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PREFACE


前　言



随着我国经济加入国际大循环的节奏不断加快，人们对交际英语口语能力的要求也在进一步提高。在一些正规、非正规场合，一口礼貌得体的交际英语、一段用纯正英语所作的文采四溢的即兴演讲，无疑会使你的同行和朋友刮目相看，同时为你带来意想不到的效果和收获。如何用英语和他人自如地交流成为众多人关注的热点。面对读者迫切希望在短时间内快速提高英语口语交流能力的要求，我们精心编写了“实用英语口语高频话题”丛书。该丛书共11本，分别为：

《情景英语口语》

《外贸英语口语》

《旅游英语口语》

《社交英语口语》

《商务英语口语》

《娱乐休闲英语口语》


《外企白领英语口语》


《文秘会话英语口语》

《酒店职员英语口语》

《餐饮业职员英语口语》

《金融业职员英语口语》

该丛书涵盖了日常生活的各个方面，旨在让广大英语学习者更好地使英语学习走向生活，在生活中学，为生活而用。该丛书将全面提升你的交际英语口语水平。

语言是交流的工具，语言学习的最好方法是“以练为本”。大家都知道“说”很重要，用跟自己生活没有关系的材料练习口语，根本不算“使用语言”。要使用语言，说话的人必须有沟通和表达的欲望；所说的内容也必须是“不吐不快”。本丛书对话取材于日常生活，以使大家的学习达到事半功倍的效果。而这也正是本丛书策划的初衷。

“实用英语口语高频话题”丛书中的《外企白领英语口语》一书主要分为Top Sentences（典型例句）、Words and Phrases（生词与词组）和Fashion Conversations（轻松会话）三部分，其中的对话内容涉及外企白领工作和日常生活的各个方面，让大家真正体会白领生活，学习白领英语。本书在编写过程中，力求保证英语口语的原汁原味，读者可以身临其境，融入英语会话的情景当中，在学习和实践中更快、更准地把握英语口语的精髓！

我们在编撰这套丛书时，力求做到语言表达纯正、地道、简洁、实用。无论你是在校的学生还是已经走上工作岗位的人士，我们相信本套丛书一定会让你兴趣盎然、轻松高效地学习英语，并提高英语口语交际能力。我们真诚地希望“实用英语口语高频话题”丛书能够成为广大英语学习者的良师益友，使你能在短期内快速提高英语口语水平。

参与本书编写的除了江海波、董亮外，还有北京大学的张杰、管卫勇、孙摇遥、洪潇、李征、罗福生、郭庆、梅涛、陈娜、吕松、刘寅春等。David Daniel对本书的审订和修改付出了大量的辛劳，在此表示由衷的感谢。

由于作者水平有限，错误和疏漏之处在所难免，诚望读者批评指正。

本书的音频材料由美国语言教育专家Alex Grupp先生和Rory Jimmerman女士朗读。他们还审阅了本书。

编　者


Part1

Induction in Foreign Companies

外企就职



Unit1

Job-hunting and Interviews

求职面试

Top Sentences典型例句

1. My major is Business Administration.

我主修工商管理学。

2. I took more than 40 courses in university, including International Trade, Marketing Principles, Sales Management, Project Management, Negotiation on Business Affairs, etc.

我在大学期间学习了40多门课程，包括国际贸易、市场原理、销售管理、项目管理、商务谈判等。

3. I was very interested in Negotiation on Business Affairs when I was a student. And I think it's very useful for my present work.

我上学期间对商务谈判很感兴趣，而且我认为这门课程对我目前的工作也很有帮助。

4. Would you like to tell me something about your outstanding achievements?

能给我谈谈你的突出业绩吗？

5. They would say I am a responsible, intelligent and creative person with teamwork spirit.

他们认为我值得信赖、聪明、有创造力，而且具有团队合作精神。

6. In 2000, I was admitted into Dalian Institute of Foreign Languages.　I　specialized in English Secretarial Studies.

我于2000年被大连外国语学院录取，专业是英语秘书学。

7. Thank you for coming. I'll let you know as soon as we've made a decision.

非常感谢你参加我们的面试。我们做出决定后会立刻通知你。

8. I have ten years' marketing experience. This includes both entry level and management positions. In my last position, I worked my way up to being director of the Marketing Department.

我做过10年市场营销工作，包括初级职位和管理职位，并在上一个岗位上通过自己的努力当上了市场部主任。

9. According to your advertisement, you want an experienced software engineer. I think my background meets the requirement of this position.

从你们的广告上得知，你们需要一位有经验的软件工程师。我想我的背景符合这份工作的要求。

10. I'd like to know your health benefit and pay scale.

我想知道你们的福利制度和工资标准。

Words and Phrases生词与词组



	achievement成绩，成就
	correspondence信件，函件



	database数据库
	draft起草，草图



	pharmaceutical制药的，配药的
	principle原理，原则



	qualification合格证书，资格
	recommendation推荐，建议



	teamwork团队合作，集体工作
	




Fashion Conversations轻松会话

Dialogue 1

A: Which university did you graduate from?

A：你毕业于哪所大学？

B: I graduated from Sichuan University last year.

B：我去年从四川大学毕业。

A: What subject did you major in at university?

A：你在大学期间所学专业是什么？

B: My major is Business Administration.

B：我主修工商管理学。

A: Tell me about the courses of your major in university.

A：说说你在大学期间主修的课程。

B: I took more than 40 courses in university, including International Trade, Marketing Principles, Sales Management, Project Management, Negotiation on Business Affairs, etc.

B：我在大学期间学习了40多门课程，包括国际贸易、市场原理、销售管理、项目管理、商务谈判等。

A: What course did you like best?

A：你最喜欢哪门课程？

B: Negotiation on Business Affairs. I was very interested in this course when I was a student. And I think it's very useful for my present work.

B：商务谈判。上学期间我对这门课程很感兴趣，而且我认为它对我目前的工作也很有帮助。

A: Very impressive. What subject did you minor in?

A：非常好！你辅修过什么专业吗？

B: English. It was both interesting and useful, so I showed a great interest in it.

B：我辅修英语。英语既有趣又实用，所以我对英语非常感兴趣。

Dialogue 2

A: What kind of jobs have you had?

A：你都做过什么工作？

B: I have been a Production Manager.

B：我做过生产经理。

A: How many years have you worked as a Production Manager?

A：你做了几年的生产经理？

B: Six years.

B：6年。

A: Would you like to tell me something about your outstanding achievements?

A：能给我谈谈你的突出业绩吗？

B: I had introduced an advanced product line from Japan in 2006, which increased the output and reduced the cost.

B：我曾经于2006年从日本引进了一条先进的生产线，产量得到了提高，而且成本也降了下来。

A: How would you evaluate the company you are with?

A：你如何评价你现在的公司？

B: Although I could not say that everything is perfect there, I still very much appreciate what the company has given me, especially many chances.

B：虽然我不能说它尽善尽美，但我仍然非常感谢它给了我很多，尤其是许多机会。

A: How would your colleagues evaluate you?

A：你的同事如何评价你呢？

B: They would say I am a responsible, intelligent and creative person with teamwork spirit.

B：他们认为我值得信赖、聪明、有创造力，而且具有团队合作精神。

A: Do you get recommendations from your present employer?

A：你有目前这个雇主给你写的推荐信吗？

B: Yes, I have brought them with me. Here they are.

B：有，我已经把这些推荐信带来了。给你。

Dialogue 3

A: Good morning, Mr. White. I am Zhang Yan coming for an interview.

A：早上好，怀特先生。我叫张燕，是来面试的。

B: Nice to meet you. Take a seat, please.

B：很高兴见到你。请坐。

A: Thank you.

A：谢谢。

B: We have been looking over your application. I see you have got several years' experience in secretarial work. What kind of work did you do in your previous job?

B：我们已经看过你的申请表了。我知道你已经有几年的文秘工作经验。你以前的工作具体做什么？

A: I mainly did typing, filing, answering telephone calls and such routine work in the beginning. I started the job as a junior secretary, but within the year I was promoted to senior secretary and I drafted business correspondence for the General Manager.

A：开始主要是打字、文件归档、回电话等日常工作。刚开始工作时我是初级秘书，不过在一年内我被提升为高级秘书，为总经理起草商业信件。

B: Tell me three qualities your coworkers would use to describe you and your work style.

B：说说你的同事评价你的为人以及工作方式的三个方面。

A: Firstly they say I am very punctual. Secondly they think I am a cheerful person to work with. I always try to have a positive attitude towards work. And thirdly, they believe I am flexible and efficient.

A：第一，他们会说我是一个非常守时的人。第二，他们认为和我一起工作很愉快，我总是努力以积极的态度来面对工作。第三，他们觉得我工作灵活而且高效。

B: Tell me something about your education.

B：说说你所受的教育吧。

A: In 2000, I was admitted into Dalian Institute of Foreign Languages. I specialized in English Secretarial Studies.

A：我于2000年被大连外国语学院录取，专业是英语秘书学。

B: Thank you for coming. I'll let you know as soon as we've made a decision.

B：非常感谢你参加我们的面试。我们做出决定后会立刻通知你。

Dialogue 4

A: Hello, Mr. Jones. Please have a seat. Thank you for coming today. I have read your résumé. You completed university in Britain?

A：你好，琼斯先生！请坐。谢谢你今天能来。你的简历我已看过。你在英国上的大学？

B: Yes, I went to Cambridge. After graduation, I started right away into the advertising industry. Later, I made a bit of a switch to focus on marketing research.

B：是的，上的剑桥大学。毕业后，我就干起了广告工作，后来转向了市场调查。

A: So, what experience do you have?

