发的报告了，我们今天要讨论是否应该继续执行这个计划。

B: I don't think we should.It's bad for the environment.

我认为我们应该放弃这个计划。它对环境有不良影响。


● The purpose of this meeting is to vote on this proposal.



这次会议的目的是对这个提议进行表决。


A: The purpose of this meeting is to vote on this proposal.

这次会议的目的是对这个提议进行表决。

B: But we don't all agree on this matter.

但是我们对此事的意见没有统一。

A: Yes,but we have to reach a consensus today.

是的。所以今天我们必须得达成共识。


词组点睛
 　vote on　就……表决


● I'd like to call on Mr. Roberts to discuss this matter.



关于这个问题，请罗伯特先生来发言。


A: I'd like to call on Mr.Roberts to discuss this matter.

关于这个问题，请罗伯特先生来发言。

B: Thanks, Sara. Now, let me bring your attention to what I see as the main issues.谢谢，萨拉。下面让我介绍一下我的看法。


词组点睛
 　call on　请求


像老外一样张口即来



情景对话


David:We have a meeting in10 minutes.


Bob: But Greta is not here right now.

David: I know.We'll wait till10:15 and then start.


Bob: Oh,there she is.

David: Okay. Let's call the meeting to order. Michelle, hand out the materials please.

Michelle: Okay.

David: We are here today to discuss whether we should carry out with this plan. What are your opinions on this?

Jack: I think we shouldn't adopt this plan.It is bad for the environment.What we have to do is quite clear.

Susan: I agree completely.

David: What are your opinions on this,Angela?

Angela: I'm sorry,but I can't agree with that.

David: What's our best course of action here?

Linda: Can we find a way to prevent this?

大卫：我们10分钟后开会。


鲍勃：但是格里塔现在不在。

大卫：我知道。我们等到10点15分然后开始。


鲍勃：哦，她来了。

大卫：好。现在开始开会。米歇尔，请把资料发下去。

米歇尔：好的。

大卫：我们今天要讨论是否应该继续执行这个计划。对此你们有什么看法？

杰克：我认为我们不应该采纳这个计划。它会恶化环境。当务之急已清楚地摆在眼前了。

苏珊：我完全赞成。

大卫：对此你有什么看法，安吉拉？

安吉拉：对不起，我不同意。

大卫：那最佳方案是什么呢？

琳达：我们可以找个杜绝恶化环境的方法吗？

Unit3　现在开始开会—会议开始


OOPS! NG　场景！


“开会了”“开会了”，这是商务人士日常工作中最频繁的活动。会议可不是简单的坐到一起“聊聊天”，想要让员工更积极、愉快地参加会议，并发表自己的意见，振奋人心的会议开场白是必不可少的哦！


一句话告别NG

“很高兴大家能参加这次会议。
 ”作为会议的开场白再合适不过了！用英语说就是：


It's a pleasure to welcome everyone for conference.





不NG必备词


theme主题

hand out分发

non-formal talk非正式会谈

take a seat就座

presentation报告

join the presentation听取报告

go over the document浏览文件

clarify one's intension表明某人的目的

call a meeting to order宣布开会

make a start开始

jump into the meeting直接进入会议


不NG必备句



宣布开会


宣布会议开始时你可以这样说。

● We have a meeting.

我们开会吧。

● Let's call the meeting to order.

现在开始开会。


会前致辞


每次会议开始之前，你是否已经习惯了各位领导的会前讲话呢？来看看他们会说些什么吧！

● Shall we start/begin?

我们可以开始了吗？

● Everyone's here,so let's jump into it.

大家都到了，那会议就直接开始吧。

● I don't know where the delegates from the Administration Division are, but I believe we should make a start.

我不知道行政部门的代表在哪里，但我想我们应该开始开会了。

● Ladies and Gentlemen,please take a seat.

女士们、先生们，请就座。

● It is my honor to declare the Third Meeting of International Economic Summit open.

很荣幸由我来宣布第三届国际经济峰会现在开始。


会议过程的说明


对会议程序和内容的简单说明也是必不可少的哦！

● The theme of this meeting is about efficiency.

本次会议的主题是“效率”。

● The presentation will take about one hour.

报告大约进行1小时。

● First of all,thank you for joining the presentation today.

首先，谢谢大家今天来听取这个报告。

● I'd like to clarify my intentions for being here today at this meeting.

我想表明今天参加这次会议的目的。

● Let's make it clear that it's only a non-formal talk.

我先说明一下，这只是个非正式会谈。


时间紧迫


如果会议时间没有那么充裕，你可能用到下面的表达。

● We'd better jump into the meeting quickly because only half an hour

left for us to discuss all the issues.

我们最好直接进入会议议程，因为只剩下半小时讨论所有事项了。

● Ladies and gentlemen,since we are already a bit late,we would like to call the present session to order immediately.

女士们、先生们，因为已经有一些延误了，我们想马上开始开会。

● We'd better chair the meeting by the book—at least for a while.

我们最好按照规矩来主持这个会议，即使时间很短。


各种不同的“会”


video conference电视会议

annual conference年会

summit conference高峰会议，首脑会议

press conference记者招待会，新闻发布会


不NG实景对话



● Now I will call the meeting to order.



我宣布现在会议正式开始。


A:Everyone is here.

大家都到了。

B:OK.Now I will call the meeting to order.

我宣布现在会议正式开始。


还可以说
 　Let's get things under way.让我们开始吧。


● Make sure we have everybody.



看看是不是所有人都来齐了。


A: Make sure we have everybody.

看看是不是所有人都来齐了。

B: Let's see,……15—yep everyone's here.

我看看，……15—是的，人都到齐了。


还可以说
 　Make sure everyone is here.

Make sure everyone is accounted for.


● So, let's start with the issue of the new product.



那么，让我们从新产品的问题说起吧。


A: So,let's start with the issue of the new product.

那么，让我们从新产品的问题说起吧。

B: Could I just say something?

我能说两句吗？

A: Go ahead,please.

请讲。


还可以说
 　I'd suggest we start with the issue of the new product. Why don't we start with the issue of the new product?

So,the first item on the agenda is the issue of the new product.

Shall we start with the issue of the new product?


● Now, I'd like to introduce Lee, who is going to give us a speech.



现在，我想向大家介绍李，他将给我们带来一段演讲。


A: What is the next item?

下个环节是什么？

B: Now,I'd like to introduce Lee,who is going to give us a speech.

现在，我想向大家介绍李，他将给我们带来一段演讲。


词组点睛
 　give sb.a speech　为……做演讲


● I'd like to extend a warm welcome to our manager, Mr. Wang.



我想向我们的经理王先生表示热烈的欢迎。


A: I'd like to extend a warm welcome to our manager,Mr.Wang.

我想向我们的经理王先生表示热烈的欢迎。

B: It's my pleasure to be here.

能来到这里是我的荣幸。


还可以说
 　Please join me in welcoming Mr.Wang.

We're pleased to welcome Mr.Wang.

I'd like to introduce Mr.Wang.


● I'm afraid Lisa can't be with us today.



恐怕丽莎不能来参加今天的会议了。


A: I'm afraid Lisa can't be with us today.

恐怕丽莎不能来参加今天的会议了。

B: Where is she?

她去哪儿了？

A: She is on business.

她出差了。


像老外一样张口即来



情景对话


Lisa: May I have your attention, please, ladies and gentlemen?Shall we begin?


Mr.Jones:Do you have everybody?


Lisa: No,we're still missing a few guys.

Mr.Jones: Let someone go and round them up.

Lisa: Okay.

（Five minutes later）

Lisa: So, now we almost got everybody here. I have received apologies from Frank.He is unable to attend because of other urgent commitments.

Mr.Jones: It's five minutes past meeting time.So,let's get started.

Lisa: OK.I declare the meeting open.Now I would like to give the microphone to Mr.Edward.

Mr.Jones: Good morning everyone. Welcome here to attend our opening ceremony. I call the opening meeting of the Investment Committee to order. This meeting is to kick off the program. Lisa, has everyone got a copy of the agenda?

Lisa: Yes,they've got.But I don't think everyone know each other.Then,we'd better introduce each other first.

Mr.Jones: So you can start first.

丽莎：女士们，先生们，请注意。我们可以开始了吗？


琼斯先生：大家都到齐了吗？


丽莎：还没有，还缺几个人呢。

琼斯先生：派个人去把他们叫来吧。

丽莎：好的。

（5分钟后）

丽莎：好了，大家基本都到齐了。我收到了弗兰克的致歉信息，因为他有其他紧要的事务，所以无法参加今天的会议。

琼斯先生：已经过了5分钟了。咱们这就开始吧。

丽莎：好的。我宣布会议开始。现在请爱德华总裁主持会议。

琼斯先生：大家早上好。欢迎到这里参加我们的开幕式。我宣布投资委员会开幕会正式开始。这是个项目启动会议。丽莎，每个人都拿到日程了吗？

丽莎：是的，都拿到了。但是我想大家互相之间还并不认识，还是先做一下自我介绍吧。

琼斯先生：那就从你开始吧。

Unit4　公说公有理，婆说婆有理—各抒己见


OOPS! NG　场景！


无论是在工作中还是在会议上，老板最愿意看到大家争先恐后、畅所欲言的样子了。尤其是在会议室，他可不想看到鸦雀无声，大家都低头不语的场景。那么，当老板鼓励你“可以说说你的想法吗？
 ”一定要自然大方，畅所欲言哦。


一句话告别NG

被老板点名要发言时，你通常会听到老板这样说：


Would you like to share your idea?





不NG必备词


take one's advice采取某人建议

negative消极的，否定的

optimistic乐观的

major change重大改变

recruit补充，聘用

brainstorming集体研讨

nominate提名

stereotypical老一套的

positive积极的，肯定的

pessimistic悲观的

table the motion搁置争议

come up to达到，等于

reconsideration重新考虑

client客户


不NG必备句



谈谈看法


会议上大家大眼瞪小眼，作为主持者的你不妨打开僵局，让大家畅所欲言。

● I want to hear your opinion.

我想听听你们想法。

● What do you think about it?

你对此怎么看？

● Do you have any idea?

你怎么想？

● Show me what you got.

告诉我你想到了什么。

● How do you solve this problem if it comes up to you?

如果你遇到这种问题会怎么处理？


个人意见


不发言足以让老板大发雷霆，何不先来谈谈自己的看法呢？

● I move to table the motion.

我提议搁置此动议。

● I think that we can deal with the problem by making some major

changes.

我认为也许我们可以通过做一些重大改变来解决这个问题。

● As far as I'm concerned,the idea is pretty perfect.

就我所认为，这个主意非常完美。

● I recommend that we should recruit some new members.

我建议吸收一些新成员。


要求别人陈述


会议室气氛有些紧张，你的思绪已经飘到很远了，此时老板点名让你谈谈想法，怎么办呢？

● Could you say that again?

你能再说一遍吗？

● We will appreciate greatly if you can make more explanation.

如果你能再说明一下，我们将不胜感激。

● Could you go over the main points for us?

你能再给我们说明一下要点吗？

● Do you mind giving us some detailed illustrations?

你介意给我们详细说明一下吗？


是否附议


会议通过一项决定，如何询问他人的意见呢？可以这样说。

● Do I hear a second?

有人附议吗？

● Is there any reconsideration of the item?

这个议题有人附议吗？

● Is there any other points?

还有别的问题吗？

● Shall we move on if you have no reconsideration?

如果没有附议的我们可以继续吗？


发言如何引起大家的注意？


May I have your attention,please?请注意了。

Attention！注意啦！

Listen to me,please.请听我说。

A minute,please！耽误大家一点时间！


不NG实景对话



● Sorry to interrupt, but I have something to say.



对不起打断您一下，我有话要说。


A: So much for item1.Now let's move to the next item.

第一项就先进行到这里。现在我们进行下一项。

B: Sorry to interrupt,but I have something to say.

对不起打断您一下，我有话要说。


单词点睛
 　interrupt　打断


● What do you have in mind?



你们有什么想法？


A: What do you have in mind?

你们有什么想法？

B: We're currently predicting a slowdown in sales for next year.

我们近期预测明年销售额将会下降。


单词点睛
 　slowdown　下降


● What point are you trying to make?



你试图说明什么论点？


A: What point are you trying to make?

你试图说明什么论点？

B: I am trying to say that if our budget allows, I approve of buying some equipment.

我想说，如果我们的预算允许，我同意买些设备。


单词点睛
 　point　观点


● I want to represent my opinion. 我要发言。


A: Is there anyone want to share the idea?

有没有人想和我们分享看法？

B: I want to represent my opinion.

我要发言。


还可以说
 　May I have a word?我可以发言吗？

I'd like to make one point.我想说明一个观点。


● Besides the change of launching date, I also recommend that we should lower the price.



除了改变产品的发布日期，我还建议我们应该进行降价处理。


A: Besides the change of launching date, I also recommend that we should lower the price.

除了改变产品的发布日期，我还建议我们应该进行降价处理。

B: My idea is a little different from yours.I don't think we should lower the price.

我的看法与你有些不同。我不同意降价。


词组点睛
 　I recommend that……　我建议……


● That's a little risky, since our rival company may take the market before us.



这样做不理智，因为我们的竞争对手可能抢先占领市场。


A: I think we should change the launching date.

我认为我们应该改变产品发布日期。

B: That's a little risky, since our rival company may take the market before us.

这样做不理智，因为我们的竞争对手可能抢先占领市场。


像老外一样张口即来



情景对话


Robert: Mr. Jones, I'd like to take this opportunity to discuss with you about a little proposal.

Mr.Jones: I'm glad when people have new ideas around here.Just tell me about it.

Robert: It's about this meeting, the staff meeting. You know, we have the meeting every Tuesday.

Mr.Jones: So,what's the point?

Robert: Well,I have been thinking about it.And I believe we could do things more efficiently here.

Mr.Jones: what do you suggest?

Robert: The way we adopt now is that the staff from all four branches get together for one-hour meeting once a week.In my opinion,a lot of time is wasted in transportation.

Mr.Jones: You mean because people have to go across town to get here.

Robert: Yes.Some people spend half of the morning on the road.

Mr.Jones: That's true.But our staff meeting are very important,
 Robert.I don't know how we can function without them.

Robert: I think they are very import too. That's why I want people to have a better attitude about them. Here's what I propose, I think we should meet once every two weeks,but meet for ninety minutes or more.And I also think the meetings should be more focused.

Mr.Jones: Well, it sounds a good idea. How about others? I'd like to know your opinion on the proposal.

Frank:Well, I am not against the idea.
 Our staff meetings do need to improve the efficiency.

Mr.Jones: OK,Why don't we try the proposal for a month,and see how it works.

罗伯特：琼斯先生，我想借此机会跟您讨论一个提案。

琼斯先生：我很高兴这里能有人提些新计划，告诉我是什么。

罗伯特：是有关公司员工大会的事情。您知道我们每个周二都举行员工大会。

琼斯先生：重点是什么？

罗伯特：嗯，我一直在想，我相信我们可以做得更有效率些。

琼斯先生：那你的建议是？

罗伯特：现在的方法是，4个分公司的员工每周都会来这里1次。我们开会1小时，但我认为绝大部分的时间都浪费在交通上。

琼斯先生：你的意思是因为大家都要横越整个城市到这儿。

罗伯特：是的，有些人花了一个早上在路上。

琼斯先生：没有错。但我们的员工大会是很重要的，
 罗伯特。我不知道没有这个会议，我们如何能运作。

罗伯特：我也认为这很重要。那就是为什么我要大家对会谈能有更好的态度。这是我的建议：我认为我们应该每2周开1次会，但1次开90分钟或是加长，而同时我也认为议题应更明确。

琼斯先生：这听起来是个不错的主意。其他人呢？我想听听你们对这项提议的意见。

弗兰克：我不反对这一提议。
 我们的员工大会确实需要提高效率了。

琼斯先生：既然样，我们就先试行这一提案1个月，然后再看成效。

Unit5　没有硝烟的战争—会议头脑风暴


OOPS! NG　场景！


开会讨论，需要与会者围绕一个问题提出各种新的想法、观点、建议，踊跃发表自己的观点，在思想的碰撞之中激发创造性。如果你是会议的主持者，要如何说才能鼓励与会者自由思考，集思广益，来一场酣畅淋漓的“头脑风暴”呢？


一句话告别NG

这时一句简短又地道的话就可以帮你摆脱NG的尴尬哦，那就是：


Let's brainstorm it.





不NG必备词


viewpoint观点

get nowhere with一筹莫展

make a proposal提议

represent发言

agree to同意

rational理智的

see it differently看法不同

declare宣布

vote投票

make a suggestion提出建议

be open to愿意接受

brainstorm集体讨论

take the floor发言

object to反对

objective客观的

up to a point某种程度上

adjourn休会


不NG必备句



征求意见


会议中征求众人意见，鼓励大家各抒己见时，可以这样说。

● We will discuss the following issues.

我们将讨论以下几个事项。

● Just say whatever comes to mind.

想到什么点子就说吧。

● Don't hesitate to give any idea you have.

有任何观点尽管提出。

● What do you think about it?

对此你怎么看？


展开讨论


就某一议题展开讨论时，这样来表达。

● We would like to settle this issue in a cooperative way.

我们很希望能以合作的方式解决这一问题。

● Can you give an example to support your argument?

你能给我举个例子来支持你的观点吗？

● What do you think about the problem of reducing cost?

你对于削减成本的问题怎么看？

● Suppose the profit is very low,shall we go on this policy?

如果利润很低，我们还要继续执行这项政策吗？

● Jim has been doing market research recently.Shall we share his idea?

吉姆一直在做市场调研，不如让他先说说吧？

● Let's move on to the next item.

让我们继续讨论下一个议题。


表述立场


针对某一观点或提议，你同意还是反对呢？

● I couldn't agree more.

我太同意了。

● That's exactly my point.

这正是我想说的。

● They see eye to eye.

他们看法一致。

● I have no objection to it.

我不反对。

● This suggestion is constructive.

这个提议很有建设性。

● Your viewpoint is of old ways.

你的观点太老套。

● Unfortunately,I see it differently.

不幸的是，我不太同意这个观点。

● I don't think that way.

我不那么想。

● Up to a point I agree with you,but I don't think it will work.

在某种程度上我同意你的看法，但是我不认为这样可行。


会议跑题，你可以说


That's not really why we're here today.

我们来这里不是讨论这个的。

Keep to the point,please.

请注意会议的主题。

We're beginning to lose sight of the main point.

我们开始跑题了。


不NG实景对话



● Do you have an opinion about the event?



你对这件事有什么见解？


A: Do you have an opinion about the event?

你对这件事有什么见解？

B: Well,I think there are good and bad sides to it.

我想有好的方面也有坏的方面。


还可以问
 　Do you have any particular point of view on the event?


● Please feel free to say what you want.



请大家畅所欲言。


A: There are four main points on the agenda.Please feel free to say what you want.

议程上有4个主要的项目，请大家畅所欲言。

B: Well,I think there are good and bad sides to the first point.

我想第一个议题有好的方面也有坏的方面。


● Why don't you agree with me?



你为什么不同意我的意见？


A: Why don't you agree with me?

你为什么不同意我的意见？

B: You have your opinion and I have mine.

你有你的观点，我也有我的。


还可以说
 　Your thoughts didn't agree with mine.

你的想法和我的想法不一致。

Are you challenging me?

你在质疑我的意见吗？


● Any complaints? Let me hear your candid opinion.



有什么不满意的吗？让我听听您的直言。


A: Any complaints?Let me hear your candid opinion.

有什么不满意的吗？让我听听您的直言。

B: Let's put it to the vote.我们投票决定吧。


单词点睛
 　candid　率直的


● I want to represent my opinion. 我要发言。


A: Is there anyone want to share the idea?

有没有人想和我们分享看法？

B: I'd like to make one point.我要发言。


● I'll drink for that. 我完全赞同。


A: I think it's wise to invest in this project.

我认为投资这个项目是明智的。

B: I'll drink for that.我完全赞同。


还可以说
 　We are on the same page.我们大家的观点一致。


像老外一样张口即来



情景对话


Manager: Our company is aiming for the highest in technology and the best in quality.What do you think is important in reaching these goals?


Anna: Research and development—without a doubt.

Peter: I agree,but remember,investors may see R and D costs as money spent without the possibility of an immediate return.

Anna: But they have to realize it'll take money to get a new product started.

James: I understand.We can't rely on old ideas and average quality.

Peter: True,so the first people we need to persuade are the investors.

Manager: So we need to put together a good plan showing how the money will be spent.