A：那么，你都有什么工作经验？

B: I have ten years' marketing experience. This includes both entry level and management positions. In my last position, I worked my way up to being director of the Marketing Department.

B：我做过10年市场营销工作，包括初级职位和管理职位，并在上一个岗位上通过自己的努力当上了市场部主任。

A: I can see that from your résumé. Your last position was Marketing Director for a pharmaceutical company, is that right? Later, why did you decide to leave your former post?

A：从简历上能看出来。你上一个职位是制药公司的市场部主任，对吧？那后来你为什么离职？

B: I felt after five years in one place, I was ready for something new. I would like to have a job that is challenging, something that I can see and do new things every day. I loved many things about my former job, and I left with amiable feelings on both sides. I was just ready for something new.

B：我觉得在一个地方干上5年后，应该换个新工作了。我喜欢干挑战性的工作，喜欢每天看见新东西、做不同的工作。我很喜欢我以前的那份工作，而且我离开时双方都很愉快。我之所以离开是因为想尝试新事物。

A: I see. Do you want to work full-time or part-time?

A：我明白。那你想做专职还是兼职？

B: I would rather work full-time.

B：我比较想做专职。

A: I'll make note of that. Now, what are your salary expectations?

A：我记录一下。那么，你对工资的期望值是多少？

B: I am willing to negotiate, but I expect at least $40,000 a year.

B：我愿意商量一下，但是我希望每年至少有4万美元的收入。

Dialogue 5

A: Excuse me, I have an appointment with Ms. Wang. May I come in?

A：打扰一下，我和王女士有个约会，我可以进来吗？

B: Yes, come in please. I am Ms. Wang. You must be Zheng Hai, right? I'd like to start this interview with some questions. Why do you think you are qualified for this position?

B：好的，请进。我就是王女士。你肯定是郑海吧？我们开始面试吧，首先问你几个问题。你为什么认为自己能胜任这份工作？

A: According to your advertisement, you want an experienced software engineer. I think my background meets the requirement of this position.

A：从你们的广告上得知，你们需要一位有经验的软件工程师。我想我的背景符合这份工作的要求。

B: Then tell me something about your background.

B：谈谈你的教育背景吧。

A: My major was Computer Science when I was in Wuhan University, and I am quite familiar with Database Programming, Visual C++ and Java language.

A：我在武汉大学时学的专业是计算机科学。我精通数据库编程，VC++和Java语言。

B: Have you ever designed any programs concerning network?

B：你设计过有关网络方面的程序吗？

A: Yes, I have designed some programs for the network with Visual C++ and I have passed the test MCSE for programmers.

A：是的，我用VC++设计过一些网络程序，而且我还通过了一个程序员考试——MCSE。

B: Well, your background and qualifications are impressive. Do you have any questions?

B：嗯，你的教育背景和资历都不错。你有什么问题吗？

A: I'd like to know your health benefit and pay scale.

A：我想知道你们的福利制度和工资标准。

B: Certainly. We can provide health and medical benefits. Our pay scale to computer engineers is from five thousand to eight thousand. Employees in our company also enjoy a two-week vacation with pay every year.

B：当然可以。我们为员工提供健康和医疗保险。电脑工程师的工资从5000元到8000元不等。公司的员工每年还有两周带薪假期。



Unit2

Going to Work报到上班

Top Sentences典型例句

1. A good beginning gets you half way to success.

好的开始是成功的一半。

2. I'm Chen Li, the new secretary. I'm glad to meet you.

我是新来的秘书陈丽，很高兴见到您。

3. I believe you will be quite familiar with the office work quickly.

我相信你会很快熟悉办公室工作的。

4. I was hired by the Personnel Department and told to report here to work as a secretary.

我被人事部聘用，并来这里报到做秘书工作。

5. Now let me tell you your definite duties here.

现在我来告诉你你在这里的具体职责。

6. Your main duty is to answer phone calls and transfer them to the person wanted.

你的主要工作是接电话，然后转给要找的人。

7. You are still responsible for arranging meetings, meeting visitors and seeing visitors off.

你还负责安排会议、迎接客人和为客人送行。

8. Now I'll show you around here and introduce you to our manager and the other colleagues.

现在我带你四处看看，把你介绍给经理和其他同事。

9. We require all our employees to arrive for work on time and we insist that they keep their lunch hours to a reasonable length.

我们要求员工准时到岗，而且午餐的时间不要过长。

10. We feel obligated to provide a safe working environment, and we make every effort to listen to our employees' concerns.

我们有责任为员工提供一个安全的工作环境，而且我们也尽力聆听员工们的呼声。

Words and Phrases生词与词组



	assign分配，指派
	concern担心，焦虑，关心，挂念



	foreman领班，工头
	muff保温套，皮手笼



	obligate使（在法律上）负有责任或者义务
	open-minded思想开明的



	policy政策，方针
	punctuality准时



	reckon猜想，估计




Fashion Conversations轻松会话

Dialogue 1

A: Good morning, Ms. Lee. It's a pleasure to meet you again.

A：早上好，李女士。我很荣幸再次见到您。

B: Nice to see you. A good beginning gets you half way to success. I hope you have a good day.

B：很高兴见到你。好的开始是成功的一半。希望你今天过得愉快。

A: Thanks. Can I meet my colleagues?

A：谢谢。我能见见我的同事吗？

B: Sure, come with me. Yi Fei, I would like you to meet our newcomer, Wang Bing. He just graduated from Yunnan University.

B：当然可以，跟我来。易飞，我向你介绍一位新同事王冰，他刚刚从云南大学毕业。

C: Nice to meet you.

C：很高兴见到你。

A: I am new to the working world and would appreciate your guidance.

A：我没有什么工作经验，请你多指教。

C: That's all right. I will try my best to assist if you need any help.

C：别客气。如果需要帮忙，我会尽力的。

A: Great!

A：太好了！

B: Well, as the other guys are still not in, I'll introduce you to them later.

B：嗯，其他人还没来，我晚些时候把你介绍给他们。

A: All right.

A：好的。

Dialogue 2

A: Good morning. Allow me to introduce myself. I'm John Dickens, the manager.

A：早上好！请允许我自我介绍一下。我是经理约翰·狄更斯。

B: Good morning, Mr. Dickens. I'm Chen Li, the new secretary. I'm glad to meet you.

B：早上好，狄更斯先生。我是新来的秘书陈丽，很高兴见到您。

A: Today is your first day of work here, so I hope you will not feel too nervous.

A：今天是你第一天上班，所以我希望你不会感到太紧张。

B: Yes, I hope so.

B：是的，我也这么想。

A: Have you had any secretary experience?

A：你有做秘书的经验吗？

B: Not much. I have only worked as a secretary in an insurance company for six months, but I have taken some secretary courses in college.

B：说不上什么经验。我只是在一家保险公司担任过6个月的秘书工作，但在学校里修过文秘课程。

A: That's good. I believe you will be quite familiar with the office work quickly.

A：那太好了。我相信你会很快熟悉办公室工作的。

Dialogue 3

A: Good morning. You're new here, I reckon?

A：早上好。我想你是新来的吧？

B: Yes, I started work today. My name is Jack White.

B：是的，我今天刚开始工作。我叫杰克·怀特。

A: Nice to meet you. I am Mary, your foreman. Any questions about using the electric saw?

A：很高兴见到你。我叫玛丽，你的领班。使用电锯有什么问题吗？

B: No, thanks. I think I can handle it.

B：还没有，谢谢。我想我能使用。

A: Electric saw is sharp and fast, so work with care. Have you got your ear muffs and gloves?

A：电锯又锋利又快，所以操作要小心。你拿到耳套和手套了吗？

B: No, I haven't. I am not used to working with ear muffs and gloves on. Is it necessary to wear them?

B：没有。我不习惯戴耳套和手套工作。一定要戴吗？

A: Yes, you have to wear them. It is a company rule. You could lose not only your job but your hearing if you don't.

A：是的，你必须戴。这是公司的一项规定。如果工作时不戴耳套和手套，不但可能丢掉工作，还有可能耳聋的。

B: I'll go and get a pair of them.

B：那我去领一副吧。

A: And another thing, where's your safety glasses?

A：还有一件事，你的防护眼镜呢？

B: Oh, I forgot. Sorry about that, Marry.

B：哦，我忘了。对不起，玛丽。

A: You need to learn our safety rules. Come to me after work. I have a safety manual for you.

A：你需要学习我们的安全规章。下班后来找我，给你一份安全手册。

Dialogue 4

A: Good morning, may I introduce myself? My name is Jenny White. I was hired by the Personnel Department and told to report here to work as a secretary.

A：早上好，我能介绍一下自己吗？我叫詹妮·怀特。我被人事部聘用，并来这里报到做秘书工作。

B: Nice to meet you. I am Lesley Lee, the assistant to the Managing Director. Welcome to our company.

B：很高兴认识你。我叫莱斯利·李，是这里的总裁助理。欢迎加入我们公司。

A: It is my first day at work, and I guess I was a little anxious. What am I supposed to do?

A：今天是我第一天上班，我感到有点紧张。我应该做些什么呢？

B: Don't worry. I will give you an orientation. Now let me tell you your definite duties here.

B：别担心，我会教你适应环境的。现在我来告诉你你在这里的具体职责。

A: Thank you. I am looking forward to starting work and getting to know each of you.

A：谢谢。真希望早点开始工作，认识每一位同事。

B: Jenny, your main duty is to answer phone calls and transfer them to the person wanted.

B：詹妮，你的主要工作是接电话，然后转给要找的人。

A: I see, but what shall I do if the person wanted is not present?

A：我明白了，假如要找的人不在，我该怎么办呢？

B: In that case, you are responsible to ask the caller to leave a message.

B：如果那样的话，你就要请对方留言。

A: Is there anything else I should do?

A：还有其他需要我负责的工作吗？

B: You are still responsible for arranging meetings, meeting visitors and seeing visitors off.

B：你还负责安排会议、迎接客人和为客人送行。

A: All right. I feel so happy to work here.

A：好的。我很高兴能在这里工作。

B: Now I'll show you around here and introduce you to our manager and the other colleagues.

B：现在我带你四处看看，把你介绍给经理和其他同事。

Dialogue 5

A: Hello. Welcome to our company.

A：你好。欢迎你到我们公司来。

B: Good morning. I'm Chen Chao.

B：早上好。我是陈超。

A: Nice to meet you. I'm glad you'll be working for us. We're like a big family here. We all work together as a team.

A：很高兴见到你。我很高兴你能到我们这里工作。我们这里就像一个大家庭，所有人在一起作为一个团队工作。

B: That's great. I'm eager to start.

B：太好了。我都等不及要开始工作了。

A: Well, let me tell you about some of our policies and practices here.

A：好的，那我就把这里的一些规章制度先跟你说一下。

B: All right. That will be a big help. I'm fresh out of college.

B：好的。那对我的帮助会很大。我刚从学校毕业。

A: We require all our employees to arrive for work on time and we insist that they keep their lunch hours to a reasonable length.

A：我们要求员工准时到岗，而且午餐的时间不要过长。

B: I understand. That seems easy to follow.

B：我明白，这很容易做到。

A: Employee character is very important to us. We expect everyone here to be industrious, cooperative, honest and open-minded.

A：员工性格很重要。我们希望公司的每位员工勤奋、协作、诚实、开明。

B: I'm very glad to hear that. I think I possess all of those qualities.

B：很高兴听到这些。我想上述素质我都具备。

A: We also try to do the best we can for our employees. We feel obligated to provide a safe working environment, and we make every effort to listen to our employees' concerns.

A：我们也努力为员工创造最好的条件。我们有责任为员工提供一个安全的工作环境，而且我们也尽力聆听员工们的呼声。

B: That's very admirable. That's also one of the reasons that I wanted to work here.

B：那好极了。这也是我想到这里工作的原因之一。



Unit3

Learning about Work了解工作

Top Sentences典型例句

1. Let me tell you the office rules.

我来告诉你这里的办公制度吧。

2. If a visitor comes to see the manager, you should take him into the office.

如果有来宾要见经理，你应该把他领进办公室。

3. I know it is very important to give all the visitors a good impression.

我知道给所有的来宾留下好印象是非常重要的。

4. I will give you a brief introduction to the office work.

我简单地向你介绍一下办公室的工作。

5. The main task is to handle routine business, such as arranging meetings, meeting visitors, seeing visitors off, assigning work, making plans, sorting out the data, collecting information and so on.

主要工作是处理日常性事务工作，包括安排会议、接送客人、布置工作、制订规划、整理材料、收集信息等。

6. If you have something to say about your work while working, please speak out. The people here are very enthusiastic.

如果你在工作中有什么想法，不妨直接说出来。我们这里的人都很热情。

7. And one more thing, our boss makes a point of keeping everything in order.

还有一件事，我们老板认为一切井然有序是很重要的。

8. Could you please tell me about the office rules? I think it would be very important for me to know about them.

您能告诉我一些办公室的规则吗？我想了解那些对我非常重要。

9. My job requires that I prepare all incoming and outgoing overseas letters, take care of all the contract agreements and keep all the files in order.

我的工作要求我处理所有寄入和寄出的海外信件，管好所有的合同和文档。

10. One of the monthly duties of the office secretary is to take inventory of office supplies and place orders for those items in low supply.

办公室秘书的每月任务之一就是清点库存办公用品，并预订那些库存不多的用品。

11. We have installed computers in every office for word processing and database building.

每间办公室我们都安装了电脑，用于文字处理和数据库的建立。

Words and Phrases生词与词组



	adapt to变得习惯于……，使适应于……
	alphabetically按字母顺序地



	cabinet橱，陈列柜
	confidential机密的，秘密的



	enthusiastic极感兴趣的，满腔热情的
	essential非常重要的，绝对必要的



	inventory详细目录，存货清单
	outgoing外出的，出发的



	smart思维敏捷的；整洁漂亮的
	sort out分类，整理




Fashion Conversations轻松会话

Dialogue 1

A: Now, let me tell you the office rules, Miss Chen. You must come to the office before eight o'clock in the morning and cannot leave until six o'clock in the afternoon.

A：陈小姐，现在我来告诉你这里的办公制度吧。你必须早上8点钟之前到达办公室，下午6点钟后才能离开。

B: OK, I understand.

B：好的，我懂了。

A: If a visitor comes to see the manager, you should take him into the office. And please remember, it is essential to be polite at all times.

A：如果有来宾要见经理，你应该把他领进办公室。请记住，始终要礼貌待人，这点非常重要。

B: I'll remember that. I know it is very important to give all the visitors a good impression.

B：我会记住的。我知道给所有的来宾留下好印象是非常重要的。

A: And you should also treat every telephone call politely and patiently.

A：同样，接待每一个电话都要礼貌、耐心。

B: Yes, I know.

B：好的，我懂了。

A: I believe you'll soon be a good secretary.

A：我相信你很快会成为一名好秘书。

B: Thank you, Mr. Dickens. I'll try my best.

B：谢谢您，狄更斯先生。我会尽力的。

Dialogue 2

A: Mr. Wang, I will give you a brief introduction to the office work.

A：王先生，我简单地向你介绍一下办公室的工作。

B: OK, Miss Jones.

B：好的，琼斯小姐。

A: Our office is under the direct leadership of the General Manager. The main task is to handle routine business, such as arranging meetings, meeting visitors, seeing visitors off, assigning work, making plans, sorting out the data, collecting information and so on. All these affairs are very important. I'm sure you'll adapt quickly to the work here.

A：本办公室直接受总经理领导。主要工作是处理日常性事务工作，包括安排会议、接送客人、布置工作、制订规划、整理材料、收集信息等。这些工作都极为重要。我想你会很快适应这些工作的。

B: I hope so.

B：我希望如此。

A: Mr. Wang, do you have anything to say about your work?

A：王先生，关于你的工作，你还有什么想说的吗？

B: No. By the way, Miss Jones, would you please tell me what the specific work for me is?

B：没有。琼斯小姐，顺便问一下，你能告诉我具体做哪方面工作吗？

A: Sorry, I can't tell you now. After you are familiar with all these jobs, we will discuss the problem.

A：对不起，我现在还说不出。我想在你熟悉各项工作后，再与你讨论这个问题。

B: That's OK.

B：行。

A: Mr. Wang, if you have something to say about your work while working, please speak out. The people here are very enthusiastic.

A：王先生，如果你在工作中有什么想法，不妨直接说出来。我们这里的人都很热情。

B: All right. Thank you.

B：我会的。谢谢。

Dialogue 3

A: Miss Zhao, you are going to take over my job as secretary here from next Monday on. Now let me tell you about the office rules first.

A：赵小姐，从下周一开始你将接替我的秘书工作。我先给你讲一下办公室制度。

B: Thank you. It's very important for me to know about them.

B：谢谢你。懂得这些对我来说很重要。

A: The working hours are from nine to twelve in the morning and from one to five in the afternoon. Be sure not to be late or absent.

A：工作时间是从上午9点到12点，下午1点到5点。务必不要迟到或旷工。

B: OK. I'll do my duties.

B：好的。我会忠于职守的。

A: To be a good secretary, you will have to be quite familiar with office routine and try to learn to do a bit of everything.

A：要想当一名好秘书，你就得对办公室的日常事务非常熟悉，并试着学做每件事。

B: Yes, I'll try my best.

B：好的，我会尽力的。

A: Come here, please, Miss Zhao. I'd like to explain the filing system to you. This is your filing cabinet and all the documents must be filed alphabetically.

A：赵小姐，请到这边来。我跟你讲讲档案管理系统。这是你的文件柜，所有的文件必须按字母顺序存档。

B: Yes, I understand.

B：好的，我知道了。

A: This is a safe. The confidential files are kept in it. You'll have the key to it. Please keep in mind that you must be very careful with it. And one more thing, our boss makes a point of keeping everything in order. Be careful about this and don't throw things about.

A：这是保险柜，机密档案都存放在里面。你将会拿到它的钥匙。记住你必须好好保管它。还有一件事，我们老板认为一切井然有序是很重要的。所以你最好仔细些，不要乱丢东西。

B: OK, I'll bear that in mind. Thanks a lot for what you have told me.

B：好的，我会记住这些的。谢谢你告诉我这一切。

Dialogue 4

A: Excuse me, Miss Lin. I wonder if you have time to do me a favor.

A：打扰一下，林小姐。您有没有时间帮我个忙？

B: Sure. What's up?

B：当然可以。什么事？

A: You know that I'm going to take over your job as secretary here a few days later.

A：你知道几天后我将接替您的秘书工作。

B: So what?

B：然后怎么样？

A: Could you please tell me about the office rules? I think it would be very important for me to know about them.

A：您能告诉我一些办公室的规则吗？我想了解那些对我非常重要。

B: You are right and you are a smart girl. First of all, make sure not to be late or absent.

B：你说得对，而且你是个机灵的女孩。首先，确保不要迟到或缺席。

A: I will bear it in mind.