Anna: Correct.

经理：我们公司致力于生产高科技高质量的产品。你们认为要达到此目标最重要的是什么？


安娜：研究和发展—这是毋庸置疑的。

皮特：我同意，不过要记住，投资者可能会将研发成本视为无法立即回收的投资。

安娜：但是他们必须了解开发新产品是要花钱的。

詹姆斯：我理解。我们不能靠老掉牙的构想和一般般的质量。

皮特：没错，所以我们最先需要说服的人是投资者。

经理：以我们必须拟出一份好的计划，来展示资金如何运用。

安娜：没错。

Unit6　说得太对了！—表示赞同


OOPS! NG　场景！


对同事的一句赞许，是对他们工作的肯定，也能让他们对工作充满激情，工作效率更高。在会议上对同事的一句赞同更是对他发言的莫大鼓舞，所以，如果你很赞赏某位同事的看法，千万不要羞于表达哦！一句“我非常赞同你的观点！
 ”就可以表达自己的赞同了！


一句话告别NG


表达自己绝对赞同某人的观点，苦于句式如何表达吗？一句话让你摆脱这样的困境！你可以说：


I can't agree with you anymore.



不NG必备词


agree with同意

reach an agreement达成一致

acceptable可接受的

optimistic乐观的

neutral中立的

objective客观的

be behind sb.同意某人

in favor of赞同

positive积极的，肯定的

reach agreement达成一致

sympathetic同情的

sum up总结


不NG必备句



表达倾向


每个人的看法不同，有时直接表明自己的立场也是好的。

● I totally agree with you.

我完全同意你的观点。

● I feel strongly that our products are the best.

我觉得我们的产品是最好的。

● As to me,I'd like to agree to the former.

就我而言，我赞同前一种观点。

● I do not anticipate any objections to your proposal.

我对您的提议没有任何异议。

● As far as I am concerned,I'd like my favor goes to the first view.

就个人而言，我赞同第一种观点。


表达同意


表达同意是我们经常遇到的情况，那么同意到底有多少种表达方式呢？

● That's fine with me.

那样很好。

● I don't have any objection to it.

我不反对。

● I do not anticipate any objections to your proposal.

我对您的提议没有任何异议。

● I agree with you,but I think it only works under certain circumstances.

我同意，但我想这只是在某种特定的情况下才可行。

● It seems that we really reach an agreement now.

看来现在我们真的达成一致了。

● You might be right,but I have a somewhat different opinion.

那也许是对的，但是我多少还有点不同的看法。

● I had a feeling he was in favor of the plan.

我觉得他赞成那个计划。

● Your proposal appears to be acceptable.

你的建议听上去是可行的。

● I'm open to any reasonable suggestions.

我乐意接受任何合理的建议。

● That makes two of us.

我同意。


表态超短句


I agree.我同意。

Fine by me.我没意见。

Quite the opposite.正相反。

It's acceptable.可以接受。

Absolutely not！绝对不行！


不NG实景对话



● I'm open to any reasonable suggestions.



我乐意接受任何合理的建议。


A: Do you agree?

你同意吗？

B: Yes.I'm open to any reasonable suggestions.

是的。我乐意接受任何合理的建议。


单词点睛
 　open　打开；思想开放的

He has an open mind in this matter.

他在这个问题上持开放态度。


● Do you expect the report to be finished tomorrow morning?



你是希望报告明天早上完成吗？


A: Do you expect the report to be finished tomorrow morning?

你是希望报告明天早上完成吗？

B: Yes,all those in favor,raise your hand.

是的，赞成的请举手。


还可以说
 　Those in the affirmative,please raise your hand.

谁赞成，请举手。


● I'll drink for that. 我完全赞同。


A: I think he still has the chance to get promoted.

我仍然认为他有机会升职。

B: I'll drink for that.

我完全赞同。


还可以说
 　I totally agree.我完全赞同。


● Why don't we return to the main focus of today's meeting?



我们为什么不回到今天的正题上来？


A: Why don't we return to the main focus of today's meeting?

我们为什么不回到今天的正题上来？

B: I get along with you.我同意你的说法。

● That makes two of us. 我赞同。

A: The controversial point is whether we should raise prices.争论的重点是我们是否应该提高价格。

B: That makes two of us.我赞同。


● Your proposal appears to be acceptable.



你的建议听上去是可行的。


A: We should take the chance of Valentine's Day to change our advertisement.

我们应该趁着情人节的机会改变一下我们的广告。

B: Your proposal appears to be acceptable.Let us assume that we agree on that point,unless we find anything objectionable in them.

你的建议听上去是可行的。我方同意那一点，除非发现有什么令人不愉快的地方。


像老外一样张口即来



情景对话


Manager: Our company is aiming for the highest in technology and the best in quality.What do you think is important in reaching these goals?

Anna: Research and development—without a doubt.

Peter:I agree, but remember, investors may see R and D costs as money spent without the possibility of an immediate return.


Anna: But they have to realize it'll take money to get a new product started.

James: I understand.We can't rely on old ideas and average quality.

Peter: True,so the first people we need to persuade are the investors.

Manager: So we need to put together a good plan showing how the money will be spent.

Anna: Correct.

经理：我们公司致力于生产高科技与高质量的产品。你们认为要达到这些目标最重要的是什么？

安娜：研究和发展—这是毋庸置疑的。

皮特：我同意，不过要记住，投资者可能会将研发成本视为无法立即回收的投资。


安娜：但是他们必须了解开发新产品是要花钱的。

詹姆斯：我理解。我们不能靠老掉牙的构想和一般般的质量。

皮特：没错，所以我们最先需要说服的人是投资者。

经理：所以我们必须拟出一份好的计划，来展示资金如何运用。

安娜：没错。

Unit7　您的观点，我不敢苟同—表示反对


OOPS! NG　场景！


工作中会遇到各种问题，尤其在团队合作的过程中，由于人员众多，很容易出现意见分歧的情况。有时候大家碍于面子，不知如何表达反对的看法，这样往往会造成更多误解。所以，如果有不同看法，大可礼貌、清楚地告诉对方“我不同意这个观点
 ！”


一句话告别NG

勇于表达自己反对的观点，给你一个不NG的说法：


Unfortunately, I see it differently.





不NG必备词


numb麻木的

nonsense胡说

stereotypical老套的

risky危险的

see it differently有不同见解

up in the air悬而未决的

out of the question不可能

disappoint使失望

unfortunately不幸地

negative否定的

to be honest老实说

up to a point某种程度上


不NG必备句



不完全赞同


有时在讨论一个问题时，你既不完全赞同某人观点，又不完全否认某人的观点，这时应该怎么表达呢？

● It's still up in the air.

不是太确定。

● To be honest,I don't really agree with you.

老实说，我不太赞同你。

● I'm afraid I wouldn't say that.

恐怕我不敢苟同。


表达不同意


不同意的意见也要适时表达出来，勇敢地说出来吧！

● I'm sorry,but I can't agree with that.

对不起，我不同意。

● I'm afraid I can't accept that.

恐怕我不能接受。

● I see your point,but I don't agree.

我了解你的想法，但是我不同意。

● I wonder if my boss can take your advice.

我不知道我的老板是否会接纳你的建议。

● I'm sorry.I'm afraid I will disappoint you somehow.

不好意思。我恐怕会让你失望了。

● I don't think you interpreted it correctly.

我想你理解得不对。

● That's a little risky,since our rival company may take the market before us.

这样做不理智，因为我们的竞争对手可能抢先占领市场。

● I'm afraid I can't agree with your point of view.

恐怕我不能同意你的观点。


“反对”观点句


I don't quite agree with you.

我不同意你的看法。

I'm afraid you don't understand what I'm saying.

你恐怕没有理解我的意思。

I see it differently.

我和你的观点不同。

I'm afraid I can't agree.

恐怕我不能同意你的观点。


不NG实景对话



● Unfortunately, I see it differently.



不幸的是，我不同意这个观点。


A: Unfortunately,I see it differently.

不幸的是，我不同意这个观点。

B Can you explain why?

你能解释一下为什么吗？


单词点睛
 　unfortunately　不幸地


● Up to a point I agree with you, but I don't think it will work.



在某种程度上我同意你的看法，但是我不认为这能行。


A: How do you think of it?你怎么看？

B: Up to a point I agree with you,but I don't think it will work.

在某种程度上我同意你的看法，但是我不认为这能行。


词组点睛
 　up to a point　在某种程度上


● I don't think you interpreted it correctly.



我想你理解得不对。


A: I see plastic as a money-saver compared with wood, but we have to ensure the quality of our products.

我认为与木材相比，塑料是省钱，但我们必须确保产品的质量。

B: I don't think you interpreted it correctly.Please review the proposal again.我想你理解得不对。请再看一下这个提议。


● I'm afraid I can't agree with your point of view.



恐怕我不能同意你的观点。


A: This suggestion is constructive.

这个提议很有建设性。

B: I'm afraid I can't agree with your point of view.

恐怕我不能同意你的观点。


单词点睛
 　constructive　建设性的


● I think his viewpoint is too stereotypical.



我认为他的观念太老套。


A: I think his viewpoint is too stereotypical.

我认为他的观念太老套。

B: I don't think we need to follow the fashion.

我不认为我们要跟风。


词组点睛
 　follow the fashion　跟风


● I can't stand by your side this time.



这次我没法和你站在一边了。


A: How do you think of it?

你怎么看？

B: I can't stand by your side this time.

这次我没法和你站在一边了。


词组点睛
 　stand by　支持


像老外一样张口即来



情景对话


Jack: What's this I hear about you arguing with management over their latest expansion decision?

David: Not just arguing about it.I'm quitting in protest.

Jack: What?You're quitting?Why?

David: Because the senior managers are making some stupid decisions that are not in the best interest of the company and the people that work for it.

Jack: What sort of decisions?

David: They want to slash costs by laying off40 employees.

Jack: What?Really?

David:Yes. But I refused to go along with it, so I am quitting in protest.


Jack: I agree. I think we need to hold a departmental meeting to discuss this problem.

David: Yes,that would probably be a very wise decision.

杰克：我听说你和管理层就他们最新的扩张计划大肆辩论。是这样吗？

大卫：不只是辩论，我还要辞职以示抗议。

杰克：什么？你辞职？为什么？

大卫：因为高级经理们正在做一些无视公司和员工利益的愚蠢的决定。

杰克：什么决定？

大卫：他们想要通过解雇40名员工来削减费用。

杰克：什么？真的吗？

大卫：是的，但是我反对这种方案，因此我辞职以示抗议。


杰克：我同意。我认为我们需要举行一个部门会议来讨论这个问题。

大卫：是的。那或许是一个明智的决定。

Unit8　感谢大家的到来—会议总结


OOPS! NG　场景！


一场别开生面的会议大讨论在大家的唇枪舌剑中接近了尾声，会议结束时巧妙的总结和真挚的感谢能为会议画上最圆满的句号！如果你是会议的组织者，那么这句“谢谢大家的参与！
 ”一定要学会说啦！


一句话告别NG

如何简单又真诚地向会议的参与者表达自己的感谢呢？你可以这样说：


Thanks very much for your participation.





不NG必备词


participation参与

nutshell概括

carry on the project执行计划

go over重温

carry out完成

highlighted spot重点

elevate the issue to sb.把问题提交给某人

come to a conclusion得出结论

one more thing还有一件事

conclude总结

summarize the discussion总结讨论

meeting minutes会议记录

in a nutshell简单地说


不NG必备句



会议总结


当你承担会议主持人工作的时候，不妨来学几句总结的话吧！

● Let me quickly go over today's main points.

让我简短总结一下今天的会议要点。

● Let me gather up the highlighted spot we have talked about today.

我来总结一下今天讨论的重点。

● Let's make a summing-up of this meeting.

我们总结一下这次会议吧。


会议结论


会议通常会有特定的主题，最后通常也会商讨出一定的结论或者作出某项决定，宣布会议结论时可以这样说。

● What we have decided is stop the project.

我们决定停止该项目。

● We agree to afford the extra expenses.

我们同意负担额外费用。

● Before we finish for the day,I have an announcement to make about

the new head of our China operations.

在结束今天会议之前，我要宣布我们中国营业处的新任主管。

● I'd like to move the project be postponed until the financial details have been clarified.

我提议将这项计划延后，待财物细节澄清后再说。

● So in a nutshell,what I'm saying is that we'd better carry on our project on time.

简单地说，我的意思就是我们最好准时执行计划。


会议结束


宣布会议结束时可以这样说。

● The meeting minutes will be sent to all of you.

会议记录将寄给各位。

● Let me conclude by saying,everyone really did a good job.

我想以此作为结束，每个人都做得很好。

● You may contact me any time after the meeting when you get

questions.

会后有问题可以随时联系我。

● I think we can end here if there is nothing else.

如果没有其他事，我想我们可以结束了。


感谢参与


会议终于结束了，还是要感谢大家的全力配合和参与的哦！

● All scheduled programs have been completed and thanks very much

for your participation.

所有预定议程都已结束，谢谢各位的参与。

● Thanks for your coming.

谢谢你们的到来。

● Thank you for your earnest cooperation in carrying out this seminar!

感谢各位的真诚合作使得研讨会圆满成功！


发言结束语


Let's call it a day.今天就到这里。

So this is it.到此为止。

We may end here.我们就到这儿吧。


不NG实景对话



● If nobody wants to add anything, we can draw the meeting to a close. 如果没有其他的补充，会议就到此结束。


A: We don't have any question.我们没什么问题了。

B: If nobody wants to add anything,we can draw the meeting to a close.

如果没有其他的补充，会议就到此结束。


词组点睛
 　draw……to a close　宣布某事结束


● I declare the meeting is closed. 我宣布会议结束。


A: Time is up.时间到了。

B: Thank you all for coming.I declare the meeting is closed.感谢你们的参与。我宣布会议结束。


单词点睛
 　declare　清楚、有力地公开让人知道


● I'm afraid we've run out of time. 我想我们没有时间了。


A: I'm afraid we've run out of time.我想我们没有时间了。

B: I will make it brief.我尽量简短。


词组点睛
 　run out of……　用完……、耗尽……


● Before we close today's meeting, let me just summarize the main points. 在我们结束这场会议之前，请允许我总结一下主要观点。


A: Is there anyone want to share the idea with us?

还有人想要与大家分享观点吗？

B: No.没有了。

A: OK.Before we close today's meeting,let me just summarize the main points.好。在我们结束这场会议之前，请允许我总结一下主要观点。


词组点睛
 　share……with　和……分享


● To sum up, we should focus on the new product. 总之，我们应该以新产品为工作重心。


A: To sum up,we should focus on the new product.总之，我们应该以新产品为工作重心。

B: If there are no other comments,I'd like to wrap this meeting up.如果没有其他意见，我们的会议到此结束。


词组点睛
 　to sum up　总之


● Is there anything else we need to discuss? 还有什么别的要谈论的吗？


A: Is there anything else we need to discuss?还有什么别的要谈论的吗？

B: I have one more question.我还有一个问题。


还可以说
 　Is there any other business?


像老外一样张口即来



情景对话


Lisa: OK.Just before we wrap up the discussion, let us pull together the main strands of the argument.
 Frank,you first.

Frank: Okay.I'd like to make it quite clear that I will not support the delay.It's hard to say at the moment. It all depends on how our competitors react to our move. So in a nutshell, what I'm saying is that we'd better carry on our project on time.

Simon: Well,you could have a point there.On the other hand I still think the financial aspects are more important.I'd like to move the project be postponed until the financial details have been clarified. To summarize, in my view, there are too many uncertainties.

Lisa: I think everyone has had their say now. We cannot discuss the pros and cons interminably.Let's have a motion and vote on it.

Frank: Since this is a very sensitive matter,I suggest that we have a secret ballot.

Simon: I don't think the Rules of Procedure say anything about a secret ballot.I'm against it.

Lisa: Can I ask for a show of hands?All those in favour?……Five.Those against? ……Four.

Simon: So the motion to postpone the project has been carried by five votes to four.

丽莎：好了，在结束会议以前，让我们来理一下主要的观点。
 弗兰克，你先来。

弗兰克：好的。我想明确表示我不支持延迟。现在还很难说。这完全取决于我们的竞争对手对这次行动有何反应。简单来说，我的意思就是我们最好按时执行计划。

西蒙：你的意见不无道理。但另一方面我还是认为财务问题更为重要。我提议将这项计划延后，待财物细节澄清后再说。总之，我认为这里的不确定因素太多。

丽莎：我想现在每个人都已发表了自己的意见。我们不能没完没了地讨论利弊。我们采取行动，投票表决吧。

弗兰克：由于这是个非常敏感的问题，我建议进行无记名投票表决。

西蒙：我认为议事规则里没有关于无记名投票表决的规定，我反对这么做。

莉萨：我能请各位举手表决吗？哪几位赞成？……5位。哪几位反对？4位。

西蒙：那么，推迟项目的提议以5比4获得通过。

Unit9　会议讨论的最后一个议题是—会后询问


OOPS! NG　场景！


公司的会议并不是每个人都能准时参加，如果你因为这样或者那样的事情错过了一次精彩绝伦的会议，一定会觉得非常遗憾吧！没关系，向参与会议的同事询问一下会议的内容或者会上的精彩瞬间也能受益匪浅哦！


一句话告别NG

想知道会议的主要内容是什么？可以直接问与会者“能告诉我会议的内容吗？
 ”用地道英语可以这么说：


Can you fill me in?





不NG必备词


set the date确定时间

fill in提供详情

call off取消

lag落后，延迟

due to由于

mail sth.to sb.用邮件给某人发某事

proposal提议，建议

consensus of opinion一致意见

put off推迟

cancel取消

protest the result反对结果

agenda安排，流程


不NG必备句



与会者分享会议进程


如果你是幸运的与会者，在和没有参加的同事分享会议情况时，下面的表达可能会用到哦！

● The meeting went an hour over.

这个会开了1小时。

● The meeting was postponed for a quarter.

会议比预计晚了15分钟开始。

● The meeting has been called off.

会议已经被取消了。

● The conference has been postponed.

会议已经被推迟了。

● The meeting took an hour more than it was supposed to.

会议比预计时间拖延了1小时。

● The meeting was cancelled by certain reason.

会议因故取消了。

● The meeting was lagged due to IT problem.

这次会议因为电脑问题，推迟结束了。

● I almost fell asleep during that meeting.

会上我差点儿睡着了。

● George didn't arrive to the meeting on time.

乔治没有准时到会。


咨询会议内容


请假或者会议上走神，领导让你写会议报告，怎么办？还是咨询一下其他人有关会议的事宜吧！

● Is there anything I should know about?

我需要了解什么吗？

● I was late this morning.Could you keep me updated?

我今天早上迟到了，能跟我说说大家讲到哪儿了吗？

● Could you please mail the main points to me?

可以把会议要点用邮件发给我吗？

● What is the consensus of opinion at the afternoon meeting?

下午会议最后的一致观点是什么？

● Was there anything new?

有什么新的内容吗？


会议讨论用语


Time for discussion,do you have any question?

现在是讨论时间，大家有问题吗？

Any more questions or comments for Dr.B?

您还有问题或评论要问B博士吗？

Let's turn to the next problem.

让我们转到下一个问题。

I think that'll be the last question before we close this meeting.

我想这将是结束这次会议之前的最后一个问题。


不NG实景对话



● Does anyone protest the result?



有人反对这个结果吗？


A: Does anyone protest the result?有人反对这个结果吗？

B: No,of course not.All of us agree to accept the Susan's suggestion.不，当然没有了。我们都接受了苏珊的建议。


词组点睛
 　protest the result　反对结果


● How will our company react to the customer's complaints at the meeting yesterday?



公司将如何应对昨天会上提到的客户的抱怨？


A: How will our company react to the customer's complaints at the meeting yesterday?公司将如何应对昨天会上提到的客户的抱怨？

B: I send Jim to connect with that customer.

我派吉姆去和这个客户联系了。


单词点睛
 　react　反应


● I'm wondering whether the headquarters will support our plan.



我想知道总部会支持我们的计划吗？


A: I'm wondering whether the headquarters will support our plan.

我想知道总部会支持我们的计划吗？

B: As long as the plan is good for the company,we will support you.

只要计划有利于公司，我们就支持。


单词点睛
 　wondering　想知道


● We haven't heard from you yet.



我们还没听到您的意见呢。


A: We haven't heard from you yet,Miss Sun.

孙小姐，我们还没听到您的意见呢。

B: I agree with Mark's point of view on the meeting yesterday. That's as far as I can go for now.