A：我将记住这一点。

B: Very good, and if you want to be a nice secretary, you must be quite familiar with the daily business of the office.

B：非常好，如果你想做一名好秘书，还必须熟悉办公室的日常事务。

A: I see. By the way, I heard that you are good at the file management. Can you give me some advice on it?

A：我知道了。顺便问一下，我听说你擅长文件管理，您能对此给一些建议吗？

B: The secret of my success is that I always file all the documents first according to the date, then according to their first letters.

B：我成功的秘密就是，我总是先按日期归档，再按首字母顺序归档。

A: Sorry. I'm a little confused.

A：对不起。我有点迷惑。

B: I mean I put documents of different dates into different files. At the same time, make sure they are filed alphabetically. See?

B：我的意思是说，我把不同日期的文件放到不同档案中。与此同时我又按字母顺序将它们归档。明白吗？

A: I see. Thank you so much. I will bear everything you said in mind.

A：明白了。非常感谢。我会将你说的一切牢记在心的。

B: My pleasure. And good luck to you.

B：不用谢。祝你好运。

Dialogue 5

A: Hi, I'm a newcomer. My name is Wang Fang.

A：你好，我是新来的。我叫王芳。

B: Glad to meet you, Miss Wang. I'm Chen Jun.

B：很高兴见到你，王小姐。我叫陈军。

A: Mr. Chen, would you please tell me something about your job?

A：陈先生，能否请你谈谈关于你工作方面的事情？

B: Yes, I'd be glad to.

B：好的，我很愿意。

A: What does your job description say?

A：你的工作说明书是怎样写的？

B: As an assistant to the director, my job requires that I prepare all incoming and outgoing overseas letters, take care of all the contract agreements and keep all the files in order.

B：作为主任助理，我的工作要求我处理所有寄入和寄出的海外信件，管好所有的合同和文档。

A: Do you take care of office supplies?

A：你管理办公用品吗？

B: Yes. One of the monthly duties of the office secretary is to take inventory of office supplies and place orders for those items in low supply.

B：是的。办公室秘书的每月任务之一就是清点库存办公用品，并预订那些库存不多的用品。

A: How do you keep all the files in order?

A：你怎样整理所有的档案呢？

B: Let me show you how our filing system works. Outgoing and incoming correspondences are kept in this file, invoices and receipts in this one, and product information, reports and business documents in this one.

B：我来告诉你，我们的归档系统是怎样运行的。寄出和收入的信件存在这个档案里，发票和收据放在这个里头，产品资料、报告和商业文件则在这个里面。

A: Do you have index for all the files?

A：所有的档案都有索引吗？

B: Yes. All the files are arranged alphabetically. If you can't find what you are looking for, you can check the index.

B：是的。所有档案都按英文字母顺序排列。如果找不到要找的材料，可以查一查索引。

A: Computers are commonplace for companies involved in international trade and communication, and computers are very efficient in handling files and data.

A：从事国际贸易及需要国际通讯的公司，一般都使用电脑。电脑在处理文档和数据方面效率很高。

B: Yes. You see, we have installed computers in every office for word processing and database building.

B：是的。你看，每间办公室我们都安装了电脑，用于文字处理和数据库的建立。

A: Thank you very much, Mr. Chen.

A：谢谢你，陈先生。



Unit4

Emolument薪酬

Top Sentences典型例句

1. Do you have any particular conditions that you would like our company to take into consideration?

你有什么特殊要求需要我们公司考虑的吗？

2. If we decide to hire you, we would pay you 2,500 yuan a month at the start.

如果我们决定聘用你，起薪是每月2500元。

3. As regards salary, I leave it to you to decide after experience of capacity.

至于薪酬，等您对我的能力有所了解之后再决定吧。

4. Could we possibly discuss my salary some time?

我们可不可以找个时间谈谈我的工资。

5. The problem is, my salary just isn't enough to live on, even for food and rent.

问题是我的工资不够养家糊口，连房租和吃饭都不够。

6. But anyway I have to work hard to earn my money.

不过无论如何我得努力工作才能挣到钱。

7. According to our manager, as long as we work hard and make achievements, we are bound to have the chance of promotion.

经理说，只要努力工作，做出成绩，人人均有升职的机会。

Words and Phrases生词与词组



	decently体面地，像样地
	fringe benefit附加福利



	fulfill履行，实现
	fund基金，专款



	keep one's promise遵守诺言
	overstocking存货过多




Fashion Conversations轻松会话

Dialogue 1

A: Do you have any particular conditions that you would like our company to take into consideration?

A：你有什么特殊要求需要我们公司考虑的吗？

B: No, nothing in particular.

B：没有，没什么特殊要求。

A: All right. If we decide to hire you, we would pay you 2,500 yuan a month at the start. You can have Saturdays and Sundays off. Besides, you may have a paid month holiday every year. What do you think about it?

A：那好。如果我们决定聘用你，起薪是每月2500元。周六和周日不上班。此外，你每年可以休一个月的带薪假。你意下如何？

B: As regards salary, I leave it to you to decide after experience of capacity.

B：至于薪酬，等您对我的能力有所了解之后再决定吧。

A: Well, we'll give you our decision in a couple of days. It's a pleasure to talk to you, Miss Liu.

A：行，过几天我们再做出决定。非常高兴和你谈话，刘小姐。

B: Thank you, Mr. Wu. I really appreciate your assistance.

B：谢谢您，吴先生。衷心感谢您的帮助。

Dialogue 2

A: You are the very person we want.

A：你就是我们要的人选。

B: Thank you, Sir.

B：谢谢您，先生。

A: What were they paying you, if you don't mind my asking?

A：如果你不介意的话，请问你的薪水是多少？

B: At present I get 1,500 yuan.

B：目前我的薪水是1500元。

A: What salary would you expect to get?

A：你希望拿多少薪水？

B: As for salary, I leave it to you to decide after experience of my capacity.

B：至于薪水，还是等您对我的能力有所了解之后再决定吧。

A: Well, I believe we can offer you 2,500 yuan a month at the start. Would that be satisfactory?

A：唔，我想我们可以给你每个月2500元的起薪。你觉得满意吗？

B: Yes, I'm quite satisfied. That would be more than I have expected.

B：是的，我很满意。比我期望的要多。

Dialogue 3

A: Could we possibly discuss my salary some time?

A：我们可不可以找个时间谈谈我的工资。

B: Sure.

B：当然可以。

A: First of all, I want you to know that I really like working for this company. Do you think I'm doing a good job here?

A：首先，我想告诉你我非常喜欢在咱们公司工作。你觉得我干得还不错吧？

B: Well, you are a very hard worker.

B：嗯，你工作非常勤恳。

A: The problem is, my salary just isn't enough to live on, even for food and rent.

A：但问题是我的工资不够养家糊口，连房租和吃饭都不够。

B: What do you propose then?

B：你有什么提议？

A: I really want a 5％ raise.

A：我想涨5％的工资。

B: That's quite a bit. If I give you a raise, I have to give everyone a raise.

B：太多了。如果你涨了，大家都得涨。

A: Listen, if you give me a raise, I'll take on extra responsibilities.

A：你听我说，如果你给我涨工资，我可以承担更多的责任。

B: That sounds reasonable. How about this? From now on, you can be responsible for scheduling. That means that if you can't find someone to cover a shift, you'll have to do it.

B：这听起来很合理。要不这样吧，从现在开始，倒班安排由你负责。那就是说，如果有人不能值班你就得自己来值。

A: That sounds good to me. I really appreciate it.

A：这似乎挺合适我的。太谢谢你了！

Dialogue 4

A: How time flies! It's pay day again!

A：时间过得真快啊！又到发薪日了！

B: Yes, it is! You're an engineer, aren't you?

B：是呀，真快！你是工程师，对吧？

A: Yes, I am.

A：是的，我是。

B: So you must be earning decently, don't you?

B：那你钱一定挣得不少啦？

A: Well, just average.

A：噢，只不过一般而已。

B: What's your salary then, may I ask?

B：那能不能问你一下你的薪水是多少？

A: Sure. My monthly pay is $2,500. What about yours?

A：当然可以。我每月的工资是2500美元。你的呢？

B: I'm paid weekly, and it's around $700 per week.

B：我拿的是周薪，每星期大约700美元。

A: That means you can get $2,800 a month, right? That's quite a sum of money.

A：那就是说你每月可得2800美元，对吗？这是相当可观的一笔钱呢！

B: Yes, but my pay is on an hourly basis and it's not up to much.

B：是的，不过我的工资是以小时计算的，而这笔收入并不足道。

A: Then you must be working overtime.

A：那么你一定在加班工作了。

B: That's right. I work 24 hours' overtime a week. And the overtime pay is usually more than the regular pay.

B：对。我一星期加班24小时，而加班工资通常要高于固定工资。

A: So overtime has a bearing on how much you may make in a job. Don't you think so?

A：所以加班影响工资收入的多少。难道你不这样认为吗？

B: Definitely. And the degree of responsibility in a job also has a great deal to do with the salary.

B：是这样。而且工作中所承担的责任的轻重同薪水也有密切联系。

A: Yes. And so do other factors such as experience and fringe benefits.

A：是的。其他因素，如经验、福利待遇，也和薪水有密切关系。

B: No doubt about that. But anyway I have to work hard to earn my money.

B：这是毫无疑问的。不过无论如何我得努力工作才能挣到钱。

Dialogue 5

A: According to our manager, as long as we work hard and make achievements, we are bound to have the chance of promotion. But it seems nobody is promoted.

A：经理说，只要努力工作，做出成绩，人人均有升职的机会。可我们中好像没有谁升迁呀！

B: He also promised to raise our salary. We have over fulfilled workload.