我同意昨天在会上马克的观点。这是我目前能想到的。


还可以说
 　What do you think about this proposal?

Has anyone else got anything to contribute?

Are there any more comments?


● Did we miss anything on the agenda?



我们是否遗漏了一些议项？


A: Did we miss anything on the agenda?我们是否遗漏了一些议项？

B: No.The meeting is successful.没有。会议很成功。


单词点睛
 　agenda　安排，流程


● I'm afraid that's outside the scope of this meeting.



恐怕这个问题是在这个会议内容之外的。


A: I want to say something about the packing.

我想说说产品包装问题。

B: I'm afraid that's outside the scope of this meeting.

恐怕这个问题是在这个会议内容之外的。


单词点睛
 　scope　机会，范围，眼界


像老外一样张口即来



情景对话


Anna:Okay. Any other business?


Will: Yes,I would like to say something.
 An illustrator came in last week,and I think she's very good and it would be wise to put her works on our books.

Anna: Okay.

Will: I would like to be able to show her drawings and her portfolio in the next couple of days.If that's all right.

All: That sounds good.

Anna: Yes, I'll look forward to seeing those. Right, I think that's probably about it, but anybody got anything else that they desperately want to raise before we wrap up?

All: Nope.

Anna: No?Okay.Then let's call it a day everyone
 .

安娜：好，大家还有其他事情吗？


威尔：是的，我想说个事儿。
 上周来了一个插画家，我觉得她很棒，可以考虑把她的作品放到我们的书里。

安娜：嗯。

威尔：如果大家不介意的话，我过几天可以展示一下她的画和她的代表作。

大家：好主意。

安娜：好，我很期待看她的作品。我想大概就这些了，在结束前，还有谁有什么要补充的吗？

大家：没了。

安娜：没了？好，那我们就散会。



Chapter6　谈判进行时

Unit1　见到你很荣幸—初识谈判对手


OOPS! NG　场景！


“客户就是上帝。”合理的安排，会让客户感到备受尊重和重视，也会为公司的合作打下基础。接待客户之前，需要做很多准备工作，即使你们是有多次电子邮件往来的伙伴，也不能太过简单哦，“我们已经很顺利地把活动日程安排好了。
 ”会收到不一样的效果哦！


一句话告别NG

让我们做一个善解客户心意的伙伴吧！避免面对客户惊慌失措的尴尬。可以这样说：


We've arranged our schedule without any trouble.





不NG必备词


be convenient for sb.对某人方便

address称呼

draw up草拟，拟定

get down to sth.着手处理某事

draw a list草拟清单

put sb.in the picture告诉某人近况

be responsible for sth.负责某事

detail细节

productive富有成效的

round一回合

itinerary日程安排

work out制订出，设计出

negotiation谈判

productive多产的，有生产性的


不NG必备句



见面打招呼


第一次见到谈判对手，要如何打招呼呢？

● I'm glad you can meet with me today to discuss the details of your order.

真高兴你今天可以和我见面，讨论你们订单中的细节。

● How do I address you?

怎么称呼您？

● You must be Mr.Green.

您一定是格林先生吧。

● Nice to meet you.My name is Irene.

很高兴认识你，我叫艾琳。

● My name is James;you can just call me Jim.

我叫詹姆斯，你可以叫我吉姆。

● It's good to see you again.

很开心我们又见面了。

● Please allow me to introduce myself.

请容我自我介绍一下。

● I'm Wendy.This is my card.

我是温蒂，这是我的名片。

● He is Mr.Hu,our department manager.

他是胡先生，我们的部门经理。


谈判前客套话


谈判开始前一些必要的客套话能拉近彼此的距离哦！

● I'd be happy to answer your questions.

你们有任何问题，请直接提出来。

● I hope this meeting will be productive.

我希望这是一次富有成效的谈判。

● I think we can draw up a tentative plan now.

我认为现在可以先草拟一份临时方案。

● It'll be easier for us to get down to facts then.

这样就容易进行实质性的谈判了。

● We'll come out from this meeting as winners.

这次会谈的结果将会产生双赢局面。

● We really hope you'll have a pleasant stay here.

我们也真诚地希望你们在这里过得愉快。


谈判中这样解释误会


That's not exactly what I had in mind.

我不是那么想的。

That's not exactly what I was getting at.

我不是那个意思。

That's not exactly what I was thinking about.

我不是那么想的。

I'm afraid you misunderstood me.What I was trying to say was……

恐怕你误解我了。我想说的是……


不NG实景对话



● I'll be responsible for the first round of negotiations here.



我将负责第一轮的谈判。


A: My name is John Smith; I'm the general manager. I'll be responsible for the first round of negotiations here.

我是总经理约翰·史密斯。我将负责第一轮的谈判。

B: It's nice to finally meet you.

很高兴终于与你见面了。

A: And I'm glad to meet you,too.

我也很高兴见到你。


词组点睛
 　be responsible for sth.　负责……


● It's a pleasure to finally meet you.



真高兴，终于见到你了！


A: It's a pleasure to finally meet you.

真高兴，终于见到你了！

B: It's my honor to take part in the negotiation.

能参加这次谈判是我的荣幸。


● I want to discuss the matter of the schedule, if it is convenient for you right now.



如果你现在方便的话，我想讨论一下日程安排的问题。


A: I want to discuss the matter of the schedule,if it is convenient for you right now.

如果你现在方便的话，我想讨论一下日程安排的问题。

B: Sure.

当然可以。


词组点睛
 　be convenient for　便于，对……方便


● Is there any way of ensuring we'll have enough time for our talks?



我们是否能保证有充足的时间来谈判？


A: Is there any way of ensuring we'll have enough time for our talks?

我们是否能保证有充足的时间来谈判？

B: Sure. Here is a copy of the itinerary we have worked out for you. Would you please take a look at it?

当然。这是我们为你们拟定的活动日程安排。请过目一下，好吗？


单词点睛
 　itinerary　日程安排


词组点睛
 　work out　制订出，设计出


● I hope this meeting will be productive.



我希望这是一次富有成效的会谈。


A: I hope this meeting will be productive.

我希望这是一次富有成效的会谈。

B: We hope so,too.

我们也希望如此。

A: And we really hope you'll have a pleasant stay here.

我们也真诚地希望你们在这里过得愉快。


单词点睛
 　productive　多产的，富有成效的


● We'll come out from this meeting as winners.



这次会谈的结果将会产生双赢局面。


A: Welcome to our company.

欢迎到我们公司来。

B: Thank you! I'm glad to be here. And I hope we'll come out from this meeting as winners.

谢谢！我很高兴到这里来。我也希望这次会谈的结果将会产生双赢局面。


词组点睛
 　welcome to……　欢迎……

start with　从……开始


像老外一样张口即来



情景对话


Mr.White:Welcome to our company
 ,Mr.Brown.

Mr.Brown: Thank you.It's very nice to finally meet you
 ,Mr.White,after so many phonecalls and faxes.I'd like you to have my business card.

Mr.White: Thanks very much,Mr.Brown.Please accept mine.How was your flight?

Mr.Brown: Not bad,but I'm a little tired.

Mr.White: Here is a copy of the itinerary we have worked out for you.Would you please take a look at it?

Mr.Brown: I can see you have put a lot of time into it.

Mr.White I really hope you'll have a pleasant stay here.

Mr.Brown: Could you arrange a meeting with your boss?

Mr.White: Of course!I've arranged one at10 o'clock tomorrow morning.

Mr.Brown: Well,shall we get down to business?

怀特先生：欢迎来到我们工厂
 ，布朗先生。

布朗先生：谢谢。多次电话、传真往返之后，非常高兴终于见到您
 ，怀特先生。请收下我的名片。

怀特先生：谢谢您，布朗先生。也请收下我的名片。您的旅途怎么样？

布朗先生：还行，不过有点累。

怀特先生：这是我们为您拟定的活动日程安排。请过目一下，好吗？

布朗先生：我相信你在制订这个计划上一定花了不少精力吧。

怀特先生：我真诚地希望你们在这里过得愉快。

布朗先生：你能安排我跟你们老板见个面吗？

怀特先生：当然可以，我会安排在明天早上10点钟。

布朗先生：那我们开始谈正事吧。

Unit2　坐下来，正面较量—商务谈判


OOPS! NG　场景！


买方和卖方的讨价还价是商务活动中的一个永恒主题，买方希望低价买进，卖方希望高价卖出。交易很可能因为价钱谈不拢而“流产”，也可能由于双方的退让而皆大欢喜。作为公司的员工，如何在价格谈判中摸清对方底牌，最大限度地促成交易呢？首先要做的就是了解谈判过程中的一些必备表达！


一句话告别NG

谈判过程中很容易遇到陷入僵局，想要打破谈判僵局，一句“各自再让一步
 ！”无疑是最佳的选择，用英语说就是：


Let's meet half way once more.





不NG必备词


offer出价

retail price零售价

original sample原样；卖方给买方提供的样本

proposal提议

catalogue产品目录

trial实验

bankroll提供资金

compromise妥协

alternation改变

amount金额

margin利润

take a break休息

net weight净重


不NG必备句



说服对方


对方犹豫不决时，可以通过长远的收益、数量有限等方式说服对方。

● If I were you,I would book a small order as a trial.

如果我是你，我会小量试订一批。

● The supply available at present is limited,we suggest you act quickly.

目前可供数量有限，建议您及早采取行动。

● You may trust me that any money spent now will bring you big profits in the future.请您相信我，今天投入的资金以后会为您带来巨大的利润。


转移话题


谈判陷入僵持之中，如何打破僵局呢，这时可以这样说。

● Would anyone like something to drink before we begin?

在我们正式开始前，大家喝点什么吧？

● Let's make compromise.

我们大家都让一步吧。

● Let's meet the half way.

让我们都让一步吧。

● Let me explain to you why.

让我给您解释一下原因吧。

● We are here to solve problem.

我们正是来解决问题的。

● I'm sure there is some room for the negotiation.

我确信我们仍有谈判的余地。

● I suggest that we take a break.

我建议咱们还是休息一会儿吧！


重申立场


在商务谈判中，不能一味地退让，在关键的时候为了公司的利益需要据理力争，表明自己的观点和态度。

● Not in the long way.

从长远来看，并非是这样的。

● That's the basic question.

这是最基本的问题。

● We can't be sure what you want unless you tell us.

希望您可以告知我们，要不我们无法确定您想要什么。

● We have cut our price to the lowest.There is no any margin for us.

我们已经把利润降到最低了，对于我们来说已经没有任何利润了。

● Frankly,we cannot agree with your proposal.

坦白地讲，我无法同意您的提案。


不NG实景对话



● The ball is in your court.



你说了算。


A: This holding company was bankrolled by a trust financed by me.

这家控股公司由一家信托公司提供资金，而我投资了这家信托公司。

B: So now it's clear. You call every shot in the company. The ball is in your court.

现在清楚了。你掌握着公司的命脉，你说了算。


还可以说
 　You are the boss.


● Let's meet each other half way.



让咱们各退一步吧。


A: I'm sorry to say that the price you quote is too high. It would be very difficult for us to push any sales if we buy it at this price.

很遗憾你们报的价格太高，如果按这种价格买进，我方实在难以推销。

B: Well,if you take quality into consideration, you won't think our price is too high.

如果你考虑一下质量，你就不会觉得我们的价格太高了。

A: Let's meet each other half way.

那咱们就各让一步吧。


还可以说
 　Let's make some compromise.


● Could you give us some discount?



可以给我们一些折扣吗？


A: Your price is too high. We can't accept it. Could you give us some discount?

你们的价格太高了，我们不能接受，可以给我们一些折扣吗？

B: I'm sorry,the raw materials price has gone up.We have cut our price to the lowest.

对不起，由于原材料涨价，我们给您的已经是最低价了。


还可以说
 　Could you make your price lower?


● Item5 is very vital to us. I'm afraid I can't give my consent to that.



第5条对我方十分重要。恐怕我不能同意。


A: I think we may make some change to item5, since you demand an extra one-year repair support.

我认为我们需要修改第5条，鉴于贵方要求另加1年的保修服务。

B: Item5 is very vital to us.I'm afraid I can't give my consent to that.

第5条对我方十分重要。恐怕我不能同意。


● That sounds reasonable to me.



听起来挺合理的。


A: Will you consider a larger deal if we make some modifications here?

如果我方在此做一些修改，贵方能否考虑增加订单？

B: Are you saying you may modify those terms when we offer a bigger deal?

你是不是说如果要你方修改这些条款，我方需要提高交易额？

A: That what I mean.是这样的。

B: That sounds reasonable to me.But we need some time to decide.

听起来挺合理的。但是我方需要一些时间才能决定。


还可以说
 　I support your opinion.我支持你的意见。

I've no objection.我没有反对意见。


● We seem to have a deadlock here. 我们似乎陷入了僵局。


A: We seem to have a deadlock here.我们似乎陷入了僵局。

B: How about you consider item2 and5 again while we consider item1 and7?不如你方再次考虑第2、第5条款，而我方考虑第1、第7条款？


像老外一样张口即来



情景对话


Jack: We are thinking about ordering1000 TV sets from you. But there's one problem.

Dave: Oh.What's that?

Jack: Your price is too high.You left us with no profit margin.

Dave:210 USD is the best we can offer.


Jack: I have got better quotation from other companies.

Dave: You really have to take quality into consideration. In other words, you get what you pay for.

Jack: I agree with you on that. But if you could lower the price a little bit. We will place an order right now.

Dave: I need to talk to my supervisor before I can give you a definite answer.

Jack: Okay.I will wait for your answer.

杰克：我们正考虑订购1000台电视。但有一个问题。

戴夫：什么问题？

杰克：你们的价格太高了。这样的话，我们几乎没有什么盈利空间。

戴夫：210美元已经是最便宜的价格了。


杰克：别的公司的报价比你们要优惠。

戴夫：您真的应该考虑一下质量问题，换句话说，一分钱一分货。

杰克：我同意你的观点。但是你要是能再降一点的话，我现在就下订单。

戴夫：我得先跟我的上级沟通一下，然后才能给您确切的答复。

杰克：好的，我等着你的回答。

Unit3　无限回合的价格战—讨价还价


OOPS! NG　场景！


生意场上的讨价还价是一门学问，它如三军作战，攻心为上。讨价还价的最高境界就是自己获得了理想的价格，同时对方也没有觉得吃亏。那么如何用英语讨价还价呢？这个关键时刻，可不能NG！


一句话告别NG

觉得对方的报价不靠谱，就不要委屈自己啦，积极和对方商量吧，想问“价格能低一点吗？
 ”时可以这样说：


Could you come down a little?





不NG必备词


agree to接受，同意

price range价格范围

total value总值

wholesale price批发价

special deal特殊优惠

pricelist价格表

rock-bottom price最低价

commission佣金

customs duty关税

retail price零售价

offer报价

wild speculation漫天要价


不NG必备句



最低价


这已经是最低价了，不能再降了。

● It's the lowest price.

这是最低价了。

● Let us give you a rock-bottom price.

我们给个最低价吧。

● What's your price range?

你们的价格范围是什么？

● It is about as low as we can go.

这是我们能给出的最低价。

● That's about the best we can do on that.

那差不多是我们所能开出的最低价了。


对价格不满


如果对价格表示不满，一定要大方地告知对方。

● The price is too high.

这价太高了。

● The price is unacceptable.

这个价格令人难以接受。

● I'm afraid we can't agree to the price.

恐怕我们不能接受这个价位。

● The price is far beyond our budget.

价格距离我们的预算差很多。

● I'm afraid we can't accept your offer.

我方无法接受你方报价。

● This price is quite a bit higher than it was last time.

这次的价格比上次要贵了一些。

● Your price is much higher than that of other companies.

你的报价比其他公司的高很多。


要求降价


只是对价格略有不满，可以巧妙地告诉对方，大家各让一步，也许这桩买卖就成了。

● We think××（the price）is more suitable.

我们认为××元更合适。

● If the price is higher than that,we'd rather call the whole deal off.

如果价格比这还要高，我们会放弃这桩生意。

● If you can offer the same price as last time,I think we can discuss this further.

如果能保证和上次一样的价格，或许我们还能继续再谈。


各种各样的“价格”


maximum price最高价

minimum price最低价

cost price成本价

buying price买价

selling price卖价

special price特价

wholesale price批发价


不NG实景对话



● Could you help us to negotiate a better price?



您能帮我们协商出一个更好的价钱吗？


A: Could you help us to negotiate a better price?

您能帮我们协商出一个更好的价钱吗？

B: I'd love to,but I will take some commission from the cut.

我很乐意，但是我会收取一定的佣金。


单词点睛
 　negotiate　谈判、协商


● We can cut the price by4％at most.



我方最多减价4％。


A: Is it possible for you to make a better offer?

贵方能否再给出一个更好的价格？

B: I don't think so.As I have said,we can cut the price by4％at most.It's our rock-bottom price.

我想不可能了。就如我已经说过的，我方最多减价4％。这是我们的最低价格。


单词点睛
 　rock-bottom　最低点


● The price you offer is beyond my negotiation limit.



这超过了我谈判的限度。


A: I repeat our offer.The total sum is500,000.

我重复我们的报价。总数是500000。

B: The price you offer is beyond my negotiation limit.

这超过了我的谈判限度。

A: Then let's see what we can do here.

那我们来看看我们还能做些什么。


还可以说
 　It is outside where I can go.这超出我的底限了。

It is beyond the limits of what I can discuss.这超出了我的谈判底限。

It is not acceptable to me.我不能接受。


● We would like to reduce the price to forty thousand a year.



我们希望减价至每年4万美元。


A: I report your offer to my manager, and we would like to reduce the price to forty thousand a year.

我向经理报告了您的报价，我们希望减价至每年4万美元。

B: I don't think we can accept this price.

我们无法接受此价格。

A: Then can we make some amendments to our contract instead?

那我们可以就合同做一些修改吗？


● If your price is higher than this, we will have to call this deal off.



如果你的价钱高于此价格，我们不得不终止谈判。


A: Here is my last offer,780,000 a year. If your price is higher than this, we will have to call this deal off.

这个是我们的最终报价，每年780,000。如果你的价钱高于此价格，我们不得不终止谈判。

B: We have to consider your offer. How about we resume our talk tomorrow?

我们需要考虑你的出价。不如我们明天再继续谈判？


词组点睛
 　call off　取消，放弃


● Your price would be acceptable if you consent to an additional insurance item.



我方接受贵方价格，条件是贵方同意一项附加的保险条款。


A: Yesterday you had our final offer.What do you think of it?

昨天贵方已经收到我方的最终报价了。你们的意见是？

B: Your price would be acceptable if you consent to an additional insurance item.

我方接受贵方价格，条件是贵方同意一项附加的保险条款。


词组点睛
 　consent to　同意，答应


像老外一样张口即来



情景对话


Nino: Let's have a discussion,Mr.Frank,I've already decided to give you an order of a much larger quantity this time.And since it is attractive, you'll no doubt give me a lower price.


Frank: A lower price?You don't really mean that,do you?We allow special reduction for trial orders only, in order to have a positive start for our cooperation. However,we cannot do more business with you on the same basis as that in the previous year.

Nino: Then what is the lowest price you could offer?

Frank:150 dollars per set.

Nino:It's so high that we cannot accept. Please have a consideration. Our order is for a much larger quantity,10,000. Very sizable!


Frank:10,000?Well,actually,it cannot be called a large order.Most of the orders we have are over this sum.

Nino: But you may not deny that it is still an order of some size, and we have to save expenses to cover the advertising cost. I also remember that your company much appreciated the great efforts we made in selling your products in our market.

Frank: That is true,but……well,what's your suggestion?

Nino:75 per case will be OK.

Frank: I'm afraid we cannot reduce the price a lot just for the purpose of supporting your efforts.

Nino: Then let's just meet the half-way.Is that all right?

Frank: I have to admit that the largest cut we can offer is10 percent.