B：他还说要给我们加薪呢。我们可是超额完成了工作量。

C: It's said that, due to the influence of the global economic recession and productive depression of our co-company, our products don't sell well. This leads to overstocking. Mr. Benson worries about it very much.

C：听说，由于受全球经济衰退的影响，加之原先与我们合作的公司生产不景气，致使我们公司产品销路不好，积压不少。本森先生为此很着急。

A: It has nothing to do with us. He should keep his promise.

A：这不关我们的事。他应该兑现对我们的承诺。

B: I think Mr. Benson should tell us the real situation instead of keeping it a secret. It's not reasonable for us to work overtime without extra pay.

B：我认为本森先生应该向我们讲明实情，不应瞒着我们。要我们加班却不额外付酬，这不行。

A: As a matter of fact, my salary and post remain the same though I've been here for three years, even when our company was operating well.

A：事实上，虽然我来这里工作了3年，即使是在公司经营状况好的时候，薪水和职务却都没有变化。

C: It's true. But it's not proper to complain to Mr. Benson at this time.

C：这是真的。但现在的确不是向本森抱怨的时候。

B: I don't want to be so considerate. I've talked about my job with a state enterprise. Tomorrow I am going to complain about my salary. If Mr. Benson doesn't take it seriously, I shall resign.

B：我可不管这么多。我已联系好了一家国有企业。明天我就去与本森经理谈谈有关加薪的事。如果他不当回事，我就辞职走人。

C: Please take your time. Maybe things will change for the better.

C：不要着急。也许事情会有些好转。

A: I hope so.

A：但愿如此。



Unit5

Welfare福利待遇

Top Sentences典型例句

1. We have a semi-annual bonus and we have a two-week paid vacation a year, as well.

我们半年发一次奖金，一年还有两周的带薪假期。

2. Do we enjoy life insurance and medical benefits?

我们享受人寿保险和医疗保险吗？

3. They give you fair pay and benefits, and a lot of room to grow.

他们给你提供合理的工资和福利，而且还有很大的发展空间。

4. Sometimes the corporate world cares more about money than anything else.

有时大公司更关心的是钱而不是其他东西。

5. They provide medical and dental insurance for all full-time workers, and they also organize company social gatherings.

他们为所有全日制的职工都提供了医疗和牙齿保险，而且还组织各种公司社交晚会。

6. They focus on continuing education by having 8 company-wide training events every year, and encouraging staff to apply for conferences and training meetings outside the company.

他们重视继续教育，每年有8个公司内部的培训项目，而且还鼓励员工参加公司以外的讨论会和培训会议。

7. We have health insurance, endowment insurance, transportation allowances, luncheon allowances, and subsidized housing.

我们有健康保险、养老保险、交通补贴、午餐补贴和住房补贴。

8. She will maintain fairness, equality, and an orderly and efficient work place. Her job is to have your best interest at heart.

她会维护公正、平等，营造有序、高效的工作环境。她的工作就是心系你们大家的最大利益。

Words and Phrases生词与词组



	allowance津贴，补助
	bonus奖金，奖励



	dormitory集体宿舍
	establish建立，成立



	luncheon午餐，午宴
	morale士气，斗志



	motivated有动机的；有根据的
	ombudsman调查官



	semi-annual半年一次的
	solely仅仅，唯一地



	subsidize给……补贴，补助
	welfare福利




Fashion Conversations轻松会话

Dialogue 1

A: Do you know anything about the benefits our company offers?

A：你知道我们公司提供什么福利吗？

B: Yes, we'll be paid 1,500 yuan a month not including bonus and overtime pay. We have a semi-annual bonus and we have a two-week paid vacation a year, as well.

B：知道，我们每月发1500元的工资，不包括奖金和加班费。我们半年发一次奖金，一年还有两周的带薪假期。

A: How long should we work in a week?

A：我们一周工作几天？

B: Five days. We can have Saturdays and Sundays off.

B：5天。我们周六、周日休息。

A: Do we enjoy life insurance and medical benefits?

A：我们享受人寿保险和医疗保险吗？

B: Yes, we do.

B：是的，享受的。

A: That's great.

A：那太好了。

Dialogue 2

A: Have you heard anything about Sun Company? I sent my résumé to their Human Resources Department last week and they called me back for an interview.

A：你了解太阳公司的情况吗？我上周向他们的人力资源部发送了简历，他们打电话要我参加面试。

B: Well, to start with, Sun Company has a reputation for being one of the best employers in its field.

B：是这样的，太阳公司是本领域声誉最好的雇主之一。

A: Really? With so many famous companies out here, how did they establish themselves in such a solid position on top?

A：是吗？这里有那么多著名的公司，他们是如何建立并巩固这么高的地位的？

B: First of all, they have an excellent benefits package. Even the temporary staff enjoy benefits such as life and medical insurance.

B：首先，他们为职工提供很好的福利套餐，即使是临时工也享有人寿和医疗保险等福利制度。

A: Great. What about the pay rate? Are the wages pretty high?

A：太好了。他们的工资收入怎么样？收入很高吗？

B: From what I hear, they are very reasonable. Sun Company has attracted some high-profile employees with their incentives.

B：据我所知，他们给的工资是很合理的。太阳公司已经通过自己的激励制度吸引了一些高素质人才。

A: Well, what about the working environment? Not everyone is motivated solely by money?

A：那么，工作环境如何？不会是每个人都只围着钱转吧？

B: It's a great place to work. They give you fair pay and benefits, and a lot of room to grow. I think if they offer you a job, you should definitely take it.

B：那里的工作环境非常好。他们给你提供合理的工资和福利，而且还有很大的发展空间。如果他们给你工作的话，你应该毫不犹豫地接受。

Dialogue 3

A: The company that Chad works for really takes care of him.

A：查德工作的那家公司真的非常照顾他。

B: What do you mean?

B：你是什么意思？

A: Well, not only does he have 2 weeks' vacation every year, but he also has sick leave which includes 5 optional days off a year for mental health days.

A：是这样，他不但每年有两周的假期，而且还能休病假，包括一年可以任意休5天的精神健康假。

B: Mental health days? Jeeze, I wish my company had some plan like that. Sometimes the corporate world cares more about money than anything else. I think it's great to see some companies, like the one Chad works for, that are caring about the quality of life of their employees.

B：精神健康假？哎呀，我希望我的公司也有类似的计划。有时大公司更关心的是钱而不是其他东西。令人欣慰的是看到一些公司，像查德工作的那家公司，能这么重视员工的生活质量。

A: No kidding. Chad's company also has a gym in their office building to encourage all employees to keep fit. They provide medical and dental insurance for all full-time workers, and they also organize company social gatherings.

A：没错。查德任职的公司在办公楼里还有个体育馆，鼓励员工锻炼身体，保持身体健康。他们为所有全日制的职工都提供了医疗和牙齿保险，而且还组织各种公司社交晚会。

B: Like what kind of social gatherings?

B：什么样的社交晚会？

A: Once a year they'll have a company picnic; they also sponsor a company Christmas party and New Year's party. They focus on continuing education by having 8 company-wide training events every year, and encouraging staff to apply for conferences and training meetings outside the company.

A：他们每年举办一次公司野餐，还主办公司圣诞节晚会和新年晚会。他们重视继续教育，每年有8个公司内部的培训项目，而且还鼓励员工参加公司以外的讨论会和培训会议。

B: Wow, the welfare of the employees seems top priority to management.

B：哇，看来公司领导最先考虑的是员工的福利待遇。

A: Needless to say, company morale is very high.

A：不用说，公司员工的士气一定很高。

Dialogue 4

A: Zhang Li, I've heard that your company has very generous fringe benefit policies. Is that true?

A：张莉，我听说你们公司有慷慨的福利政策。这是真的吗？

B: That's the truth. But you know many foreign-invested companies have that, not only our company.

B：是真的。但你知道许多外企都是这样，并不仅仅是我们公司。

A: We don't. Then what specific policies do you have?

A：我们公司就没有。你们有什么具体的福利呢？

B: Well, we have health insurance, endowment insurance, transportation allowances, luncheon allowances, and subsidized housing.

B：嗯，我们有健康保险、养老保险、交通补贴、午餐补贴和住房补贴。

A: Oh, so many. By subsidized housing, do you mean that the company will assist the employees in purchasing a house?

A：噢，这么多。说到住房补贴，你的意思是公司将帮助雇员买房子吗？

B: Yes. In our company, housing allowances take the form of dormitory facilities for single employees and apartment facilities for married employees. Of course, rental fees for such housing are much below the market prices.

B：是的。在我们公司，住房津贴采取为单身职工提供宿舍以及为已婚职工提供公寓的形式。当然这样的房屋租金比市场价格低得多。

A: The main fringe benefit is the bonus, isn't it?

A：主要的福利是奖金，是吗？

B: You can see it that way. But nowadays many people regard it as a form of salary. Some companies have made bonuses rather rigid in amounts and terms, so a lot of people say that bonus is a salary extension.

B：你可以这样看。现在许多人把奖金看成是工资的一种形式。一些公司已经把奖金的数量和条件变得非常固定了，因此许多人认为奖金是增加了的工资。

A: What about the bonus in your company?

A：你们公司的奖金怎样？

B: We always get some bonuses every month.

B：每个月我们都领一些奖金。

A: That sounds attractive. I wish I were an employee in your company.

A：听起来真诱人。我要是你们公司的一名员工该多好啊。

Dialogue 5

A: Thank you all for coming to our monthly staff correlation meeting. Today we have a lot of new things to introduce to you all. There will be a lot of changes in company policy to accommodate better employee welfare...