尼诺：弗兰克先生，我们来谈谈吧。这次我们准备跟你们订一大批货。对这样一笔有吸引力的订货，你们无疑需要给我们更低的价格。


弗兰克：更低的价格？你不会真是这意思吧？我们只是对试验性订货给予特殊折扣，这只是为了使我们的合作有个良好的开端。但是，我们不能按去年的价格与你们继续交易了。

尼诺：那你们能提供的最低价格为多少呢？

弗兰克：每部手机150美元。

尼诺：价格太高了，我们无法接受。请您仔细考虑一下，我们这次的订单数量多了许多，10000部呢，非常可观！


弗兰克：10000部？嗯，事实上，这并不能称之为大订单。我们拿到的大多数订单都超过这个数字。

尼诺：但您也不能否认这个订单也是有一定规模的，而且我们还要节省开支以支付广告所需的费用。我记得贵公司非常欣赏我方在市场中为推销你们的产品所做出的艰苦努力。

弗兰克：这倒是。但是……好吧，那你的意见呢？

尼诺：每部75美元。

弗兰克：恐怕我们不能仅仅为了支持你们所做出的努力就大幅度降价。

尼诺：那把我们的价格差距来个折中怎么样？

弗兰克：我不得不说我们能提供的最大折扣是10％。


商务写作范本：要求按百分比降价


Dear Sirs,

Glad to tell you that the price-list you sent to us last Friday has been received.quoted is too high to be accepted.


What's more, as a well-known trader that doing this business with lots of customers almost across the Pacific Ocean, we also learn that many companies produce swivel chairs of similar quality but a much lower price which makes an obvious competition on your company.


So, we wish you be able to reduce your price by5％so that we can make this deal.


Your early reply will be appreciated.

Yours faithfully

Wang Lin

敬启者：

很高兴告知您上周五您发来的报价单我方已收悉。但我方经仔细比较之后发现你方报价太高，我方无法接受。


此外，作为业内知名交易商，我方与环太平洋的很多公司有业务往来，我方发现有不少公司生产同样质量的转椅，但价格更低。这无疑将给你方造成明显的竞争。


因此，我方希望你方能够把原报价降低5％，以便我们尽快达成交易。


期待您的尽早回复。

谨上

王林

Unit4　我们各退一步如何—让步妥协


OOPS! NG　场景！


谈判中最怕出现僵持不下的场面，而要想结束僵持的场面，唯一的办法就是单方或者双方的妥协与让步了！这时你的一句“让我们还是各退一步吧
 。”可能会迅速扭转尴尬的局面哦！一起来看一下表达让步的句子有哪些吧！


一句话告别NG

商务谈判出现僵局是常见的，一句话缓解这种尴尬吧！这时你可以说：


Let's compromise.





不NG必备词


deal交易

unrealistic不切合实际的

exactly正确地

make a concession让步

insist on坚持

unrealistic不合实际

come to an agreement达成协议

give sb.a break on the price给某人减价

as requested按照要求

at one's request应某人的要求

receive a confirmation收到确认通知

as we agreed按照双方的商定


不NG必备句



做出让步


如果想做出让步，该怎么表达呢？一起来看看吧！

● Let's meet each other halfway.

那咱们就各让一步吧。

● Let's compromise.

我们还是各退一步吧。

● If you can make a concession,I think we can discuss this further.

如果能做出让步的话，或许我们还能继续再谈。

● I'm sure there is some room for negotiation.

我肯定还有商量的余地。

● We are always willing to cooperate with you and if necessary make some concessions.

我们总是愿意跟你们合作的，如果需要还可以做些让步。

● So in order to make the business concluded,how about meeting each other half-way and making a concession?

那么为了做成这笔交易，我们双方都做些让步怎么样？

● We are prepared to reconsider amending the contract.

我们可以重新考虑修改合同。

● If you want to make any changes,minor alternations can be made

then.

如果你有什么意见的话，我们还可以对计划稍加修改。

● As we agreed,we will go ahead and make arrangements to send you the product on Friday.

如我们商定的那样，我们会开始行动，安排周五给你们送货。


拒绝做出让步


虽然不想做出让步，但也不能太直接，看看要如何委婉地表达吧！

● I'm afraid not.

恐怕不行。

● This isn't part of my job.

这不在我的工作范围内。

● I think we need more time to consider this request.

我想我们需要更多的时间来考虑这个要求。

● So I should wait to receive a confirmation before I wire any money.

所以我应该等收到确认通知后再汇款。

● If you insist on your price and make no concession,there will be not much point in further discussion.

如果你方坚持自己的价格，不做让步，那我们就没必要再谈下去了。


达成一致


有时合理的让步会促成谈判的成功，如果让步成功，该说什么呢？

● I'm glad we have come to an agreement on price.

很高兴我们能在价格上达成一致。

● But with an eye to our friendship and the further cooperation between us,we can accept the offer.

不过考虑到我们的交情和以后的合作，我们可以接受这个报价。


在谈判中，表达让步的说法


If you can……,I think we can discuss this further.

如果你们能……我觉得我们可以进一步商谈。

If you can……,maybe we can talk more about this.

如果你们能……或许我们可以再谈谈。

If you can……,we may be able to agree to what you're proposing.

如果你们能……我们可能会同意你们的提议。

If you can……,perhaps we can discuss this more.

如果你们能……或许我们可以再商谈一下。


不NG实景对话



● Our price is based on reasonable profit, and comes in line with the prevailing market.



我方报价是以合理的利润为基础的，与当前市场价格的普遍水平相一致。


A: Price is based on reasonable profit, and comes in line with the prevailing market.

我方报价是以合理的利润为基础的，与当前市场价格的普遍水平相一致。

B: We're not going to be able to agree on the price.

在价格上我们的看法无法一致。


词组点睛
 　be based on　以……为基础

agree on　达成一致


● You're starting to get the idea about our procedures here.



你应该开始了解我们这里的程序了。


A: We'd like to clear up some points connected with the procedure.

我们希望弄清楚有关程序的几个问题。

B: You're starting to get the idea about our procedures here.

你应该开始了解我们这里的程序了。


词组点睛
 　clear up　弄清，整理


● If you can offer the same price as last time, I think we can discuss this further.



如果能保证和上次一样的价格，或许我们还能继续再谈。


A: If you can offer the same price as last time,I think we can discuss this further.

如果能保证和上次一样的价格，或许我们还能继续再谈。

B: I'll have to check with my boss.I'll let you know as soon as I get an answer.

我得和老板先谈谈。我一有消息就立刻通知你。


● I'm sure there is some room for negotiation.



肯定还有商量的余地。


A: Is the price negotiable?

价格还有商量的余地吗？

B: I'm sure there is some room for negotiation.

肯定还有商量的余地。


单词点睛
 　negotiable　可商量的

negotiation　商量，谈判


● You agree to give us a break on the price, right?



你答应给我们减价，对吗？


A: You agree to give us a break on the price,right?

你答应给我们减价，对吗？

B: Yes,that is the best we can do.

是的，这是我们的最低价了。


词组点睛
 　give sb.a break　给某人一个机会


● The deal is done. 成交了。


A: If you give us a little more leeway on the deadline,we'll accept.

如果你们给我们宽裕一点儿的截止期限，我们就接受。

B: The deal is done.

成交了。


单词点睛
 　leeway　余地，充裕的时间


像老外一样张口即来



情景对话


Mr.White: Well, we've discussed the offer you quoted. Since we found your offer was too high,it's difficult for us to accept it.

Frank: But I think my offer is reasonable and realistic.

Mr.White: What do you mean by"reasonable”?

Frank: Our price is based on reasonable profit, and comes in line with the prevailing market.

Mr.White: I can't agree with you. If you insist on your price and make no concession,there will be not much point in further discussion.We might as well call the deal off.

Frank: Well,what's your counter offer?

Mr.White: As we do business on the basis of mutual benefit,the best we can do is70 dollars per set C.I.F.Shanghai.

Frank: Your counterbid is too low, we can't accept it. It's absolutely impossible for us to reduce our price as you suggested.The gap is too wide.

Mr.White:So in order to make the business concluded, how about meeting each other half-way and making a concession?


Frank: What's your proposal then?

Mr.White:72 dollars per set C.I.F.Shanghai.

Frank: Still it's rather low. But with an eye on our friendship and the further cooperation between us,we accept it.

Mr.White: I'm glad we have come to an agreement on price.

怀特先生：哦，我们已经讨论过你们提出的报价。我们认为你方的价格太高，我方难以接受。

弗兰克：不过，我认为我们的报价是合理的，而且比较现实。

怀特先生：你说的“合理”是什么意思？

弗兰克：我方报价是以合理的利润为根据的，与当前市场价格的普遍水平相一致。

怀特先生：我不同意。如果你方坚持自己的价格，不作让步，我们就没必要再谈下去了。我们干脆放弃这笔交易好了。

弗兰克：那么，你方还价是多少呢？

怀特先生：既然双方是在互利的基础上做生意，我们最多只能接受上海到岸价每件70美元。

弗兰克：你方还价太低，我方无法接受。我们绝对不可能将价格降到你方所要求的那样。差距太大了。

怀特先生：那么，为了做成这笔交易，我们双方都做些让步怎么样？


弗兰克：你的建议是什么？

怀特先生：上海港到岸价每件72美元。

弗兰克：还是太低了。不过考虑到我们的交情和以后的合作，我们接受了。

怀特先生：很高兴我们能在价格上达成一致。

Unit5　还有商量的余地吗—条件协商


OOPS! NG　场景！


在谈判内容的众多细则中，代理权、保险等都是谈判中不可忽视的细节。那么在协商合作的具体条件时，通常会使用到哪些表达呢？有哪些我们不得不掌握的英语句式呢？一起来学一下吧！


一句话告别NG

如果你想成为对方公司的独家经销商，你可以直接跟对方说“我们想成为您产品的独家经销商。
 ”用英语说就是：


We want to be the sole distributor of your products.





不NG必备词


appoint任命

sale agent销售代理人

be in agent代理

think of考虑

handle处理

act as担任

throw in额外赠送

consignment装运的货物

be liable for负责

cover涉及

license许可证

calculate计算


不NG必备句



代理权协商


在协商产品的代理权时，下面的表达可能会用到。

● We'd like to appoint you as our sole agent.

我公司想指定贵公司为我公司的独家代理。

● We're thinking of appointing a local sales agent.

我公司正在考虑指定一个当地的销售代理。

● We feel that your firm is the right one to do this and will have the

pleasure of offering you a sole agent.

我们觉得贵公司是担任此项工作的合适人选，我们乐意聘用你们为独家代理。

● As we are not yet thoroughly acquainted with each other,we think the time is not ripe for a discussion on agency.

由于我们互相还不太熟，我们认为讨论代理为时过早。

● We want to extend our agency agreement for another3 years.

我们想把我们之间的代理协议再延长3年。

● We agree to sign the agency agreement as soon as possible.

我们同意尽快签订这个代理协议。

● We believe a big increase in our sales could be brought about by an active agent.

我们认为一个活跃的代理商可大大增加产品的销售。

● If you want to extend the agency agreement,you must guarantee to increase the annual sales by15％.

如果贵公司想延长代理协议，你们必须保证使年销量增加15％。

● At this time,I'm afraid we're not looking for representation.

目前我们公司恐怕不会找代理。

● Thank you for your interest.

谢谢您的关注。

● We currently have an overseas agent in place.

目前我们国外已经有代理商了。


各种各样的代理商


sale agent销售代理商

general agent总代理商

sole agent独家代理商

commission agent佣金代理商


条件协商


商务谈判过程中总会涉及贸易的条件，下面的表达一定要学会啦！

● Is there any room for compromise on the royalty rate?

权利金还有协商的空间吗？

● A price hike would be fine provided you offer better product quality.

如果你们提供更好的产品质量，涨价是可以接受的。

● If you can handle the logistics,I'll have my guys deal with supplies.

如果你们能处理物流，我就让我们的人员处理出货。

● We would be happy to give you a deeper discount,providing you sign a two-year contract.

只要你签约2年，我们乐意给你更多折扣。

● To keep prices low,we don't cover loading.

为了维持低价，我们不负责装货。


不NG实景对话



● We're inclined to fix an agent abroad.



我们打算确定一个海外代理商。


A: We're inclined to fix an agent abroad.

我们打算确定一个海外代理商。

B: We're willing to be your sale agent.

我方愿意做你们的销售代理。


词组点睛
 　be inclined to　倾向于


● We are wondering whether we could be your agent handling your export trade with our country.



我公司愿做贵公司的代理，办理贵公司向我国出口的贸易。


A: We need to find an agent to handle our products.

我们需要寻找代理商来经销我们的产品。

B: We are wondering whether we could be your agent handling your export trade with our country.

我公司愿做贵公司的代理，办理贵公司向我国出口的贸易。


词组点睛
 　export trade　出口贸易


● I have spoken to our relevant organization, and we'd like to appoint you as our sole agent.



我已经和有关部门谈过，我们愿意指定贵方作我们的独家代理。


A: Will you consider our proposal to act as your agent?

你能考虑我们做你们代理商的建议吗？

B: I have spoken to our relevant organization, and we'd like to appoint you as our sole agent.

我已经和有关部门谈过，我们愿意指定贵方作我们的独家代理。


● Is there anything else we can provide?



还有其他我们能提供给你的吗？


A: If you provide online support, we would be willing to purchase the license for additional software.

如果你提供线上支援，我们就愿意买下其他软件的授权。

B: We will definitely offer online support. Is there anything else we can provide?我们当然会提供线上支持，还有其他我们能提供给你的吗？


单词点睛
 　license　授权


● It looks like we have a deal.



看来我们达成共识了。


A: On the provision you agree to a retainer fee, you have your on-call technician.

你只要同意支付聘用费，就会技术人员就会随传随到。

B: This sounds good.It looks like we have a deal.

听起来不错。看来我们达成共识了。


词组点睛
 　on the provision　只要，如果

retainer fee　聘用费


● It sounds like an interesting proposition.



听起来是个吸引人的建议。


A: We're offering you a contract to be your exclusive European agent.

我们可以和您签约，担任您欧洲区的独家代理商。

B: It sounds like an interesting proposition.

听起来是个吸引人的建议。


像老外一样张口即来



情景对话


Mr.White: Mr.Jones,we've spoken this matter before,and I hope we can come to some agreement this time.As you know, we'd like to be your agen
 thandling your export trade with our country.


Mr.Jones: Yes,indeed.I have spoken to our relevant organization,and we'd like to appoint you as our sole agent.

Mr.White: Excellent news! Once the agreement is signed, your products can be promoted more vigorously by us. Besides, giving sole agency to us will also reduce the number of rivals, which will contribute to business development. And as you know, we have a broad customer base and deal with many retailers in our country.

Mr.Jones: That's why we choose you as our agent. We are sure that an active agent could bring about a big increase in our sales.

Mr.White: We hope we can sign the agency agreement as soon as possible. And I suggest that the duration of the agreement should be3 years and then after that,if it proves satisfactory to both sides, we can extend the agreement.

Mr.Jones: It sounds fine. You've clearly had a lot of thought on it. Perhaps I could ask you to draw up the agreement.

Mr.White: Yes,of course.I will prepare all the cooperation details tomorrow.

怀特先生：琼斯先生，我们之前已经谈过这件事了，我希望这次能达成某种协议。您知道的，我公司愿做贵公司的代理，办理贵公司向我国出口的贸易。


琼斯先生：是的，确实如此。我已经和有关部门谈过，我们愿意指定贵方做我们的独家代理。

怀特先生：这真是个好消息！一旦签订了协议，我们肯定会更有力地推销你们的产品。给我们独家代理权，还可以减少竞争对手，这对业务的发展是有利的。而且，您知道我们在我国有着广泛的客户基础，还和许多的零售商打交道。

琼斯先生：这也是我们选择贵方为我方代理的原因。我们认为一个活跃的代理商可大大增加产品的销售量。

怀特先生：我们希望能尽早签订代理合同。我建议协议书的有效期是3年，3年以后，如果双方认为满意，我们可以续签协议。

琼斯先生：这样很好，你显然已经认真考虑了这个问题。能请您起草协议书吗？

怀特先生：当然可以。明天我就会把所有合作细节都准备好的。

Unit6　这是我们作出的最大让步了—谈判底线


OOPS! NG　场景！


商务谈判时，向对方亮明自己的底线，既可以防止对方无节制地压价，又能确保公司的既得利益。如果你是谈判中的谈判代表，面对对方的步步紧逼，适时地在谈判中亮出自己的“底线”，是必须要掌握的谈判秘籍哦！此时，这句“这是我们能做出的最大让步了。
 ”可以帮你摆脱谈判的困窘。


一句话告别NG

谈判桌上气氛紧张、剑拔弩张，谈判陷入了僵持的局面，此时想要亮出自己的底线，你可以说：


It's about the best we can do.





不NG必备词


acceptable可接受的

negotiation谈判

bottom line底线

discount折扣

current price时价

port dues港口税

price range价格范围

reduce the price降低价格

requirement要求

compromise妥协

world market price国际市场价

value of foreign trade对外贸易值


不NG必备句



巧妙试探


如果对客户不熟悉，可以试探性地了解一下对方的心理预期，从而对谈判计划做出适时调整。

● Is the price within reach?

这个价格可以接受吗？

● What is your acceptable price range?

你们可接受的价格范围是什么呢？

● We can't be sure what you want unless you tell us.

你不告诉我们，我们也不清楚你想要什么。

● Please explain whether your prices are for what they need or for your limits?

这个价格是你们的要求还是底线？

● What's your budget?

你们的预算是多少？


亮出底线


面对对方的压价，要亮出自己的底线，这时可以这样说。

● I will keep my end of the negotiation.

我会在谈判中坚持我的底线。

●××is the lowest price we can accept.

××是我们能接受的最低价格。

● If you keep reduce the price,it's unless for us to continue.

如果你们继续压低价格，那我们也没有必要继续下去了。

● We can give you a15 percent off discount,it's our bottom line.

我们可以打八五折，这是我们的底线了。

● We can consider your requirement,but the price can be no less than××.

我们可以考虑你的要求，但是不能比××再低了。


折中妥协


在最后时刻，不妨做出小小的让步，有时换来的是更大的利益。

● Let's compromise.

我们各退一步吧！

● We could add it to the agenda.

我们可以把它加到日程里。

● We'd like to make some concessions.

我们可以做一些让步。

● We'd like you to consider our request once again.

我希望你们能再考虑一下我们的建议。

● We are willing to reconsider our prices.

我们愿意重新考虑一下价格。


产品质量


产品质量是谈判中的重要砝码，谈到质量时可以这样说。

● Our productsare of great quality.

我们的产品质量上乘。

● I can assure you the quality of our product.

我们可向您保证我们的产品价格。


不NG实景对话



● I hope we'll come out from this meeting as winners.



我希望这次会谈能产生双赢局面。


A: Welcome to our factory.欢迎到我们工厂来。

B: Thank you! I'm glad to be here. And I hope we'll come out from this meeting as winners.

谢谢！我很高兴到这里来。我希望这次会谈能产生双赢局面。


● I do hope we can both find a common ground on this.



我真心希望我们可以在这一点上取得一致。


A: I do hope we can both find a common ground on this.

我真心希望我们可以在这一点上取得一致。

B: This is our mutual benefits.And I hope you will consider my suggestion before.这符合我们共同的利益。我希望您能考虑一下我先前提出的建议。

A: I will think about it.我会好好考虑的。


词组点睛
 　common ground　共同点，一致之处

find a common ground on　达成共识


● You would have to insist if you were me.



如果你是我你也不得不坚持。


A: I hope you may make some compromise.我希望您能做出一些妥协。

B: I also want to,but you would have to insist if you were me.我也想，但是如果你是我你也不得不坚持。


还可以说
 　You might have the same feeling if you were in my position.

如果你坐在我的位置上，你会有同样的感受的。

You will know how hard for me to make such decision if you

were me.如果你是我你就会知道我做出这个决定有多么困难。


● Can we make a compromise here? 我们能在这里达成一个妥协吗？


A: We seem to have problem in item13.Our position is you can't get this service for free, but you insist so.　我们两方似乎在第13条款上存在问题。

我方认为贵方无法免费获得此项服务，而贵方坚持如此。

B: Can we make a compromise here? How about you offer us a trial period first?

我们能在这里达成一个妥协吗？不如贵方先行提供一段试用期如何？

A: That sounds good.听起来不错。


● What will you offer if we agree to sign a three-year contract?



我方若同意签订一份3年期合同，贵方能有何优惠？


A: We want to what will you offer if we agree to sign a three-year contract?

我们想知道如若我方同意签订一份3年期合同，贵方能有何优惠？

B: We have to discuss this new situation.But we assure you a favorable contract.　我方需要再研究一下这个新情况。但是我方保证为贵方提供一个优惠合约。


单词点睛
 　a favorable contract　优惠合约


像老外一样张口即来



情景对话


Client: After going over your price-list and catalogues,we find your price are much higher than those offered by other suppliers.

Anna: It's more expensive, but our commodities have come up to export quality standard and the packages are excellent designed and printed. In this sense,our products are moderately priced.