A：谢谢大家来参加我们每月的员工联　谊会。今天有很多新的事情要向大　家通报。我们公司在政策上将有很　大的调整以更好地改善员工的福利　　待遇……

B: Employee welfare? What all does that include?

B：员工的福利待遇？都包括哪些内容呀？

A: In the past, our welfare program consisted of benefits packages only, meaning partial health insurance coverage and retirement plan. But we hope to boost morale by increasing incentives and adding additional welfare considerations.

A：在过去，我们的福利规划只包括福利套餐，即部分的健康保险和退休计划。但现在我们希望通过增加激励措施以及额外的福利安排来提高大家的士气。

B: What kind of considerations are we talking about?

B：是什么样的福利安排？

A: It is proposed that from now on, employees will be given 10 paid sick days, in addition to their 2 week vacation periods. They will also be encouraged to maintain proper physical health with a company sponsored aerobics class on Friday nights. We have also consulted with the Human Resource Department and have hired a new liaison between management and employees. Let's all welcome Ms. Michelle Cade to our team as our company's ombudsman.

A：有人提议：从现在起每个员工除两周的假期之外，再增加10天带薪的病假。也鼓励大家参加公司每周五晚上举办的有氧健身课，从而保持良好的身体素质。我们也与人力资源部商量过，已经雇用了一个新联络员来负责管理层和员工之间的沟通协调工作。让我们大家热烈欢迎米歇尔·凯德女士加入我们的队伍，成为我们公司的调查官。

B: Our company now has an ombudsman?

B：我们公司现在有调查官了？

A: Yes, that's right. From now on, whenever you have a question or concern regarding anything that happens during the work day, Ms. Cade will be your advocate. If you believe there is anything inappropriate or unfair in the management practices, the ombudsman will be the first person you seek. She will maintain fairness, equality, and an orderly and efficient work place. Her job is to have your best interest at heart.

A：是的，你说得没错。从现在起，上班期间无论你什么时候遇到什么问题或有什么疑虑，凯德女士都会帮你们排忧解难。如果你们认为管理工作中有什么不合适或不公平的地方，调查官是你第一个可以寻求帮助的人。她会维护公正、平等，营造有序、高效的工作环境。她的工作就是心系你们大家的最大利益。



Unit6

Pressure and Adjustment压力与调节

Top Sentences典型例句

1. For the moment, I just need someone to talk to so that I can relieve my stress.

现在我只需要一个可以说话的人，让我缓解一下压力。

2. You've been burning the candle at both ends.

你最近有点体力透支了。

3. I feel completely washed out after an ordinary day at the office.

在办公室干了一天之后我感到非常疲倦。

4. I think you should adjust yourself to the step of your new job quickly and get used to such life under pressure.

我认为你应当很快地适应新工作的节奏，并且习惯于在压力下生活。

5. If I do start to become stressed, I will look to the cause of it and attempt to identify a solution.

如果我确实开始紧张的话，我会查找一下原因，并试图找出一个解决方法。

6. Every job has its own kind of pressure. I should be more relaxed and optimistic.

每种工作都会有压力。我应该放松自己，更乐观一些。

7. If you are putting in so many hours, they should give you some kind of compensation.

如果你加了那么长时间的班，他们应该给你相应的补偿。

8. Stress is a fact of life.

精神压力在生活中是不可避免的。

9. One important thing is to avoid the situation that leads to your stress.

重要的一点就是要避开导致你产生精神压力的环境。

10. If you can't avoid everything that leads to your stress, can you try to find some positive things that are caused by your stress?

如果你不能避开导致你产生精神压力的事情，那你能寻找一些源于精神压力的积极的东西吗？

Words and Phrases生词与词组



	concentrate集中，专心于
	deadline最后期限



	for instance例如，比如
	jeopardize使处于危险境地；危及



	overwhelm压倒；淹没；使不知所措
	pallid苍白的，无血色的



	symptom症状；征兆
	temporary暂时的，短暂的




Fashion Conversations轻松会话

Dialogue 1

A: Jack, you look pale. What happened?

A：杰克，你看上去脸色很苍白。你怎么了？

B: To be frank, I didn't sleep last night.

B：说实话，我昨晚根本没睡觉。

A: Did you have something on your mind? You look so worried and exhausted!

A：你有什么心事吗？你看上去很焦虑，很疲惫。

B: Well, I am under a lot of pressure. My boss assigned me three projects. Now the deadlines are near and I still haven't finished one of them.

B：嗯，我最近压力很大。我的老板分给我3个项目。现在期限就要到了，可我一个都没做完呢。

A: I know your feeling. Why didn't your company hire more people?

A：我理解你的感受。你们公司为什么不多雇些人手呢？

B: They always want to keep the cost down. I am really overwhelmed with a heavy load.

B：他们总是想着降低成本。我快被繁重的工作压垮了。

A: Take it easy, Jack. Is there anything I can do for you?

A：放轻松，杰克。我可以帮得上什么忙吗？

B: I guess no one can help me but myself. For the moment, I just need someone to talk to so that I can relieve my stress.

B：我想没人可以帮我，我只能靠自己了。现在我只需要一个可以说话的人，让我缓解一下压力。

A: Maybe you can talk to your boss. Also, you need a vacation. You've been burning the candle at both ends.

A：也许你应该和老板谈谈。另外你需要放个假，你最近有点体力透支了。

Dialogue 2

A: Bob, I feel completely washed out after an ordinary day at the office. This is really a high-stress environment. I don't even have time to catch my breath.

A：鲍勃，在办公室干了一天之后我感到非常疲倦。这真是个工作压力很大的环境呀。我连喘口气的工夫都没有。

B: Don't think about it too much! Everybody gets like that when they work for the first time. You know our newspaper is well-known in the news field and of course it has high demands on journalists. I think you should adjust yourself to the step of your new job quickly and get used to such life under pressure.

B：不要考虑太多。第一次开始工作，每个人都会这样的。要知道我们报社在业内很出名，对记者要求当然是很高的。我认为你应当很快地适应新工作的节奏，并且习惯于在压力下生活。

A: So, Bob, how do you handle stress?

A：那么，鲍勃，你是怎么处理紧张情绪的？

B: I am not the type of person who becomes stressed easily. Most of the time, I am trying to keep calm. If I do start to become stressed, I will look to the cause of it and attempt to identify a solution. I will certainly not be afraid to look to others for their assistance.

B：我不是那种容易紧张的人。大部分时间我都能保持冷静。如果我确实开始紧张的话，我会查找一下原因，并试图找出一个解决方法。我当然也不怕向他人寻求帮助。

A: Yes. Every job has its own kind of pressure. I should be more relaxed and optimistic.

A：是呀。每种工作都会有压力。我应该放松自己，更乐观一些。

Dialogue 3

A: Are you working overtime again? Over the last month, you have worked overtime every day without a break! Do you think your health can afford it?

A：你又加班了？在过去的一个月里，你们每天加班，一天也没有休息过。你的身体能受得了吗？

B: I know, but I have no choice. My boss has complete control over our work schedules. I haven't made it out of the office before 8 p.m. a single day this week.

B：我知道，可是我没有选择。我们老板完全控制着我们的工作安排。我这周就没有一天不是晚上8点之后下班的。

A: Well, bonuses depend on company performance and your boss will surely pay you the big bucks for all this work.

A：那么，奖金是和表现挂钩的，你干了那么多，他们应该给你一大笔劳务费。

B: Not exactly, I am working for minimum wage. And they don't give extra pay for overtime. Overtime is our own time.

B：没有，我拿最基本的工资，而且他们也不给加班费。加班用的是我们自己的时间。

A: What? I think employers should give their employees a fair rate of wage for overtime. You should know your rights! If you are putting in so many hours, they should give you some kind of compensation.

A：什么？我认为雇主应该给员工相应的加班费。你应该了解自己的权利！如果你加了那么长时间班，他们应该给你相应的补偿。

B: They do give bonuses at the end of the year for the excellent employees with a bunch of flowers and 100 dollars.

B：到年底的时候，他们确实会给优秀员工发一束鲜花和100美元作为奖励。

A: That's unfair. Why don't you just quit?

A：太不公平了！那你为什么不辞职？

B: I want to quit but I am afraid maybe I wouldn't be able to find another job. I didn't finish my college education and I don't have any skills.

B：我想辞职，但是我害怕找不到其他的工作。我没有上完大学，又没有一技之长。

A: Why not go on with your college education and take some training classes? I am sure you can find a better job in the future.

A：为什么不继续完成你的学业，再参加一些培训班呢？我相信今后你会找到好工作的。

Dialogue 4

A: Hi, Betty. What's wrong? You look pallid and fatigued.

A：嗨，贝蒂。你怎么了？你的脸色苍白，看上去很疲劳。

B: I'm having trouble sleeping lately. I have been getting headaches and I feel irritable and anxious.

B：我最近睡眠不好。我头痛，而且易怒，焦虑不安。

A: Oh? These all sound like symptoms of stress.

A：噢？所有这些好像都是精神压力大的症状。

B: Yes, I think so.

B：是的，我想也是。

A: How long have you had these symptoms?

A：你有这种症状多长时间了？

B: I've felt this way for over a month.

B：我有这种感觉已一个多月了。

A: Do you know what might be causing these feelings?

A：你知道是什么原因引起的这些感觉吗？

B: I don't know.

B：我不知道。

A: Okay. Don't worry. Stress is a fact of life. It can come from any life change or unexpected event. Even a happy life event, such as a promotion, can cause stress. One good thing is that you've had this problem only a short time, just one month.