Client: Your products are attractive in design,but your price is not competitive in this market.

Anna: You must take quality into consideration.As you may know,our products are of high quality and in great demand in your country.

Client: But the price difference should not be so big.If you are prepared to cut down your price by8％,we might come to terms.

Anna:8％?I'm afraid you are asking too much.5％is the highest reduction we can afford.


Client: You certainly have a way of talking me into it.

Anna: I can assure you that our price is most favourable.

Client: But,I think I need one more day to reconsider.

客户：看了你们的价格表和目录表后，我们觉得贵方的价格比其他供应商的报价高很多。

安娜：虽然我们的产品是要贵一点，但我们的产品达到了出口质量标准，包装设计极佳，还有专门的印花。这样看来，我们的产品价格很合理。

客户：贵方产品的设计的确很吸引人，但是你们的价格太没有市场竞争力了。

安娜：你必须要考虑质量问题。你知道的，我们提供的都是高质量产品，并且在你们国家卖得很好。

客户：但你们的价格和市场价格相差太远了，如果你们降价8％，我们就达成协议了。

安娜：8％？恐怕你要求的降价太多了，我们最多降价5％。


客户：你很有办法说服我。

安娜：我可以向你保证我们的价格是最优惠的了。

客户：我想我还需要考虑1天的时间。

Unit7　贵方如何付款呢—支付方式


OOPS! NG　场景！


谈判过程中大体的合作方式谈妥后，最后要敲定的就是具体的收货和付款方式了。在商务贸易尤其是对外贸易中，常见的付款方式有汇票付款、信用证付款等；支付的方法也多种多样，如分期支付、一次性支付等。如果想询问对方支付的方式，你可以说“你们想怎么付款？
 ”那么，这句话用英语要如何表达呢？


一句话告别NG

询问对方对支付方式的看法，你可以说：


How would you like to handle the payment terms?





不NG必备词


terms of payment付款方式

irrevocable不可撤销的

remit汇款

letter of credit信用证

draft汇票

international business国际贸易

draw on sb.向某人开出

terms of payment付款条件

clean draft光票，普通汇票

invoice发票

letter of credit信用证

documentary collection跟单托收


不NG必备句



谈论付款方式


由于付款方式多种多样，谈判时谈论付款方式用到的表达有这些。

● Now what are your terms of payment?

你们的付款方式是什么？

● Which mode of payment do you prefer?

您喜欢哪种付款方式？

● Many terms of payment are employed in international business.

在国际贸易中，人们有很多的付款方式。

● In your opinion,when shall we open a letter of credit?

依您的意思，我们什么时候开立信用证呢？

● With the increasing business between us,perhaps we shall see

whether we can agree to D/P terms.

随着我们贸易往来的增多，我们或许会考虑是否同意付款交单的方式。

● We require payment by irrevocable letter of credit.

我们要求不可撤销信用证。

● Letter of credit is fine with us.

我们接受信用证。

● I'd be more willing to work with you if you agree to demand drafts to pay invoices.

如果你愿意以汇票方式付款，我会更愿意和你合作。

● Can we pay by direct deposit?

我们可以直接汇款吗？


付款条件


是一次性付清还是分期支付，关于付款的条件也要谈清楚哦！

● Can we pay in three payments?

我们可以分3次付款吗？

● Can you accept30-day payment terms?

你们可以接受30天内付款的条件吗？

● Is it possible for you to pay in one lump sum?

你们有没有可能一次性付清？

● Paying in installments is better for us.

分期付款对我们来说比较好。

● I'm afraid we can't accept your terms of payment,and is there any possibility to be more flexible?

恐怕我们不能接受你方的支付条件，能不能再灵活一点？

● If that's the case,I'll have no alternative but to accept your terms of payment.

如果那样的话，除了接受你们的付款条件我别无选择。


“发票”相关词


commercial invoice商业发票

consular invoice领事发票

provisional invoice临时发票

final invoice结算发票

original invoice发票正本

duplicate invoice发票副本


不NG实景对话



● What about the payment terms? 有关支付的条款是什么？


A: I'm very clear about the contract terms. But what about the payment terms?我对合同上的条款没有问题了。但是有关支付的条款是什么？

B: We have a special pact here.我们有一个专门的协议。


词组点睛
 　payment terms　支付条款


● Do you accept cash payment? 能用现金付款吗？


A: Do you accept cash payment?能用现金付款吗？

B: Yes,we do.And we usually offer1％discount if you pay in cash.可以。

并且如果你支付现金我们通常会提供1％的折扣。


词组点睛
 　pay（in）cash　付现金


● Can we use my certified check? 我们可以使用保兑支票吗？


A: Can we use my certified check?

我们可以使用保兑支票吗？

B: I'm sorry,but all purchase must be paid in currency.

不好意思，所有购买必须是现金支付。


词组点睛
 　certified check　保兑支票


● We require L/C payment. 我方要求信用证支付。


A: What is the payment requirement?付款的要求是什么？

B: We require L/C payment.我方要求信用证支付。


词组点睛
 　payment requirement　付款的要求


● You have to be clear that based on our contract, any delay in payment will cost additional fee.



你要清楚任何延迟付款的行为都会导致额外费用。


A: Is it possible that we have a grace period?

能宽限一段时间吗？

B: You have to be clear that based on our contract,any delay in payment will cost additional fee.

你要清楚任何延迟付款的行为都会导致额外费用。


词组点睛
 　grace period　宽限期


● According to our terms of payment, you need to pay the bill before next month. 根据付款细则，你方需在下月前完成支付。


A: Our contract will come into effect from now on.

我们的合同从现在起正式生效。

B: I also remind you that according to our terms of payment,you need to pay the bill before next month.

我提醒您根据付款细则，你方需在下月前完成支付。


词组点睛
 　come into effect　生效


像老外一样张口即来



情景对话


Tait: Hello.Very nice to see you again!

Frank: Hello.I'm glad to meet you too!

Tait: Now shall we continue our last conversation?What kind of payment do you prefer?


Frank: Sure.We hope the term of payment is DAP.

Tait: Well,my company always do L/C.DAP may be too risky for us.

Frank: But as you know, opening the L/C costs too much, and the procedures are troublesome.

Tait: Look,it's our first time to cooperate.We have made great concession in the price. And we also hope that we can have a long-term cooperation in the future.

Frank: Of course.We hope so too.

Tait: But we have no precedent.Hmmm,let's see how we can solve this problem.

Frank:How about30％DAP and70％L/C?


Tait: OK.That's deal!

Frank: Thank you very much!When shall we start to sign a contract?


Tait: At any time.

泰特：您好，很高兴再次见到您！

弗兰克：您好，我也很高兴再次见到您！

泰特：现在，让我们继续上次的谈话吧。你们想选用怎样的付款方式？


弗兰克：好的。我们希望用目的地交货付款。

泰特：我们公司一直用信用证付款。目的地交货付款会给我们带来更大的风险。

弗兰克：你也知道，开立信用证费用高，手续也比较麻烦。

泰特：你看啊，这是我们第一次合作。我们已经在价格上给了最大的优惠了。我们希望将来能与贵公司有更长远的合作关系。

弗兰克：当然我们也希望如此。

泰特：但是我们没有先例。嗯，让我们看看怎么来解决这个问题。

弗兰克：那么30％目的地交货付款、70％信用证付款怎么样？


泰特：那好吧。就这样定了！

弗兰克：非常感谢。那我们什么时候签订合同呢？


泰特：随时可以。

Unit8　终于拿下了—成功下单


OOPS! NG　场景！


经过坚苦的谈判，终于达成了一致的意见，既然谈判的主要问题都敲定了，那就赶紧下单吧！可是，如何委婉地催促客户下单呢？可以试着问问对方“您准备好下单了吗？
 ”


一句话告别NG

生意场上千变万化，谈妥了价格，赶紧趁热打铁，让客户下单吧，用英语敦促可以下单你可以说：


Are you ready to place your order?





不NG必备词


order订购

intend打算

substantial order大宗订单

minimum quantity最低订货量

execution执行

celebrate庆祝

cash payment现金支付

place an order下订单

dispatch发货

order form订单表

delivery交货

reasonable合理的

shortage短缺

certified check保付支票


不NG必备句



确认订单细节


确定订单时，数量、型号等这些细节都马虎不得哦。

● We want to order3000 computers.

我们想订3000台电脑。

● You must fill out this order forms.

你需要填一下订单表。

● How many do you intend to order?

你们打算订多少？

● We shall place substantial orders with you.

我们将向你们大量订购。


交货事宜


交货事宜很关键，千万别忘了确认交货细节。

● When would you be able to ship it?

你们什么时候能交货呢？

● How do you like the goods dispatched?

你们用什么方式发货？

● When can you effect shipment?

什么时候能交货？

● Can you supply us right away?

能立刻交货吗？

● Let's iron out the remaining details.

让我们确认一下剩下的细节。

● I hope you can have these goods delivered before the end of October.

我希望你们能在10月末前交货。


下单成功


终于谈妥了，别忘了向对方表达自己真诚的感谢哦。

● Thank you very much for the order.

十分感谢你的订货。

● It's a pleasure working with you.

和您合作很愉快。

● I am looking forward to cooperating with you again.

期待与您再次合作。

● Nice to do business with you.

很高兴与你做生意。

● We are happy to have an opportunity to cooperate with you.

我们很高兴与您合作。

● It's always been a pleasure doing business with you.

与您做生意一直很愉快。


谈判成功


That sounds really reasonable.听起来不错。

I'm in complete agreement.我完全同意。

I'm glad we are all done.真高兴一切都成了。

Let's go out to celebrate.我们出去庆祝一下吧。


不NG实景对话



● We are very glad to receive the order from you.



我们很高兴接到您的订单。


A: We would like to order200 tablets.

我们想订购200台平板电脑。

B: We are very glad to receive the order from you. We'll prepare it right away.我们很高兴接到您的订单。我们会马上为您处理。


还可以说
 　We thank you for your order.感谢您的订单。


● Could you please tell me the minimum quantity required in an order?



您可以告诉我贵公司一次交易的最低订货量吗？


A: Could you please tell me the minimum quantity required in an order?您可以告诉我贵公司一次交易的最低订货量吗？

B: We require a minimum of10,000 at a time.

我们要求一次至少订货10000。


词组点睛
 　a minimum of　至少


● May I ask when do you want to take delivery?



请问你们要求何时交货？


A: We'd like to order2,000 more of this refrigerator.

我们想增订2000台冰箱。

B: May I ask when do you want to take delivery?

请问你们要求何时交货？


词组点睛
 　take delivery　收货，提取


● We assure you a delivery of5000 units before November13th.


我方向您保证在11月13日之前交付5000台。

A: We assure you a delivery of5000 units before November13th.

我方向您保证在11月13日之前交付5000台。

B: We appreciate your execution of our order.We'll place more if this one goes well.

我方欣赏贵方对我方订单的处理。如果这次订货成功，我方将有更多订单。


单词点睛
 　appreciate　欣赏，感激


● When can we expect to receive them?



我们什么时候能收到货？


A: When can we expect to receive them?

我们什么时候能收到货？

B: You should receive them next month.

下个月你们应该能收到。


● What quantity would you need?



您需要的量是多少？


A: We'd like to place an order for item No.113. Can you provide us with you current stock?我方想订购113号商品。贵方能否现货供应呢？

B: What quantity would you need?您需要的量是多少？


像老外一样张口即来



情景对话


Mr.Wolfe:I would like to order your products.
 Are they in stock now?

Dong Yang: Some of them are not.What products do you want to book?


Mr.Wolfe: The same as our last order but I want500 sets this time.

Dong Yang: Let me check.We need to produce50 sets for you again.

Mr.Wolfe: Can you guarantee the goods to be exactly the same quality as the previous order?

Dong Yang: Of course. We need10 days to produce and15 business days for delivery.

Mr.Wolfe: OK.I will send our official order to you today.

Dong Yang: I can send PI to you tomorrow.

Mr.Wolfe: Sure,okay.

Dong Yang: We appreciate your business and look forward to serving you again soon.

Mr.Wolfe: I think you will.

伍尔夫先生：我想要订购你们的产品。
 现在有库存吗？

董阳：有一些没有了。您想要预订什么产品？


伍尔夫先生：与上一次订单一样，但是这次的数量是500台。

董阳：让我看看。我们需要再为您生产50台。

伍尔夫先生：您能保证这次货物的质量与上一次订单的质量是一样的吗？

董阳：当然。我们需要10天的生产时间和15天的运送时间。

伍尔夫先生：好的。我会在今天给您发送我们的正式订单。

董阳：明天我能把形式发票发给您。

伍尔夫先生：好的，没问题。

董阳：我们感谢您的订购，并且期待很快能继续为您服务。

伍尔夫先生：我想你会的。

Unit9　合约细节要看清—合同细则


OOPS! NG　场景！


如果说商议价格是一个斗智斗勇的过程，那么签订合同就是一个求细求稳的事情。签订合同时除了要注意细节，了解一些合同用语也是不能少的。拿着商讨了几天的合同，询问对方是否可以签订时可以这样问：“合同现在这样可以了吗？
 ”


一句话告别NG

不知道如何用英语询问对方是否可以签订合同？不必尴尬！下面的句子帮你轻松应对：


Is the contract acceptable now?





不NG必备词


make out起草

revise修改

go over浏览

modification修改

expire期满

concession让步

carry out执行

overdue逾期

point by point一点一点地

pact协议

terminate终止

as a rule理论上

think about考虑

payment terms支付条款

mutual共同的

item合同条款

grace period宽限期


不NG必备句



合约细节磋商


在签合约前，合约中一些细节的条款需要充分了解，如果不明白的话，可以这样问。

● Can we make a compromise here?

我们能在这里达成一个妥协吗？

● Do you always make out a contract for every deal?

每笔交易都需要订一份合同吗？

● If I sign here,that makes me Party B,right?

如果我在这里签字的话，那我就算是乙方了，对吗？

● We seem to have problem in item13.

我们双方似乎在第13条款上存在问题。


具体协商


合约内容有争议是经常出现的情况，如何巧妙地和对方协商解决争议？这就需要你有良好的沟通和协商能力了，具体协商时，下面的表达会助你一臂之力！

● Shall we take up the matter point by point?

我们逐点研究一下，可以吗？

● I do hope we can both find a common ground on this.

我真心希望我们可以在这一点上取得一致。

● You will know how hard for me to make such decision if you were me.

如果你是我你就会知道我做出这个决定有多么困难。

● Will you consider a larger deal if we make some modifications here?

如果我方在此做一些修改，你方能否考虑增加订单呢？

● I'd like to stop and think about this for a little while.

先暂停一下，我想先想想这个问题。

● We assure you a favorable contract.

我方保证为你方提供一个优惠合约。

● I hope you may make some compromise.

我希望你能做出一些妥协。

● This is our mutual benefits.And I hope you will consider my suggestion before.

这符合我们共同的利益。我希望你能考虑一下我先前提出的建议。

● We can't agree with the alterations you want to make to the contract.

我们无法同意对合同的变动和修改。

● Here's my signature.

我签好了。

● Here's your copy of the contract.

这是你的那一份合同。


“合同”相关词


to draft a contract起草合同

to alter the contract修改合同

contract terms/clause合同条款

to bring a contract into effect使合同生效

to terminate the contract解除合同

to carry out a contract执行合同

to break the contract毁约

to cancel the contract撤销合同


不NG实景对话



● We have agreed on all of the terms in the contract.



我们对合同各项条款全无异议。


A: We have agreed on all of the terms in the contract.

我们对合同各项条款全无异议。

B: Sounds like we've found some common ground.

听起来我们好像已经达成共识了。


还可以说
 　I don't see any problems with contract.我认为合同没问题。

We're satisfied with this contract.我们对这份合同很满意。


● I'm trying to make a middle ground here.



我正在尝试寻得一个中间点。


A: How's the negotiation going with RET?Do you sign the contract?

和RET的谈判怎么样了？你签合约了吗？

B: We've reached agreement on most of the items. We still have some problems with item4 and item9, but I'm trying to make a middle ground here.

我们在大部分条款上已经取得了共识。但在第4和第9条上仍有分歧，我正在尝试寻得一个中间点。

A: Good luck to you！祝你好运！


● Is the contract acceptable now?



合同现在这样可以了吧？


A: Is the contract acceptable now?

合同现在这样可以了吧？

B: I made a very close study of the draft contract.There are a few points which I'd like to bring up.

我细审了合同草案。有几点我想提一下。


单词点睛
 　bring up　提出……供讨论


● Is there any room for compromise on the royalty rate?



权利金是否还有协商空间？


A: Is there any room for compromise on the royalty rate?

权利金是否还有协商空间？

B: We would be happy to give you a deeper discount,providing you sign a two-year contract.

只要你签约2年，我们乐于给你更多折扣。


● Are you ready to sign?



准备好可以签字了吗？


A: Are you ready to sign?

准备好可以签字了吗？

B: I think we should get this in writing.

我想我们应该把这个写进合同里。


● When should we sign the contract?



我们什么时候签合同？


A: When should we sign the contract?

我们什么时候签合同？

B: We'll revise the contract this evening, and have it ready to be signed tomorrow morning at ten.How's that?

今天晚上我们修改一下合同，准备明天早上10点签约，怎么样？


像老外一样张口即来



情景对话


Mr.Jones: Well, Mr. Watson, I think we had a good start of our cooperation yesterday.Let's go on with our business talk.

Mr.Watson: Why not? I've reconsidered about your price. I have to say that your price is on the high side,which will put us in a tide corner.Is there any possibility to reduce your price?

Mr.Jones:If you compare the quality of our goods with that of other companies, you will see our price is very reasonable.
 But we may consider making some concessions in our price for the long-term friendship between us.

Mr.Watson: We really appreciate it.As to payment,the term we wish to adopt is by confirmed and irrevocable L/C.

Mr.Jones: OK.Then what about the method of delivery?


Mr.Watson: We'd like to have our goods sent by air.

Mr.Jones: Any special requirements?

Mr.Watson: In order to avoid any possible damage in transit, we would ask you to pack the goods in strong but small wooden cases.

Mr.Jones: We'll do as you desire on the condition that the extra freight has to be paid by you.

Mr.Watson: That's all right.Will it also be written in the contract?

Mr.Jones: Yes, I'll make a note of that. I believe that we can proceed on those terms.Shall we draw up an agreement on a tentative basis?


Mr.Watson: That will be fine. Then we can confirm the terms at our meeting tomorrow.

琼斯先生：沃森先生，我想我们昨天已经有了一个良好的开端，现在让我们继续谈谈合作的问题吧。

沃森先生：好的。我重新考虑了你们的价格。非常遗憾地说，你们的价格偏高，这会使我们陷入困境。你们能不能降低价格呢？

琼斯先生：如果您比较一下我们和其他公司的商品，您会发现我们的价格非常合理。
 但为了我们之间长久的合作关系，我们愿意在价格方面做出让步。

沃森先生：非常感谢。我们的付款条件是保兑的不可撤销的信用证。

琼斯先生：好的，那么运送方式呢？


沃森先生：希望用空运。

琼斯先生：有什么特殊要求吗？

沃森先生：为避免运输中可能的损坏，我们要求你方用坚固的小型木箱包装。

琼斯先生：我们会照办，额外运费由你方支付。

沃森先生：没问题，这个要写进合同吗？

琼斯先生：是的，我会做好笔记。我相信我们双方都会遵守这些条款。我们草拟一份暂时合同好吗？


沃森先生：好的，那么我们就能在明天的会议上对条款作进一步确定了。

Unit10　一纸合同定终身—签订合同


OOPS! NG　场景！


谈妥了一笔大买卖，马上要签合同啦！等等，签合同可不是那么简单的，合同里的条款要仔细看清楚哦，包括付款时间、付款方式、交货时间、附加条款，等等。想跟对方说“签约之前我想再看一遍
 ”的时候可不能NG哦。


一句话告别NG

如果没有对合同中的内容审核清楚就草草签字，一旦发生问题，可能就会损失惨重。想再认真看一遍合同，你可以说：


I'd like to look this over before I sign it.





不NG必备词


contract合同

signature签字，签名

make concession做出让步

clause条款

sign a contract签订合同

remittance汇款

agreement协议，合同

bring up提出

arbitration仲裁

modification修改

quotation报价单

sale contract销售合同


不NG必备句



准备合同


在谈判的过程中，交易各项细节已敲定，可以根据这些信息拟出一份合同了。

● Here is a copy of our contract.

这是我们的一份合同。

● I'll draw up an agreement at once.

我会立刻草拟一份合同。

● We'll have the contract ready for signature.

我们会准备好合同待签字。

● Do you always make out a contract for every deal?

每笔交易都需要订一份合同吗？

● The contract will be ready in no time.

合同马上准备好。


商讨细节


合同中有问题，一定要及时提出来做修改，可以这样说。

● Please go through the details of the contract.

请查看一下合同细节。

● Shall we take up the matter point by point?

让我们逐条来讨论一下。

● There are a few points which I'd like to bring up.

有几个问题我需要提一下。

● I think we should include an arbitration clause in the contract.

我认为我们应该在合同中加入仲裁条款。

● We need to make some changes about the payments.

这份合同关于付款的地方还需要改。

● We ought to clear up problems arising from the contract.

我们应该清理一下合同中出现的问题。

● We both want to sign a contract,and we have to make some concessions to do it.

我们双方都想要签署一份契约，因此我们必须做出一些让步。


签订合同


合同没有问题的话，就可以签字了。

● Everything is clear,so where do I sign?

一切都很清楚，我在哪儿签字？

● Just sign there on the bottom.

那么，就请在这里签个名。

● Good.I'm glad we're all done.

太好啦，我真高兴一切都完成了。


外贸“合同”上都有啥


Sellers卖方

Unit Price单价

Buyers买方

Total Amount数量

Article No货号


不NG实景对话



● I'd like to stop and think about this for a little while.



先暂停一下，我想先想想这个问题。


A: All we have to do is sign the contract.　剩下的只要签订个契约就行了。

B: I'd like to stop and think about this for a little while.

先暂停一下，我想先想想这个问题。


词组点睛
 　for a little while　一会儿


● I think we should get the payment term in writing.



我想我们应该把付款项写进合同。


A: Are you ready to sign?准备好可以签名了吗？

B: I think we should get the payment term in writing.

我想我们应该把付款项写进合同。


词组点睛
 　payment term　付款项


● I just want to explain our hesitation about your pricing estimate.



我只是想说明我们对你们估价上的疑虑。


A: Before we sign,let's go point-by-point.签约前我们逐条再看一次内容。

B: I just want to explain our hesitation about your pricing estimate.

我只是想说明我们对你们估价上的疑虑。


词组点睛
 　pricing estimate　估价


● We've made changes you asked for.



我们按你们的要求做出了修改。


A: We've made changes you asked for.我们按你们的要求做出了修改。

B: Great.In that case,we can sign the contract.

太棒了，如果是那样的话，我们可以签合同了。


● Do you have any problems with the contract?



你们对这份合约有任何疑问吗？


A: Do you have any problems with the contract?

你们对这份合约有任何疑问吗？

B: Well,our attorneys will look it over first.我们的律师会先审查合约。


● Here's my signature. 我签好了。


A: Here's my signature.我签好了。

B: Good.I believe we'll have a pleasant time working together.

我相信我们的合作将会十分愉快。


像老外一样张口即来



情景对话


Anna:Here's the draft of our contract. Could you please go over it and see if everything is in order?


Tubman: Thank you.Um……maybe we should add a term here"if one party fails to observe the contract,the other will be entitled to cancel it,and the loss for that reason should be borne by the side breaking the contract.”

Anna: That's OK.I shouldn't have ignored it.Anything else you've noticed?

Tubman: Well here,we mentioned the deferred payment for some of the items,but it has not been included in the contract.

Anna: Someone has made a mistake.I'll take care of it right away.

Tubman: OK.I think we've got everything clear now and we can sign it.

Anna: Well,Each of us will sign two copies of the contract:the Chinese copy and the English one.Here they are.

Tubman: After you.

Anna: Please sign your name here.I'll sign it here.

Tubman: Done.Congratulations.

安娜：这是合同的草案，您能看看是不是所有的事项都合适？


特伯曼：谢谢。呃……，也许这里应该加上一句“如果一方未能履约，另外一方有权终止合同。因此所造成的损失由违约方承担。”

安娜：可以。我不应该忽略这一点。你发现还有什么别的问题吗？

特伯曼：这里，我们已经提到了延迟几种货品的付款，但没有写进合同里去。

安娜：一定是谁搞错了。我会马上处理好这件事的。

特伯曼：好的。我看一切都清楚了，很快可以签字了。

安娜：好，我们每人签两份，中文和英文各一份。给你。

特伯曼：你先请。

安娜：请在这里签名，我在这里签。

特伯曼：好了，祝贺。


商务写作范本要求修改合同


Dear Mr.Smith,


Thank you for your email of yesterday with the terms and conditions and the draft contract in attachment.
 We will not be able to have the L/C opened in August30 to September15 according to international procedures.However we have no disagreement on all the other parts of your draft contact.We apologize for any inconvenience that caused and thank you in advance for your understanding and cooperation.


Regards,

Li Xiao

亲爱的史密斯先生：


感谢您昨天回复了邮件，并随附件里发送了条款和合同草稿。
 根据国际程序，8月30日到9月15日之间，我们不能为贵公司开信用证。但我们对合同草稿其余内容没有异议。对此产生的不便，我们深表歉意，并且提前感谢您的理解与合作。


致敬

李晓


Chapter7　贸易往来

Unit1　我方非常希望有机会和贵方合作—寻求合作


OOPS! NG　场景！


贸易合作的第一步就是找到心仪的合作对象，然后向对方表达自己的合作意愿。第一次向对方表示自己的合作意愿时要如何诚挚而友好地向对方表达呢？想表达自己的合作期望你可以跟对方说“我们愿与贵方开展这方面的业务。
 ”那么这句话用英语要如何说呢？


一句话告别NG


合作要有诚意，用英语表达寻求合作的意愿时可以直接说：


We express our desire to trade with you in this line.



不NG必备词


think over仔细考虑

get back to sb.将消息反馈给某人

join one's team加入某个团队

share份额

recommend推荐

establish trade relations with建立贸易关系

trade reputation商业信誉

trade with sb.与某人做交易

for your reference以供参考

leading exporter主要出口商

interest兴趣

in black and white以书面的形式


不NG必备句



寻求合作


表达合作意愿，用到的表达可能有这些。

● You're recommended to us by one of our reliable partners.

贵公司是我们的一个可靠的合作伙伴介绍的。

● I'm calling to inquire about the possibility of establishing trade relations with your company.

我打电话来想探询与贵公司建立贸易关系的可能性。

● It is said that you are the leading exporter of Chinese silk garment.

据说，贵公司是中国丝绸服装的大出口商。

● Would you be willing to join our team?

你愿意加入我们吗？

● I know you have great knowledge and experience in international markets, so I invite you to join us and act as an advisor to our marketing staff.

我知道你在国际市场方面有丰富的学识和经验，所以我邀请你加入我们，做我们销售人员的顾问。

● We always adhere to the principle of equality and mutual benefit.

我们一向遵从平等互利的原则。

● Your new products are of great interest to us.

我们对你们的新产品非常感兴趣。

● I know little about your product.

我对你们的产品了解不多。

● I came here to see whether it is possible to import a number of your

products into the U.S.

我特地来与您商谈向美国进口贵公司一些产品的可能性。

● We want to buy textile from you.

我们想买贵公司的纺织品。


对方回应


对方回应你的意愿时，可能会这样说。

● I need a little time to think it over.

我需要点时间考虑一下。

● I'll get back to you tomorrow.

我明天给你消息。

● We'll see what we can do.

我们会尽力而为的。

● The price lists and the brochures of this new series will be sent to you tomorrow for your reference.

这个新系列的产品价目表和商品手册会在明天给你，以供参考。

● We express our desire to trade with you in this line.

我们愿与贵方开展这方面的业务。

● I'm thinking that we'll have some business opportunities.

我认为我们两家公司会有一些业务往来的机会的。


贸易常用缩写词


quotn=quotation报价单

S.A.=Statement of Account账单

S/C=sale contract售货合同

T.T.=telegraphic transfer电汇

recpt=receipt收据

remit.=remittance汇款


不NG实景对话



● Is there anything that you are particularly interested in?



您有特别感兴趣的产品吗？


A: Is there anything that you are particularly interested in?

您有特别感兴趣的产品吗？

B: Yes,I'm interested in electronic products.

是的，我对电子产品感兴趣。


词组点睛
 　be interested in　对……感兴趣


● There will be a share of38％of our profits from the launch events for you.



你可以得到市场宣传所得利润的38％。


A: What about my profit?

我的利润是多少呢？

B: There will be a share of38％of our profits from the launch events for you.

你可以得到市场宣传所得利润的38％。


词组点睛
 　launch events　宣传活动


● Regarding our financial position, credit standing and trade reputation, please refer to our bank.



关于我们的财政状况、信用地位以及商贸信誉，请向我们的开户银行了解。


A: Could you introduce your company?

您能介绍一下你们公司吗？

B: Regarding our financial position, credit standing and trade reputation, please refer to our bank.

关于我们的财政状况、信用地位以及商贸信誉，请向我们的开户银行了解。


词组点睛
 　financial position　财政状况

credit standing　信用地位

trade reputation　商贸信誉


● You've got to write everything up in black and white, or else later on, you could have some bad feelings between the two companies if expectations are different.



你们必须把每件事情都提前写在纸上，否则如果两个公司的期望值不同，日后很快就会发生不快。


A: You've got to write everything up in black and white, or else later on, you could have some bad feelings between the two companies if expectations are different.

你们必须把每件事情都提前以书面形式写在纸上，否则如果两个公司的期望值不同，日后很快就会发生不快。

B: Thank you for your advice.

谢谢你的建议。


词组点睛
 　black and white　以书面形式


● We express our desire to trade with you in this line.



我们愿意与贵方展开这方面的业务。


A: We've achieved many potential customers in these years.

我们这些年有很多潜在客户。

B: We express our desire to trade with you in this line.

我们愿意与贵方展开这方面的业务。


词组点睛
 　trade with　与……做生意


● I wish a successful transaction between us.



希望我们的交易获得成功。


A: I wish a successful transaction between us.

希望我们的交易获得成功。

B: I hope so.

我也希望如此。


单词点睛
 　transaction　交易


像老外一样张口即来



情景对话


Andrew: Hello,sir.Is there anything I can help you?


Jack: Well,I'm interested in your bed-covers.

Andrew: We can supply bed-covers of all types and sizes.

Jack: That's fantastic. Do you have any catalogue or brochure that I can take with me?

Andrew: Of course. Here is a series of catalogue of our latest types,and here is a detailed list of our offer.

Jack: Thank you.As soon as we have any further inquiries,I'll give you a call.

Andrew:I hope we can do business together, and I look forward to hearing from you soon.


安德鲁：您好，有什么可以帮您的吗？


杰克：哦，我对你们的床罩很感兴趣。

安德鲁：我们可以供应各种款式和大小的床罩。

杰克：很好，你们有我可以带走的资料吗？

安德鲁：当然，这是我们最新的产品目录，还有我们的报价清单。

杰克：谢谢。只要我们想要进一步询盘，就会给你打电话的。

安德鲁：希望我们有机会合作，我静候您的佳音
 。

Unit2　您比较喜欢哪种包装方式—包装运输


OOPS! NG　场景！


包装是在双方贸易往来中货物运输时必不可少的环节，通常为保护货物或产品、便于装卸、储运，我们一般会采用容器或材料等物品对货物进行包封，这样防止运输过程中货物或产品发生破损或变形。想征询对方对包装材料的意见要如何说？一句“您对包装有什么好建议吗？
 ”可以帮你解决燃眉之急啦！


一句话告别NG

如果对方对货物包装有特殊的要求，在包装运输前可以先征询对方的意见，这时你可以说：


Do you have any good advice for the packaging?





不NG必备词


environmentally friendly有益环境的

cost-effective划算的

transport package运输包装

outer package外包装

be divided into被分为

installment分期，分批

manufacturing制造的

plastic塑料的

go against不利于

consumer package销售包装

inner package内包装

package stage包装阶段

prompt delivery即刻装船

transport package运输包装


不NG必备句



包装材料


和对方商讨包装材料时用到的表达有这些。

● I prefer to use paper bags.

我更倾向于用纸袋。

● Do you have any good advice for the packaging of sweaters?

您对针织衫的包装有什么好建议吗？

● Using plastic bags are more cost-effective,but go against environment protection.用塑料袋比较划算，但不利于环保。

● How about to combine these two materials,plastics and paper?

如果我们将塑料和纸两种材料相结合呢？


包装注意事项


关于包装涉及的其他问题，谈论时你可以这样说。

● Are there any special problems need to be noticed?

有特别需要注意的问题吗？

● The packaging has to meet the sanitary standard.

包装必须要达到卫生标准。

● The packaging process should follow the principle of rationalization.

包装过程应遵循合理化原则。

● The packaging is also involved in cost saving,so you should choose

the most appropriate materials for your goods.

包装还会涉及成本问题，要依据货物选择最适当的材料。

● It is better to fill some newspapers or tissues into the packing cases in order to protect the goods from collision.

包装箱内最好填充些报纸或纸巾，以免货物相互碰撞。


运输时间


商品包装好后，接下来涉及的就是运输问题了，讨论运输时间、运输事宜时你可以这样说。

● Do you have any doubt about the time of shipment?

你们对装运时间有什么疑问吗？

● No problem,we have enough time.

没问题，我们有足够的时间。

● We have some problems during the production,so can we delay the

shipment a little bit?

产品生产出了点问题，能不能晚点儿装运呢？

● It depends on the time of the factory delivery.

这取决于工厂的交货时间。

● These goods are very important to us,we expect that you can effect

shipment as early as possible.

这批货物对我们很重要，因此希望你们能尽早装船。

● The shipment will be made no later than early April.

交货期不会迟于4月初。

● We'll communicate with factory timely to reduce the orders so as to try to deliver earlier.

我们会和厂家及时沟通，尽量减少订单，以便提早交货。


你所熟知的包装


plastic packaging塑料封装

vacuum packaging真空包装

aseptic packaging无菌包装

flexible packaging软包装

blister packaging泡罩包装


不NG实景对话



● What is your favorite material?



您最想用哪种材料？


A: What is your favorite material?

您最想用哪种材料？

B: Compared with plastics bags, paper bags seem to be more environmental friendly,but they'll produce air and water pollution during the manufacturing process,so we need to think about it carefully.

与塑料袋相比，纸袋看似环保，但是在制造过程中会造成空气污染和水污染，因此需要谨慎考虑。


词组点睛
 　compared with　与……比较


● Could you tell me something more about the packaging inspection?



您能更详细地介绍一下包装检验的内容吗？


A: Could you tell me something more about the packaging inspection?

您能更详细地介绍一下包装检验的内容吗？

B: Packaging inspection depends on the foreign trade contract and other relevant regulations.It has two forms:sampling and spot inspection.

包装检验取决于外贸合同和其他相关规定，有两种形式，抽检和当场检验。


● Has there been any progress on the packaging issue?



包装问题有什么进展吗？


A: Has there been any progress on the packaging issue?

包装问题有什么进展吗？

B: Yes, we're working on the packaging. If there are anyproblems, we'll communicate with you immediately.

是的，我们正在进行包装，如果有问题我们会与您及时沟通的。


单词点睛
 　immediately　立即，马上


● When is the time limit for shipping?



装船期限是什么时候？


A: When is the time limit for shipping?

装船期限是什么时候？

B: Within30 days after receiving the LC.

在收到信用证后30天内。


还可以说
 　We'll ship the goods by installment.

我们会实施分批装运。

We'll plan to deliver the goods two or three weeks in advance.

我们计划提前两三周装船。


● You are allowed to ship the goods within the specified time, but, of course, it will be better if you can make prompt delivery.



您可以在规定期限内装船，不过能即刻装船当然是最好的。


A: You are allowed to ship the goods within the specified time, but, of course,it will be better if you can make prompt delivery.

您可以在规定期限内装船，不过能即刻装船当然是最好的。

B: We'll strive to get the cargos ready before the shipment.

我们会争取在装船之前把货物准备好。


● We hope you could complete shipment more promptly; do you have any way to do that?



我们希望贵公司能提早交货，有什么办法吗？


A: We hope you could complete shipment more promptly; do you have any way to do that?

我们希望贵公司能提早交货，有什么办法吗？

B: We'll manage to advance the delivery, but cannot tell youa definite date of shipment.

我们会设法提前交货，但无法确定明确的装货日期。


还可以说
 　Then how long in advance?

那提前多久呢？

If you can open a letter of credit in advance,we'll actively

cooperate with you.

如果你们能提早开出信用证，我们也会积极配合的。


像老外一样张口即来



情景对话


David:The procedures of packaging inspection are more complex. Could you tell me about it in detail?


Jack: No problem. Packaging inspection mainly includes appearance, specifications,features,logo inspection and so on.

David: Can you explain it more specifically?

Jack: It is performed to check whether the carton or wooden cases are clean, dry and without any scratches, whether the shipping mark（Mai Tou in Pinyin）is clear, and whether the method, quantity, specifications and materials of packaging meet the requirements.

David: What does the shipping mark mean?

Jack: It means the logo marked on the packaging of import-export goods,which is transcribed from the word"Mark"in English.

David:Then what issues need to be considered during the packing process?


Jack: A clear logo and property specification should be marked in the visible place of the packaging for dangerous goods.

David:What other things should I take into consideration?


Jack: You should also try to choose both light and strong materials for packaging.

David: How will the packaging be identified as unqualified?

Jack: For example, the inner and outer packaging are damaged, deformed, damp and moldy,and so on.

David: Thank you for telling me this.

Jack: You're welcome.

大卫：包装的检验程序比较复杂，您能为我介绍一下吗？


杰克：没问题。包装检验的内容主要有外观、规格、特性、标志等。

大卫：您能为我具体解释一下吗？

杰克：主要是看纸箱或木箱里外是否清洁、干燥，有无划痕。唛头标记是否清晰。包装的方式、数量、规格、材料等是否符合要求。

大卫：什么叫唛头？

杰克：唛头就是在进出口货物包装上做的标记，也就是英文中的“Mark”。

大卫：那么在包装过程中需要考虑哪些问题呢？


杰克：当然，如果是危险货物，必须在包装的醒目位置上注明标记并说明性质。

大卫：还有其他需要考虑的问题吗？


杰克：包装要尽量选择既轻便又结实的材料。

大卫：那什么样的情况会被认定为包装不合格？

杰克：比如内外包装箱破损、箱体变形、潮湿、发霉等。

大卫：谢谢您告诉我这些。

杰克：不用谢。

Unit3　为货物保驾护航—货物保险


OOPS! NG　场景！


货物保险也是贸易合作细节中经常谈论的话题，作为一名商务人士，讨论货物保险细节时必要的专业术语和表达是一定要掌握的！如果客户询问保险货物的保险类型，通常会说“贵方一般投保什么保险？
 ”那么，这句话的英文说法是？


一句话告别NG

客户在询问货物的类型时，通常会这样问：


What insurances do you generally provide?





不NG必备词


insurance保险

insurance rate保险率

consignment运送

duration持续

inspection agency检验机构

compensation补偿

claim agency理赔机构

apply for申请

extra cost额外费用

quotation报价单

calculate the premium计算保险费

make a claim申请索赔


不NG必备句



保险事宜


谈论保险的类型、投保公司等事宜时，用到的表达有这些。

● I'd like to have a talk with you over the question of insurance.

我想同您谈谈保险的问题。

● What risks should be covered?

您看应该保哪些险？

● Which company did you choose?

您选择的是哪一家公司？

● I have your goods insured at PICC.

我的货物是在平安保险公司投的保。

● Please let me have a look at your insurance rate.

请让我看看您的保险费率表。

● What's the duration of the insurance?

保险持续的期限是？

● No more than30 days after the arrival of the consignment at the port of destination.

货物到达目的港后不多于30天。

● Would you like to pay the extra cost if I increase the coverage?

如果我增加保险额，您愿意支付额外费用吗？

● That's better,but I think we need to cover more kinds of things.

这个好些，但我想我们需要投保范围再大一些。

● They suit your consignment.

这些险种适合您的货物。

● Now,how much is the insurance premium?

目前保险费是多少？

● Since you told me the goods are very important,I think this kind of insurance would be the best.

既然你说这些货物如此重要，我认为这种险别是最好的了。


保险理赔


关于保险的理赔事宜，相关的表达有这些。

● What should I file to the insurance company for approval of compensation?

为了通过保险公司的赔偿审核，我应该呈请什么资料呢？

● For approval of the insurance company,what should I prepare?