A：没关系。别担心。精神压力在生活中是不可避免的。它可能来自于任何的生活变化或者是预料不到的事情。即使是好事儿，比如晋级（提升），也能引起压力。好在你有这种症状的时间还不长，只有一个月。

B: This is a good thing?

B：这是好事吗？

A: Oh, yes. If this problem continues over a long period of time, it can increase your risk of health problems, including heart disease, depression, infections, frequent colds, trouble concentrating and remembering things, etc.

A：噢，是好事儿。如果这个问题持续时间长了，就会影响你的健康问题，包括心脏病、情绪低沉、抵抗力差、经常感冒、精力不能集中以及记忆力差等等。

Dialogue 5

A: What's going on in your life?

A：你的生活中正在发生什么？

B: Oh, a lot of things are happening right now. I have too much stress.

B：噢，现在有很多事情正在发生。我的精神压力很大。

A: Really? Do you have symptoms of stress?

A：真的？你有精神压力大的症状吗？

B: I don't know exactly. But I have trouble sleeping. I feel anxiety and I get headaches.

B：我不确定。但是我睡眠不好。我感到焦虑不安和头痛。

A: How about your blood pressure?

A：你的血压怎么样？

B: It's a little bit higher than usual.

B：比正常高点儿。

A: Oh, you must be careful. You might have stress.

A：噢，你必须注意了。你可能患有精神压力症了。

B: How do you know?

B：你怎么知道？

A: The symptoms you described are all typical of stress.

A：你描述的这些症状是典型的精神压力造成的症状。

B: What are the symptoms of stress?

B：精神压力大的症状是什么？

A: They are anxiety, trouble sleeping (insomnia), high blood pressure, back pain, shortness of breath, stiff neck, fatigue, headaches, depression, weight gain or loss, problems with relationships, etc.

A：焦虑、睡眠不好（失眠症）、高血压、背痛、气短、斜颈、疲劳、头痛、情绪低沉、体重增加或消瘦、关系紧张等等。

B: What can I do to manage my stress?

B：要解决精神压力，我该做些什么呢？

A: One important thing is to avoid the situation that leads to your stress.

A：重要的一点就是要避开导致你产生精神压力的环境。

B: It's easy to say, but it's hard to do.

B：这说起来容易，做起来难。

A: I know. If you can't avoid everything that leads to your stress, can you try to find some positive things that are caused by your stress?

A：我知道。如果你不能避开导致你产生精神压力的事情，那你能寻找一些源于精神压力的积极的东西吗？

B: The positive? You mean stress positive?

B：积极的东西？你是说精神压力是有益的吗？

A: Yes.

A：是的。

B: Oh, my God. I've never thought about stress this way before.

B：噢，我的天呀！以前我从来没想过精神压力还会有益处。

A: You should. For instance, you have two jobs, and you're taking two courses for your Master's Degree. You have to work and study at the same time. This busy schedule causes you too much stress. In this circumstance, think positively, like you get good pay and experience from your two jobs. And you'll get benefits from your Master's Degree when you finish it. The difficult time is only temporary.

A：你应该这么想。例如：你有两份工作，而且你还在修两门研究生课程，你必须工作和学习同时进行。这种繁忙的日程安排使你有很大的压力。在这种情况下，你要从积极的方面考虑，比如：从你的两份工作中，你得到了丰厚的收入，积累了经验。毕业时拿到硕士学位，你会从中受益。困难只是暂时的。

B: So, stress isn't always bad, is it?

B：那么，压力不总是坏事儿，是吗？

A: That's right. Just try thinking in this way. You'll feel more comfortable.

A：说得对。就这么想，你会得到安慰。

B: Thank you. The things you have told me have made me feel better already.

B：谢谢你。你告诉我这些事情，已经使我感觉好多了。



Unit7

Being Late迟到

Top Sentences典型例句

1. I was held up by a traffic jam and it was even worse that I couldn't find your place.

车堵得厉害，更糟的是我几乎找不到你的住处。

2. Actually I should have thought of the heavy traffic in the rush hour.

实际上我本应该考虑到高峰期的塞车。

3. My alarm clock didn't go off this morning.

我的闹钟今早没有响。

4. If it breaks down again tomorrow, I'll definitely buy a new one.

如果它明天还不响的话，我肯定得买个新的了。

5. But once there are traffic jams, it may take me at least an hour to arrive at our company.

但是一旦堵车，我可能要花至少一个小时才能到公司。

6. I have to get up much earlier if I choose to take the subway. I really hate getting up early.

选择乘地铁，我就必须早起很多。我真的很讨厌早起。

7. Only I have two kids to look after. They're of school age now.

只是我有两个孩子需要照看。他们现在都已到上学年龄了。

8. Perhaps we can change your working hours a bit if you wish.

如果你愿意，也许我们可以调整一下你的工作时间。

9. I'll give you one last chance: either you come to work on time every day and improve the quality of your work, or you can just find yourself another place of employment.

我将给你最后一次机会：你要么每天准时来上班，并改善你的工作质量，要么你自己去找另外的工作。

Words and Phrases生词与词组



	alternative两者择一的，供替代的
	ambition抱负，野心



	be ashamed of耻于……
	folly愚蠢的行为，愚蠢



	punctual严守时刻的，准时的
	reputation名声，名誉



	traffic jam堵车，塞车
	




Fashion Conversations轻松会话

Dialogue 1

A: Good morning, Mr. Clark. I'm very sorry for being late.

A：上午好，克拉克先生。很抱歉，我迟到了。

B: It's all right. I'm glad you could come.

B：没关系。你能来我很高兴。

A: I was held up by a traffic jam and it was even worse that I couldn't find your place.

A：车堵得厉害，更糟的是我几乎找不到你的住处。

B: You're not entirely to blame. This place is difficult to find. We should have reminded you of that.

B：你不必自责。这个地方很难找，我们本应该提醒你的。

A: Actually I should have thought of the heavy traffic in the rush hour.

A：实际上我本应该考虑到高峰期的塞车的。

B: Well, don't worry.

B：噢，没关系。

A: Thank you for your forgiveness.

A：谢谢你的谅解。

B: Take a seat and make yourself comfortable.

B：坐下歇会吧。

A: Thanks.

A：谢谢。

Dialogue 2

A: Sorry, I overslept. My alarm clock didn't go off this morning.

A：对不起，我睡过头了。我的闹钟今早没有响。

B: Again?

B：又没响？

A: That's right, even though I did set the alarm last night.

A：是的，可我昨晚上确实设定了。

B: Your clock never works. Perhaps you should buy a new one.

B：你的闹钟从来没有正常工作过。也许你该买个新的了。

A: Well, if it breaks down again tomorrow, I'll definitely buy a new one.

A：嗯，如果它明天还不响的话，我肯定得买个新的了。

B: Maybe by then it'll be too late.

B：估计到那时候就太晚了。

A: What do you mean "too late"?

A：您说“太晚了”是什么意思？

B: By that time you'll be fired.

B：那时候你就会被开除了。

Dialogue 3

A: You are late again, John. You have been late three times this month.

A：你又迟到了，约翰。你这个月已经迟到3次了。

B: I am really sorry. The traffic has been very heavy recently.

B：我感到非常抱歉。最近总是堵车。

A: Do you drive to work every day?

A：你每天开车来上班吗？

B: Yes. When the traffic is all right it only takes me 30 minutes to drive here. But once there are traffic jams, it may take me at least an hour to arrive at our company.

B：是的。交通状况好的时候只要花30分钟就可以到公司了。但是一旦堵车，我可能要花至少1个小时才能到公司。

A: Have you thought about alternative transport?

A：你有没有想过使用别的交通工具呢？

B: What do you mean by "alternative"? Do you mean taking public transportation?

B：你说的“别的”是指什么？是指公共交通设施吗？

A: Yes. Driving cars is just one way to get to your destination. What about taking the subway?

A：是的。开车只是到目的地的一种方式。你想过乘地铁上班吗？

B: But, I have to get up much earlier if I choose to take the subway. I really hate getting up early.

B：如果选择乘地铁，我就必须早起很多。我真的很讨厌早起。

A: Just try to be punctual, John. That's the most important thing.

A：约翰，要尽量守时。这是最重要的。

Dialogue 4

A: Sorry, Mr. Li, I'm late.

A：对不起，李先生，我迟到了。

B: Jane, that's the second time this week, isn't it?

B：简，这是本星期的第二次了，不是吗？

A: Yes. My bus was late again.

A：是的。公交车又来迟了。

B: Is it possible for you to take an earlier bus?

B：你能搭乘一班早一些的公交车吗？

A: I think so. I'm going to do that tomorrow.

A：我想是可以的，我明天就这么办。

B: Good idea, Jane. How's your family?

B：好主意，简。你家里好吗？

A: Not too bad, thanks. Only I have two kids to look after. They're of school age now.

A：还好，谢谢。只是我有两个孩子要照看。他们现在都已到上学年龄了。

B: So you have to send them to school before coming here, don't you?

B：所以你得先送他们上学然后才来这里，是吗？

A: Yes. That's the headache I have every day.

A：是的。这是我每天遇到的头疼事。

B: I quite understand. Life is always harder for mothers.

B：我很理解。母亲们的生活总是艰苦些。

A: You're right, but we just can't help it.

A：对呀，可是我们实在没办法。

B: Perhaps we can change your working hours a bit if you wish, Jane.

B：简，如果你愿意，也许我们可以调整一下你的工作时间。

A: No, thanks. I can manage.

A：不用了，谢谢。我能设法应付的。

B: All right. If there's anything I can do for you, please don't hesitate to let me know.