为了保险公司的审核，我应该准备什么文件呢？

● Do you know the difference between inspection and claim agencies?

您知道检验和理赔机构的区别吗？

● What is the difference between inspection and claim agencies?

检验和理赔机构的区别是什么？

● According to the actual surveys,they'll compensate you for the loss complying with the provisions of the insurance policy.

根据实际调查结果，他们会按照保险条款对贵方的损失进行赔偿。


“保险”相关词


insurance policy保险单

Free from Particular Average（F.P.A.）平安险

With Particular Average（W.P.A.）水渍险

all risks一切险


不NG实景对话



● What kind of insurance should I provide for your goods?



我应该为您的货物提供哪些保险？


A: What kind of insurance should I provide for your goods?

我应该为您的货物提供哪些保险？

B: Some kinds of insurance are suitable for my goods.

一些适合我货物的险别就可以。


● I'd like to see your insurance rate.



我想要看看您的保险费率表。


A: I'd like to see your insurance rate.

我想要看看您的保险费率表。

B: I don't have it right now and will send to you after I get back to my office via email.

我现在没有，我会在回到办公室之后用邮件发给您。


词组点睛
 　insurance rate　保险费率


● When will the insurance become invalid?



保险什么时候失效？


A: When will the insurance become invalid?

保险什么时候失效？

B: Less than30 days（included）after the arrival of the consignment at the port of destination.

货物到达目的港后30天（包括第30天）以后。


词组点睛
 　less than小于


● What documents are needed?



需要提供什么单证？


A: What documents are needed?

需要提供什么单证？

B: I'm sorry.I wish I could know it.Please inquire the inspection agency.

对不起，我多希望我知道啊，请询问检验机构。


● Will you pay the additional cost if we do as your requirement?



如果我们按照您的要求增加保险额，您会支付额外费用吗？


A: Will you pay the additional cost if we do as your requirement?

如果我们按照您的要求增加保险额，您会支付额外费用吗？

B: Yes,I will consider.

是的，我会考虑的。


还可以说
 　But the quotation should include the insurance.

但是报价应该包含保险了。


● Have you applied for the claim?



您已经申请索赔了吗？


A: Have you applied for the claim?

您已经申请索赔了吗？

B: Yes,I have.

是的，我已经申请了。


还可以说
 　Did you ask for compensation?您要求赔偿了吗？


像老外一样张口即来



情景对话


Jason: Hi,are you available now?


Mike: Yes.What can I do for you?

Jason: I would like to discuss insurance with you,if you don't mind.

Mike: No,not at all.Have you bought insurance for goods?

Jason: No, I will do it right after our discussion.What risks do you expect to be covered?


Mike: Please insure FPA and against War Risk. What other insurances do you generally provide?

Jason: WAP and all risks.

Mike: How do you calculate the premium?

Jason: The premium is calculated according to the premium rates for risks to be covered.

Mike:Can you please give me an insurance rate?


Jason: Sure.Here it is.

杰森：您好，您现在有时间吗？


迈克：有，什么事？

杰森：如果您不介意，我想要和您讨论一下保险的事情。

迈克：一点也不介意。您已经为货物投保了吗？

杰森：没有，我会在咱们讨论结束之后着手办理。您希望保哪些险？


迈克：请投保平安险和战争险。你们一般投保的保险还有哪些？

杰森：水渍险和一切险。

迈克：如何计算保费呢？

杰森：保险费是根据投保险别的保险费率计算的。

迈克：您能给我一份保险费率表吗？


杰森：当然。这就是。

Unit4　尾款收到了吗—收款问题


OOPS! NG　场景！


贸易活动中不可避免会涉及收款、催款问题。进行此类问题沟通时，语气要诚恳、体贴、彬彬有礼，不可轻易怀疑对方故意拖欠不付。但对于某些屡催不付的客户，语气则要强硬，措辞坚决。下面一起来看一下收款时有哪些技巧性的表达吧！


一句话告别NG

正式表达催款意向时，你可以说“我们希望你方尽快付清余下货款。
 ”用英语说就是：


We suggest an immediate payment of the amount due.





不NG必备词


ignore忽视

advance payment预付款

applaud称赞

preserve保持

endeavor to do sth.致力于做某事

credit standing信用状况

overdue balance逾期余额

remind of提醒

in charge of负责，主管

confirm确认

delay延期

promptly立即地


不NG必备句



催收款项


催款时一定要语气诚恳哦！你可以这样说。

● Did you receive a letter from us reminding you about the outstanding balance you have with us?

请问你收到我们提醒你支付未付余款的信了吗？

● You did not respond to our first reminder of your overdue balance of$2000.

我们提醒您支付应付的2000美元货款，您没回复。

● I want to remind of your overdue balance of$5000,but I did not get any reply.我想提醒您支付余下应付的5000美金货款，但未得到回复。

● When can we expect you to arrange the payment?

你们什么时候安排付款？

● Preserving a fine credit standing means a great deal to us.

保持良好的信用记录对我们来说很重要。


拖欠款项


如果确认对方为恶意拖欠，在和对方沟通时语气就要强硬一些了。

● The payment is now two months overdue.

付款现在已经拖欠2个月了。

● Our invoice requests full payment in60 days.

我们的发票上要求在60天内支付全额。

● I'm afraid you should send the full amount of the balance first.

恐怕我得要求你先支付全款。

● We'll have to take appropriate action,unless we have received full payment by January19th.

除非我们在1月19日前能收到全款，否则我们就得适当采取行动了。

● I can't accept that,because you have not met the agreed-upon payment schedule for the second time.

我不能答应，因为这是你们第二次没按期付款了。


称赞对方


如果对方付款及时，你可以这样说。

● You always make your payment promptly.

你们付款总是很及时。

● Thank you.We hope we can count on your continued cooperation and support.

谢谢。我们希望能够继续得到您的合作和支持。


关于“付款”的短语


terms of payment付款条件

transfer payment转移支付

full payment全部付款


不NG实景对话



● We have not received any response from you to the recent reminder we sent you on May20th about your overdue account.



我们在5月20日寄给你关于你的逾期账目的提醒。但没有收到任何回应。


A: We have not received any response from you to the recent reminder we sent you on May20th about your overdue account.

我们在5月20日寄给你关于你的逾期账目的提醒。但没有收到任何回应。

B: Sorry.I have received your letter.But we are facing a financial difficulty.

抱歉。我收到了你们的信。但是我们现在财政上有困难。


单词点睛
 　reminder　提醒


● We can no longer allow this account to continue to go unpaid.



我方要求你方立即支付此账目。


A: We can no longer allow this account to continue to go unpaid.

我方要求你方立即支付此账目。

B: We will attend to it the first thing tomorrow.

我们明天一早就会开始处理。


单词点睛
 　unpaid　未付款的


● I'm sure it is not your intention to ignore past due notices.



我相信贵方并非有意忽视催款通知。


A: I'm sure it is not your intention to ignore past due notices.

我相信贵方并非有意忽视催款通知。

B: Sorry about the delay.We want to ask if we could defer payment until the end of themonth.

对于延迟付款我们很抱歉。我们想问一下我方的付款可否延迟到月底。


● This is to acknowledge that we have received your advance payment.



兹证明我们收到了您的预付款。


A: This is to acknowledge that we have received your advance payment.兹证明我们收到了您的预付款。

B: That's good.I'm sorry about the delay.

很好。很抱歉我们付款迟了。


● We applaud you for always paying your bill on time.



你总是及时付款，对此我们很欣赏。


A: We applaud you for always paying your bill on time.

你总是及时付款，对此我们很欣赏。

B: Preserving a fine credit standing means a great deal to us.

保持良好的信用记录对我们来说很重要。


单词点睛
 　preserve　保持


词组点睛
 　credit standing　信用记录，信用状况


● We enjoyed doing business with you.



和你们合作很愉快。


A: We endeavor to provide our customer with the best product possible.

我们致力于为用户打造最好的产品。

B: We enjoyed doing business with you.

和你们合作很愉快。


词组点睛
 　endeavor to do sth.　致力于做某事


像老外一样张口即来



情景对话


Mike: Hello,Mr.Jason.How are you?

Mr.Jason: I'm good.Thank you.

Mike:I've sent you an email as a reminder of your overdue balance of
 $5000, but I did not get any reply.

Mr.Jason: Sorry.I have been on a short vacation.

Mike: That's all right.I just wanted to confirm that you have received my email.

Mr.Jason: Yes,I did.

Mike:When can we expect you to arrange the payment?


Mr.Jason: Don't worry.I will attend to it first thing tomorrow.

Mike: That's great.Your cooperation will be greatly appreciated.


迈克：你好，杰森先生，还好吗？

杰森先生：我很好，谢谢。

迈克：我给您发了邮件，提醒您支付余下应付的5000美金货款，但未得到回复。


杰森先生：不好意思，我放了一个短假。

迈克：没关系。我就是想确认一下您收到了我的邮件。

杰森先生：是的，我收到了。

迈克：你们什么时候安排付款？


杰森先生：别担心，我明天一早就会开始处理。

迈克：很好。我方对你方的合作将万分感谢。


Unit5　我对你们的产品非常失望—投诉抱怨


OOPS! NG　场景！


商务贸易过程中最怕听到合作方的投诉和抱怨了。供货也好，售后也罢，难免会遇到客户的投诉与抱怨！一旦听到“我要投诉问题！
 ”这句话时有没有瞬间头大呢？


一句话告别NG

客户在向我们投诉时，经常用到的一句英文表达是：


I need to issue a complaint.





不NG必备词


fix the fault解决故障

lodge a strong complaint提出强烈的抱怨

after-sale service售后服务

discrepancy不符

defective items次品

intend to打算做……

take measures to采取措施

solve the problem解决问题

as quickly as possible尽快

apologize for道歉

mix-up混乱

sort out挑选出


不NG必备句



客户投诉


客户投诉时通常会用到下面的表达。

● I want to lodge a strong complaint!

我要提出严厉的投诉！

● I'm very disappointed with your service.

我对你们的服务很不满意。

● I just want to complain about the after-sale service.

我想投诉售后服务。

● The quality of the goods did not meet my expectation.

货物的质量与我的预期相差甚远。

● We order those green shirts,yet you sent us blue ones.

我们要的是绿色衬衫，你们却送来了蓝色的。

● There is a discrepancy in colors with the samples.

颜色与样品颜色不符合。

● There are too many defective items in this shipment.

这批货里次品太多了。

● Please let me know what you intend to do about this situation.

请让我知道你们打算如何解决这个问题。

● I hope you can take measures to solve the problem.

我希望你们能尽快解决这个问题。

● I would like this matter resolved as quickly as possible.

我希望这个问题能尽快解决。


投诉处理


如果真的是因为自己的失误造成的损失，那就赶紧道歉，尽快解决问题吧！

● I am terribly sorry to hear that.

很抱歉听到这些。

● We apologize for the mix-up.We've sorted things out now.

很抱歉造成了这种混乱。我们已经进行了整理。

● We have received your complaint.

我们已经接到了您的投诉。

● We can offer some sorts of compensation.

您可以提出一些赔偿。

● We're changed our procedures so it won't happen again.

我们已对操作程序做了改动，此类事情不会再发生了。


贸易常用缩写词


S/D=sight draft即期汇票

s.t.=short ton短吨

S/N=shipping note装运通知

ult.=ultimo（last month）上月


不NG实景对话



● I have to tell you there is a shortage in the shipment.



我不得不告诉你货物有短缺。


A: I have to tell you there is a shortage in the shipment.

我不得不告诉你货物有短缺。

B: I'm sorry.We can assure you that such a thing will not happen again in future deliveries.

对不起，我们保证在以后的交货中不会出现类似的事件。


● We hope you can make a prompt settlement as soon as possible.



我们希望你能尽快解决问题。


A: We hope you can make a prompt settlement as soon as possible.

我们希望你能尽快解决问题。

B: I'll make the adjustment right now.我马上就做调整。


单词点睛
 　prompt　立刻的，及时的


词组点睛
 　make a settlement　解决问题


● To our disappointment, we found the goods were underweight.



令我们失望的是，我们发现货物短重。


A: As soon as the shipment arrived at our port, we had it inspected. To our disappointment,we found the goods were underweight.

货物一到，我们就进行了检查，令我们失望的是，我们发现货物短重。

B: Is that so?OK,I'll check why the goods were underweight.

是吗？好的，我会查清楚货物短重的原因的。


单词点睛
 　underweight　不足重量的，体重偏轻的


● We feel that the percentage of the goods of inferior quality was too high. 我们觉得劣质货物的比率太高。


A: Mr.Brown,I'd like to talk with you about something that is getting to be a problem.布朗先生，我想和你谈一件比较麻烦的事情。

B: What is it,Mrs.Wang?什么事，王小姐？

A: We feel that the percentage of the goods of inferior quality was too high.我们觉得劣质货物的比率太高。


单词点睛
 　inferior　差的


● Our investigation shows that improper packing caused damage.



我方检验证明，货物受损是由于包装不当而造成的。


A: Our investigation shows that improper packing caused damage. Therefore we have to refer this matter to you.　我方检验证明，货物受损是由于包装不当而造成的。因此，我们不得不将此事提交贵方解决。

B: Not to worry,we have a solution.别担心，我们会处理的。


单词点睛
 　improper　不正确的，错误的

solution　解决问题的方法


● As the goods are inferior in quality, we are returning the whole of the20 cases and must ask you to replace them.



由于这些产品质量低劣，所以我方把20箱全部退回了，请贵方务必更换这些产品。


A: I'm just calling to see if your delivery went OK?

我只是打电话来看看您的货是否顺利送达了。

B: We have received the shipment. But as the goods are inferior in quality,we are returning the whole of the20 cases and must ask you to replace them.　我们收到了货物。但是由于这些产品质量低劣，所以我方把20箱全部退回了，请贵方务必更换这些产品。


像老外一样张口即来



情景对话


Susan: Good morning.Service Department.What can I do for you?

Client: I'm sorry,butI've a claim to make against you
 .

Susan: What is it about?

Client: Well,you shipped one set of printers last month.That is Model AA-5563-S. There are rust spots on some of the rollers.The quality is by no means satisfactory.


Susan: Sorry to hear that,but have you got any proof?

Client: Of course we have. This is a copy of the Inspection Certificate issued by Commodity Inspection Bureau. They indicates the rusted rollers in their certificate.

Susan: Maybe the rust stains are due to careless transportation? You know, we always put emphases on the quality of our products.

Client: But you have to accept the fact that you have failed to come up to standard.

Susan: Well,anyway,our manufacturers will look into the matter.I'll get the result to you as early as possible.

Client: Alright.Hope you can give us a satisfactory explanation and make reasonable compensation to us.

苏珊：早上好。售后服务部，有什么事吗？

客户：对不起，我是来要求索赔的。


苏珊：是关于什么的？

客户：上个月你们运出了一批打印机，型号为AA-5563-S。有些滚筒上有锈斑。毫无疑问，我们不满意你们产品的质量。


苏珊：很抱歉听你这么说，但是你有什么证据吗？

客户：当然。这是商检局的检验报告复印件。商检证书上表明有些滚筒生锈了。

苏珊：也许这些锈斑是因为运输过程中的疏忽造成的？你知道的，我们一直都特别注意产品质量。

客户：但是你必须承认这个事实，你们的货物没有达到标准。

苏珊：好吧，不论如何，我们的厂方会调查这个问题的，然后尽早给您答复。很抱歉，

客户：好吧，希望你们能给我们一个满意的解释和合理的赔偿。

Unit6　遇到贸易纠纷—争议仲裁


OOPS! NG　场景！


仲裁一般是当事人根据他们之间订立的仲裁协议，自愿将其争议提交由非官方身份的仲裁员组成的仲裁庭进行裁判，并受该裁判约束的一种制度。在商务贸易，尤其是对外贸易合作过程中经常出现，它也是解决贸易纠纷常见的方法之一。那么，在使用仲裁时会用到哪些表达呢？


一句话告别NG

想要诉诸仲裁，你可以对仲裁处的工作人员说“您能帮我解决这批产品的问题吗？
 ”用英语说就是：


Could you help us deal with the problems of the products?





不NG必备词


claimant申诉方

buyer买方

arbitrator仲裁员

contract合同

legal means法律途径

arbitration仲裁

negotiation协商

convention公约

defendant被诉方

seller卖方

debtor债务人

pecification规格

survey report调查报告

proof证明

authority权威；当局


不NG必备句



解决纠纷途径


出现纠纷时，你最常用的解决方式是什么？直接诉诸法律还是友好协商呢？

● We prefer to sit down and discuss about it together.

我们通常会坐下来，一起讨论这个问题。

● Will the legal means be one of your choices in the settlement of disputes?

在解决纠纷的过程中，法律途径是你的选择之一吗？

● Actually we won't use the legal means unless we have to.

实际上我们除非万不得已，否则不会使用法律途径。

● I think negotiation is the best way to solve problems.

我想协商是解决问题的最好方法。

● Sorry,I know little about that.You can ask Mr.Wang,he's an expert in that field.

不好意思，我对此也知之甚少，你可以问问王先生，他是那个领域的专家。

● We may find a better way to resolve the dispute other than arbitration.

除了仲裁，我们应该可以找到更好的解决分歧的方法。

● Negotiation is far better than arbitration.

协商要比仲裁好得多。


仲裁制度


● Is China the only place where the arbitration is held?

仲裁只能在中国进行吗？

● Do we have other choices except China if we have to submit to

arbitration?

我们能在中国以外的国家进行仲裁吗？

● I got a book for you,which introduces a lot of basic things of the

arbitration in China.

我给你带来了一本书，这本书里有很多有关中国仲裁制度的知识。

● Could you tell me something about the arbitration in China,in terms of the policies?

你能提供一些有关中国仲裁制度的信息吗？


仲裁种类


domestic arbitration国内仲裁

institutional arbitration机构仲裁

arbitration in law依法仲裁

foreign affair arbitration涉外仲裁

temporary arbitration临时仲裁

amiable arbitration友好仲裁


不NG实景对话



● Could you help us deal with the problems of the bikes?



你们能帮我们解决有关自行车产品的麻烦吗？


A: Could you help us deal with the problems of the bikes?

你们能帮我们解决有关自行车产品的麻烦吗？

B: OK.Please give us the facts.好的，请讲讲具体情况。


● Could you offer the specific description?



你可以详细描述一下吗？


A: Could you offer the specific description?

你可以详细描述一下吗？

B: When we checked the goods, we found that half of them were badly damaged.我们检查货物的时候发现半数货物已被严重损坏。


还可以说
 　I think the survey report and the photos can tell you everything.我想这份调查报告和这些照片可以提供一切信息。


● Could you show us something as the proof?



有什么可以作为证明的吗？


A: Could you show us something as the proof?有什么可以作为证明的吗？

B: I can ask my colleagues to scan the report and send it to me if you need.如果你们需要的话，我可以让我的同事把报告扫描一下，然后发过来。


● Where are we supposed to have the arbitration?



应该在哪里进行仲裁呢？


A: Where are we supposed to have the arbitration?

应该在哪里进行仲裁呢？

B: If the buyer is the plaintiff,the arbitration shall take place in Beijing.

若买方是申诉人，仲裁将会在北京进行。


还可以说
 　If we submit the case for arbitration,the place for arbitration is to be in Japan.

如果我们要提交仲裁案的话，仲裁地应该是日本。


● Will you choose the legal means when the other methods are useless?



其他方法不起作用时，你们会选择法律途径吗？


A: Will you choose the legal means when the other methods are useless?其他方法不起作用时，你们会选择法律途径吗？

B: In my opinion, maybe you don't agree, legal means is the most effective way to resolve the dispute.

可能你会不赞同，但我认为法律途径是解决争端的最有效的方法。


单词点睛
 　resolve　解决


● Is arbitration the only way to resolve the dispute?



仲裁是解决分歧的唯一方法吗？


A: Is arbitration the only way to resolve the dispute?

仲裁是解决分歧的唯一方法吗？

B: Actually it's the best to attempt to settle disputes without involving arbitration.其实最好不要通过仲裁来解决争议。


像老外一样张口即来



情景对话


Mike: Mr.Chow,do we have to settle the dispute by arbitration?


Mr.Chow: It is not necessary to submit a case to arbitration as long as our two parties can discuss the matter in a friendly manner.

Mike:Could you offer me some information about the arbitration system in China?


Mr.Chow: Yes,no problem.

Mike:Must the arbitration be gone through only in China?


Mr.Chow: No,arbitration can be conducted either in China or in other countries.

Mike: Are there any general arbitration institutions in China?

Mr.Chow: Yes,for example,the Foreign Trade Arbitration Commission is just such an institution.

Mike: Dose the disputehave to be arbitrated by Chinese arbitration authorities?

Mr.Chow: It is up to the contract signed by two parties.

Mike: What kind of person can be arbitrators?

Mr.Chow: We think that the court consisting of arbitrators from both sides must be fair and able to handle the dispute without bias or partiality.

Mike: OK.Thank you very much.

迈克：周先生，我们必须通过仲裁解决分歧吗？


周先生：只要双方能够友好协商，就没有必要进行仲裁。

迈克：你能提供一些有关中国仲裁制度的信息吗？


周先生：好的，我很乐意。

迈克：仲裁必须在中国进行吗？

周先生：不，仲裁可以在中国进行，也可以在其他国家进行。

迈克：中国有常设仲裁机构吗？

周先生：是的。比如中国国际贸易促进会对外经济仲裁委员会就是这样的机构。

迈克：通过仲裁解决纠纷时，必须由中方的常设仲裁机构受理吗？

周先生：这要根据双方当事人的协议来决定。

迈克：什么样的人能当仲裁员呢？

周先生：我方认为由双方指定的仲裁员组成的仲裁庭必须公正，并且能够不偏不倚地处理争议。

迈克：好的，非常感谢。

Unit7　损失谁来负责—产品索赔


OOPS! NG　场景！


仲裁和协商过后，如果是由于我方的疏忽造成了对方的麻烦，就要向对做出一定的赔偿了；如果是对方的过错，则需要对方承担贸易中造成的损失。即使是对方的过错在提出索赔时也要礼貌、客气，这样才能彰显专业的职业素质。你可以说“我不得不就损失向你方提出索赔。
 ”


一句话告别NG

向对方提出索赔时，你可以这样用英语表达：


I have to file a claim with you for the losses.





不NG必备词


evidence证据

replacement替换

compel强迫

substantial大量的

make a settlement理赔

amicably友善地

lodge a claim for the losses因为遭受损失而提出索赔

effect a full settlement圆满解决

file a claim with you向你方提出索赔

reserve the right保留权利

file a claim with sb.向某人提出索赔

settlement of balance结清余款


不NG必备句



提出索赔请求


向对方提出索赔时你可以这样说。

● We have lodged a claim for inferior quality.

我们已经因货物质量低劣而提出索赔要求。

● There is substantial evidence for lodging a claim.

我们有足够的证据提出索赔。

● I'll go to your company in person to talk about your claim.

我会亲自到贵方公司谈论此次赔偿。

● We are not in a position to entertain your claim.

我们不能接受你们提出的索赔要求。


索赔的理由


提出索赔时要有理有据，陈述理由时可能用到的表达有这些。

● The goods are much inferior in quality to that of your samples.

货物的质量远远低于样品的质量。

● With reference to the damage of our goods,we claim a compensation of US$70,000.

鉴于我方产品受到的损毁，我方要求贵方赔偿7万美元。

● We shall lodge a claim for the losses incurred as a consequence of your failure to ship our order in time.

由于贵方未能按时交货，我方将向贵方提出由此而遭受损失的索赔。

● We regret to inform you that we will file a claim with you because of your underweight goods.

我们很遗憾地告知贵方我们将向你们提出索赔，因为货物重量不足。


解决赔偿


对于索赔是接受还是拒绝，谈论解决方案时可能用到如下表达。

● Have you got any evidence?

你们有证据吗？

● We hope to settle the case amicably.

我们希望能友善地解决问题。

● We hope our claim could be effected a full settlement.

希望我方的索赔能得到圆满的解决。

● We are ready to pay50％of the loss only.

我方只赔偿50％的损失。


“索赔”小词


accept one's claim接受索赔

dismiss a claim驳回索赔

reject a claim拒绝索赔

settle a claim解决索赔

withdraw a claim撤回索赔


不NG实景对话



● Would you agree to replacement?



贵方是否同意换货？


A: Would you agree to replacement?

贵方是否同意换货？

B: We'll arrange replacements immediately.

我们这就更换。


单词点睛
 　replacement　替换


● I'm sorry to have caused you some inconvenience with this shipment.



很抱歉，这次运货带给你方一些不便。


A: I'm sorry to have caused you some inconvenience with this shipment.

很抱歉，这次运货带给你方一些不便。

B: Never mind,it's important to solve the problem.

没关系，重要的是解决问题。


词汇点睛
 　cause sb.some inconvenience　给某人造成不便


● After calculating, you should compensate us by10％of the total amount of the contract.



通过计算，你们应赔偿合同总额的10％给我们。


A: After calculating, you should compensate us by10％of the total amount of the contract.

通过计算，你们应赔偿合同总额的10％给我们。

B: But we really think it is not reasonable.Could we discuss it for another time?

但是我们真的认为这不合理，能再谈谈吗？


词组点睛
 　compensate　补偿，赔偿


● This being the case, we are compelled to reserve the right to lodge a claim against you.



情况既然如此，我们不得不保留向贵方索赔的权利。


A: This being the case, we are compelled to reserve the right to lodge a claim against you.

情况既然如此，我们不得不保留向贵方索赔的权利。

B: I'm sorry to hear that. I think I should be back to ask my manager for settlement.

听到这个消息很难过，我想我应该去问问我的经理如何处理。


词组点睛
 　lodge a claim　提出索赔


● The weight of our ordered goods is not in conformity with the contract. We must therefore lodge a claim against you.



我方所订商品的重量与合同不符，因此我们必须向你方提出索赔。


A: The weight of our ordered goods is not in conformity with the contract. We must therefore lodge a claim against you.

我方所订商品的重量与合同不符，因此我们必须向你方提出索赔。

B: We agree to accept all your claim.

我方接受贵方的索赔。


词组点睛
 　in conformity with……　与……一致


● Everything is clear now, and we hope you will make a prompt settlement.



事情已经十分清楚了，我们希望你们可以快速做出处理。


A: Everything is clear now, and we hope you will make a prompt settlement.

事情已经十分清楚了，我们希望你们可以快速做出处理。

B: We're sorry to have caused you so much inconvenience.

对不起，给您带来了不便。


词组点睛
 　make a settlement　处理


像老外一样张口即来



情景对话


Miss.Xia: Good morning,Mr.Anderson!Thanks for your coming.I hope we can have all the problems settled this morning.

Mr.Anderson: I hope so,too,Miss.Xia.

Miss.Xia: I'm sorry to tell you that the quality of the goods you shipped last week is much inferior to that of the goods of our last order.

Mr.Anderson:What do you mean by “inferior quality”?


Miss.Xia: To our astonishment, about20％of the goods were moldy and in many cans there were even small brownish bugs crawling in and out. We can't accept them in this state.

Mr.Anderson:How come?
 I mean, our exports have to pass a rigid inspection before they are shipped.Our Inspection Bureau won't let go anything defective.

Miss.Xia: As much as I respect your Inspection Bureau,it's obvious that the cans are no longer suitable for consumption.This is the survey report issued by CCIB.

Mr.Anderson: That's weird!

Miss.Xia: We have suffered a loss of20％on the selling price because of the inferior quality of the products you sent us.We have the right to claim against you for compensation of all losses.

Mr.Anderson:What's your requirement?


Miss.Xia: You should take back all the disqualified goods and compensate us for the value of the goods plus all losses sustained due to return of the cargo, such as freight, storage charges, insurance premium, interest,and inspection charges.

Mr.Anderson: I think after we make an investigation of the matter,we'll consider the allowance.

Miss.Xia: We hope you will settle this claim as soon as possible.

夏小姐：早上好，安德森先生，谢谢你能过来。我希望我们能在今天上午解决掉所有的问题。

安德森先生：这也是我所希望的，夏小姐。

夏小姐：很遗憾，你方上周发运的货物质量与我方上次所订的货物质量相比，要低劣得多。

安德森先生：你说“低劣”是什么意思？


夏小姐：令我们惊讶的是，大约20％的货物已发霉，甚至在许多罐头内有褐色小甲虫爬出爬进。这样的货物我们是不能接受的。

安德森先生：怎么会这样？
 我的意思是，我们的出口商品必须在装运前经过一道严格的检查。我们的检查局不会放过任何瑕疵品。

夏小姐：虽然我很尊敬你们的检查局，但是很明显罐头已经不能吃了。这是中国商检局签发的一份检验报告。

安德森先生：真奇怪！

夏小姐：由于你方所运送的货物质量问题，我们在售价上损失了20％。我们有权向你方提出赔偿我们的所有损失。

安德森先生：你们有什么要求？


夏小姐：你方应该收回不合格产品并向我方作出赔偿，也包括因退货而造成的损失，如货运费、仓储费、保险费、利息、商检费等。

安德森先生：我想等此事调查后，我们再考虑补偿。

夏小姐：我们希望你方尽早解决索赔问题。

Unit8　合作出现冲突，怎么办—解决冲突


OOPS! NG　场景！


贸易过程中难免会出现这样或那样的冲突，货物运输出现问题、支付出现问题、验货出现问题，等等，在面对这些冲突和问题时，最重要的是要留足耐心找原因，开动脑筋找解决方法。当贸易出现问题，和同事商量对策是首要任务，下面这句话绝对能派上用场哦—“现在更重要的是解决问题。
 ”


一句话告别NG

公司内部一起想办法解决眼前的问题时，你可以说：


It's more important to solve the problem for the time being.





不NG必备词


put a stop to使停止

take action采取行动

apparently显然地

latter后者

handle处理

frustrated失败的，落空的

be angry about sth.对某事很生气

talk to the customer和顾客谈谈

for the time being现在

suggest建议

dispute纠纷

consensus一致


不NG必备句



讨论解决方法


贸易出现这样或那样的困境，不用担心，和同事们一起商讨对策，众志成城就能想出万全之策，讨论解决方法时，你可以这样说。

● How do you think we should handle this?

你认为我们该如何处理这个问题呢？

● What would you do in this situation?

这种情况下你会怎么做？

● Do you have any other suggestions?

你有其他的建议吗？

● What should I do about Harbor Basin?

关于哈伯卫浴公司的事我该怎么处理呢？

● I will take action as soon as possible.

我会尽快采取行动。

● What I would do is ask for the supervisor's approval.

是我的话我会去征求主管的同意。

● Apparently,the latter is the main reason.

显然，后者才是主要原因。

● Well,I think one thing you could do is to talk to the customer.

嗯，我觉得你要做的就是找顾客谈谈。

● I suggest having this dispute solved by mediating.

我建议通过调解来解决争端。

● Consultation is the best way to achieve consensus.

协商是达成一致意见的最好方法。


安抚客户


在寻找解决对策之时也不要忘了安抚一下客户！

● You've been obviously very angry about this situation.

显然，您对目前的情况很生气。

● It is inevitable to have some disputes in doing international business.

国际贸易中发生纠纷是难免的。

● I see what you're saying.

我了解你所说的。

● I understand how frustrated you must feel.

我理解你一定很沮丧。

● I understand you're upset,sir.

我知道您很着急，先生。


解决冲突的方式


compete竞争

concede退让

cooperate合作

avoid回避

compromise妥协


不NG实景对话



● How would I seek for means to solve the disputes between producers?



怎样寻找处理与生产者之间纠纷的方法呢？


A: How would I seek for means to solve the disputes between producers?

怎样寻找处理与生产者之间纠纷的方法呢？

B: I'm afraid I can't answer this question.

我恐怕无法回答这个问题。


单词点睛
 　dispute　争论


● I thought you you'd put a stop to it then.



我以为你已经平息了此事。


A: I'm so angry that those products completely different from what we requested.我很生气，那些产品与我们要求的不一样。

B: I thought you you'd put a stop to it then.

我以为你已经平息了此事。


词组点睛
 　put a stop to　平息


● I apologized for the defective products sent to the exhibition today.



我为今天送到会场的产品中有瑕疵品而抱歉。


A: I apologized for the defective products sent to the exhibition today.

我为今天送到会场的产品中有瑕疵品而抱歉。

B: I hope you can get this matter quickly.

我希望你能尽快解决。


词组点睛
 　apologize for　道歉


● If you wish, information about specific incidents can be supplied in two days.



如果您希望的话，有关特别事件的信息将会在2天内提供给你。


A: If you wish,information about specific incidents can be supplied in two days.如果您希望的话，有关特别事件的信息将会在2天内提供给你。

B: That's great,thank you.

那太好了，谢谢你。


● Generally speaking, friendly negotiation or mediation is beneficial to both parties.



总体来说，友好协商或调解是解决冲突的最好方法，对双方都有好处。


A: What about your suggestion?您的意见是什么呢？

B: Generally speaking, friendly negotiation or mediation is beneficial to both parties.

总体来说，友好协商或调解是解决冲突的最好方法，对双方都有好处。


词组点睛
 　friendly negotiation　调解

be beneficial to……　对……有好处


● My suggestion is that you give up the intent of arbitration and have a talk with the seller.



我的建议是你放弃仲裁要求，与卖方谈一谈。


A: What should I have to handle with this problem?

我应该怎么处理这个问题呢？

B: My suggestion is that you give up the intent of arbitration and have a talk with the seller.我的建议是你放弃仲裁要求，与卖方谈一谈。


词组点睛
 　give up the intent of arbitration　放弃仲裁的念头


像老外一样张口即来



情景对话


Andrew: Edward,I want to talk with you about our order No.123 on Fifa Company.

Edward: What'wrong with the order?

Andrew: Well, we placed the order on Fifa last month for a large amount of cell phone components. We took delivery of the goods this morning and found the articles in No.8 case completely different from what we requested.

Edward: So what do you think we should do?

Andrew: Well,I suggest we should lodge a claim against them.You know,we are badly in need of the goods,and the wrong shipment undoubtedly caused us a lot of trouble.

Edward: I don't agree with you. We maintain a long-term good relationship with Fifa company and they supply us with cell phone components in favorable price.To strengthen our friendship, I think the best way is to achieve consensus through consultation.


Andrew: OK, I'll firstly try to contact with the Fifa, asking them to substitute the goods with right ones as soon as possible.

安德鲁：爱德华，我想跟你谈一下我们跟费法公司下的第123号订单的问题。

爱德华：那个订单有什么问题吗？

安德鲁：哦，我们上个月向费法公司下了一个订单，订购了大量的手机零部件。今天早晨提货时发现，8号货箱中的货物跟我们要求的完全不一样。

爱德华：那么，你觉得我们该怎么做呢？

安德鲁：嗯，我觉得应该向他们索赔。你知道的，我们正急需这批货物，这次装运上的失误无疑会给我们带来许多麻烦。

爱德华：我不同意你的看法。我们长期以来都跟费法公司保持着很好的合作关系，他们以优惠的价格向我们供应手机零部件。为了加深我们之间的友谊，我觉得最好的方法是通过双方协商圆满解决。


安德鲁：那好吧。我先跟他们联系，让他们尽快把错装的货物换成我们所需要的。

Unit9　预祝我们合作顺利—合作愉快


OOPS! NG　场景！


双赢是生意场上双方都想要的结果，一次成功的合作，靠的是双方的共同努力，想在合作伊始，预祝合作成功，一句“我希望我们的合作能顺利进行。
 ”必不可少哦。


一句话告别NG

合作伊始，首先要表达自己与对方合作的愉快心情，可以说：


I hope our cooperation does without a hitch.





不NG必备词


benefit利益

make a suggestion提出建议

colleague同事

cooperative farm合作农场

in advance提前

share the same goal有着共同的目标

bring the good results带来好的结果

win-win result双赢的结果

business partner合作伙伴

partnership合作关系

cooperative合作的

prosperous卓有成效的


不NG必备句



预祝合作顺利


对顺利的合作表达期盼，同时也为合作的各方增加信心，预祝我们合作愉快。

● Thanks and congratulate to cooperate agreeably in advance！

谢谢！并预祝合作愉快！

● We look forward to a further extension of pleasant business relation.

希望我们之间友好的业务关系能得到进一步发展。

● We want to win-win cooperation.

希望我们达到合作双赢。

● I believe we'll have a pleasant time working together.

我相信我们的合作将会十分愉快。


合作进行中


谈合作时，会有很多细节，比如合同条款、交货时间等。

● I hope no questions about the terms.

我看合同的条款没有什么问题了。

● What's the basis of your belief that the product is safe?

你凭什么相信产品是安全的？

● We certainly expect our product to be available by October1st.

我们的产品可在10月1日前准备好。


庆祝合作


双方顺利签完合同达成交易后，举杯庆祝这次合作时可以这么说。

● Here is to our happy cooperation.

为我们的合作愉快干杯。

● I'm glad our negotiations have come to a successful conclusion.

我很高兴这次洽谈圆满成功。

● This is by far the best contract we've signed.

这是我们到目前为止签过的最好的合约。

● We sincerely hope that this transaction will turn out to the satisfaction of both parties.

我们真心地希望这次交易能使我们双方都满意。

● I believe I will have a good time working with them.

我相信我们会合作愉快的。

● We wish that this business will bring benefit to both of us.

我们希望这次交易能为我们双方都带来利益。

● I appreciate the opportunity to work with you.

很高兴有机会与您合作。


“合作愉快”小短句


It's great doing business with you.很高兴有机会和您合作。

It's a match made in heaven.这真是天作之合啊。

Together we'll be number one.我们将成为市场上的第一名。


不NG实景对话



● Do you agree with the terms and conditions in this contract?



合同里的条件和条款您都同意吗？


A: Do you agree with the terms and conditions in this contract?

合同里的条件和条款您都同意吗？

B: Yes and we are ready to sign the contract.

是的，我们准备好签署合同了。


● I think we've got everything clear now and we can sign it.



我看一切都清楚了，我们可以签字了。


A: I think we've got everything clear now and we can sign it.

我看一切都清楚了，我们可以签字了。

B: Yes.Where do you want me to sign?

是的。你要我签在哪里？


● Shall we sign it tomorrow?



明天签合同如何？


A: Is there anything else you want to bring up for discussion?

你还有什么问题要提出来供双方讨论的吗？

B: We have agreed on all of the terms in the contract. Shall we sign it tomorrow?

我们对合同各项条款全无异议，明天签合同如何？


● We are ready to sign the agreement.



我们已经准备好了签合同。


A: We are ready to sign the agreement.

我们已经准备好了签合同。

B: Good.Who is going to sign the contract for your side?

好的。谁代表你们这一方签约？


单词点睛
 　agreement　合同


● Good. Our business tie will be more and more prosperous.



太好了。我们的生意关系必将越来越成功。


A: We're willing to sign a5-year contract.

我们将签订5年的合约。

B: Good.Our business tie will be more and more prosperous.

太好了。我们的生意关系必将越来越成功。


单词点睛
 　prosperous　繁荣的


● Let's hope it's the beginning of a long and prosperous relationship.



希望这是一个长期且卓有成效的关系的开始。


A: I've signed my name.Here you are.

我签好字了。给你。

B: I've finished mine.

我也签好了。

A: Let's hope it's the beginning of a long and prosperous relationship.

希望这是一个长期且卓有成效的关系的开始。

B: It will be.

一定会的。


像老外一样张口即来



情景对话


Customer: How about15％with a guarantee of2800 units?

Susie: That's a lot to sell,with very low profit margins.

Customer: It's about the best we can do.We need to hammer something out today. If I go back empty-handed, I might be coming back to you soon to ask for a job.

Susie: OK,17％?

Customer: Good. Let's iron out the remaining details. When do you want to take delivery?

Susie: We'd like you to execute the first order by the31st.

Customer: Let me run through this again: the first shipment for1300 units, to be delivered in27 days,by the31st.

Susie: Right.We couldn't handle much larger shipments.Well,when should we sign the contract?

Customer: We have it ready to be signed tomorrow morning at ten.How's that?

Susie: Perfect.I hoped we can cooperate happily.


客户：八五折，保证供货2800件，你意下如何？

苏茜：这样我们要卖的货太多，而毛利又太低了。

客户：我们没办法再让步了。今天说什么我们也要把事情搞定。如果我空手回去，大概很快就会来找你要份工作。

苏茜：好吧！八三折怎么样？

客户：行！那么我们来解决剩下的细节问题。您想要什么时候取货？

苏茜：我们希望贵公司能在31号前履行第一笔订单。

客户：我把约定再说一遍，第一批货1300件，要在27日内，也就是31号前运到。

苏茜：对，再多的货我们也没办法一次处理。那我们什么时候签合同？

客户：准备明天早上10点签约，怎么样？

苏茜：太好了。希望我们合作愉快。
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