B：好吧。如果有什么事我能为你做的，尽管告诉我。

A: That's very kind of you, Mr. Li.

A：你太好了，李先生。

Dialogue 5

B: Come in, Tony. So, you're late again, aren't you? Well, let me tell you a thing or two. There's no room in our company for such behavior. Do you want to get a reputation for having a bad attitude? It seems you choose to ignore your responsibilities at your job here. Aren't you ashamed of yourself?

B：托尼，进来。你又迟到了，不是吗？嗯，让我告诉你一些事情。我们公司可不容许你这种行为。你想弄个工作态度不良的罪名吗？看来你似乎忽略了你在这里的工作责任。你自己难道不觉得羞耻吗？

A: Well, Sir, I...

A：呃，老板，我……

B: Don't give me that. You know, Tony, you really astonish me. Such an intelligent young man with no ambition. It's quite evident to me that you've lost interest in the quality of your work. It's always been my philosophy that one must show a substantial amount of enthusiasm at his job if one doesn't want to be replaced. And you've shown nothing but a negative attitude at your job. Now, Tony, I must be frank with you, if you continue to neglect your duties, you're fired. There are a lot of young men who would be more than pleased with your job.

B：少来这套。你可知道，托尼，你实在令我想不到，这么聪明的年轻人居然没有抱负。很明显，你对你的工作质量已失去了兴趣。我的观点一直是这样的：如果一个人不想被取代的话，他一定要对他的工作表现出相当的热情。而你所表现的却只是对工作的消极态度。好了，托尼，我必须和你说实话，如果你再继续忽视你的职责，你就得走了。很多年轻人很乐意干你的工作。

A: But, Sir, please let me explain!

A：可是，老板，让我解释啊！

B: No, Tony, it's much too late for that. You've been late eight times since we've hired you. I've got good reason to fire you right now. But I'll give you one last chance: either you come to work on time every day and improve the quality of your work, or you can just find yourself another place of employment. You must be attentive in order to work here.

B：不，托尼，太迟了。我们雇用你以来，你已迟到8次了。我有非常好的理由现在就辞掉你。但我将给你最后一次机会：你要么每天准时来上班，并改善你的工作质量，要么你自己去找另外的工作。你要在这里工作就必须全神贯注。

A: I will be, Sir. You won't regret this decision. I promise you that from now on my job will be foremost with me, and I wish to apologize for my past folly.

A：我会的，老板。你不会后悔这个决定的。我保证，从今以后，我会把我的工作放在第一位，同时我希望能为以前的愚蠢道歉。

B: You must prove yourself first, and then I'll listen. Now get to work, and I expect to see a substantial improvement in your work.

B：你必须先证明你自己，然后我才会听你的。好了，去工作吧，我希望看到你的工作有实质的改善。

A: Oh, I will, Sir. Thank you very much!

A：呃，我会的。谢谢你，老板。



Unit8

Taking a Leave请假

Top Sentences典型例句

1. I'm thinking about taking Friday and Monday off.

我正在考虑星期五和星期一请假。

2. My daughter is seriously ill, and no one can take care of her at home.

我女儿病得厉害，家里又没人照顾她。

3. I'm sorry to hear that. And you know we're quite busy now.

听到这个消息我很难过。你也知道我们现在很忙。

4. I'd like to ask for a week's leave, and that means I'll be back next Tuesday.

我想请一星期的假，也就是说下周二回来上班。

5. Don't overstay your leave.

不要超期啊。

6. I wonder if it is possible for me to come in a bit late tomorrow.

我明天上班要晚到一会儿，不知行不行？

7. It's just my mother returning from a long trip tomorrow morning, and I'd like to go and meet her.

我母亲明天上午长途旅行回来，我想去接她。

8. You know tomorrow morning's meeting is very important and you must attend it.

你知道明天上午的会议非常重要，你必须参加。

9. I need to take care of him when he is in the hospital.

我需要在他住院时照顾他。

10. All I want to do now is to make sure that there's someone to cover you while you are away.

我现在想确认在你请假期间有没有人顶替你。

Words and Phrases生词与词组



	replacement替代，更换
	babysitter保姆，代人临时照看婴儿者




Fashion Conversations轻松会话

Dialogue 1

A: I'm thinking about taking Friday and Monday off.

A：我正在考虑星期五和星期一请假。

B: Are you taking a trip?

B：你要去旅行吗？

A: Yeah, I'm thinking about going to the mountains for a long weekend.

A：是的，我正在考虑到山上去过一个长周末。

B: That will probably do you some good.

B：那对你可能会有好处。

A: How many personal days do I have?

A：我还有几天假？

B: You have three.

B：你有3天。

A: I would like to take them now.

A：我现在就请假。

B: All of them?

B：全部请完吗？

A: No, just two of them.

A：不，2天就行。

B: All right. I'll make the arrangements.

B：好的。我会做安排的。

A: Thank you.

A：多谢。

Dialogue 2

A: Mr. Hu, may I ask for leave?

A：胡先生，我可以请假吗？

B: What happened?

B：出了什么事？

A: My daughter is seriously ill, and no one can take care of her at home.

A：我女儿病得厉害，家里又没人照顾她。

B: I'm sorry to hear that. And you know we're quite busy now.

B：听到这个消息我很难过。你也知道我们现在很忙。

A: I know that, but you can make some replacement.

A：我知道，你可以找个人替我一下啊。

B: I'll consider that. When can you be back?

B：我会考虑的。你什么时候能回来？

A: Perhaps next Tuesday. Her father will come back from Hangzhou by then.

A：可能得下周二。她父亲到时候该从杭州回来了。

B: And can't you find a babysitter?

B：你不能找个保姆吗？

A: I've tried. But in such an emergency, it's not so easy to find.

A：我试过了。可情况紧急，不太好找。

B: I see. I will arrange Xiaoli to take over your job. You must hand over properly with her.

B：我明白了。我会安排小丽接替你的。你可要和她交代好呀。

A: You are so thoughtful, Mr. Hu.

A：你真是太体贴了，胡先生。

B: I hope your daughter gets well soon.

B：祝你女儿早日康复。

Dialogue 3

A: Excuse me, Mr. Li. May I have a word with you?

A：对不起，李先生，跟你说句话好吗？

B: Certainly. What is going on?

B：当然可以。什么事？

A: I'm going to Wuhan this Tuesday.

A：这周二我打算去武汉。

B: How long will you be off work?

B：那你要离开多久？

A: A week.

A：一个星期。

B: A week? You're not telling me you'll be gone a week? But what for?

B：一个星期？你不是告诉我你要离开一个星期吧？可是为什么呢？

A: To attend a family reunion.

A：去与家人团聚。

B: Er, well, you know we're very busy these days.

B：哦，这样啊，你知道这些天我们很忙。

A: I know, Mr. Li, but this is a special occasion.

A：我知道，李先生，可是这次情况特殊。

B: Is it?

B：是吗？

A: Yes, we are celebrating the 50th anniversary of our parents' golden marriage.

A：是的，我们要庆祝我们父母的50周年金婚纪念日。

B: Oh, that is special. Congratulations to your parents.

B：哦，这的确是不同寻常。祝贺你父母。

A: Thanks.

A：谢谢。

B: When will you be back, then?

B：那你什么时候回来上班？

A: I'd like to ask for a week's leave, and that means I'll be back next Tuesday.

A：我想请一星期的假，也就是说下周二回来上班。

B: All right, you have it. But don't overstay your leave.

B：好吧，准你的假。不过不要超期啊。

Dialogue 4

A: Hello, Mr. Frank speaking.

A：喂，我是弗兰克先生。

B: Hello, Mr. Frank. This is Zhang Li here. I wonder if it is possible for me to come in a bit late tomorrow.

B：你好，弗兰克先生，我是张丽。我明天上班要晚到一会儿，不知行不行？

A: What's up? Nothing wrong, I hope.

A：怎么了？但愿没出什么事吧？

B: No, no. It's just my mother returning from a long trip tomorrow morning, and I'd like to go and meet her. Would you mind if I come in at 9:30?

B：没有，没有。我母亲明天上午长途旅行回来，我想去接她。我如果9:30来上班您不会介意吧？

A: What time is your mother coming?

A：你母亲什么时候到？

B: The train gets in at 8:10. It means I'd be about one hour late for work. Would that be all right?

B：火车8:10进站，这意味着我要晚来上班一个小时。您觉得行吗？

A: Well, Zhang Li, you know tomorrow morning's meeting is very important and you must attend it. So... I mean, isn't there anyone else in the family, who could go?

A：噢，张丽，你知道明天上午的会议非常重要，你必须参加，所以……我的意思是说，你们家里别的人能不能去一下？

B: No, I'm afraid there isn't. I'm the only one with a car. I hope you don't mind.

B：没有，恐怕没人能去。我们家只有我一个人有汽车。我希望您不会介意。

A: All right. I suppose you'll have to go then. We'll put the meeting off to ten o'clock. Try not to be too late.

A：好吧，我想你不得不去了。我们把会议推迟到10点再开。尽量别太晚了。

B: Right. Thank you very much. Good-bye.

B：好，非常感谢您。再见。

A: Good-bye.

A：再见。

Dialogue 5

A: Excuse me, Mr. Black, but I was wondering if I could speak to you for a few minutes.

A：打扰了，布莱克先生，能跟您谈几分钟吗？

B: Well, I am rather busy at the moment, Mary. Is it urgent?

B：哦，玛丽，我现在正忙呢。你有要紧事吗？

A: Yes, I am afraid it is. It's a personal matter.

A：是的，事情很紧急。是私事。

B: Oh, well then, we'd better discuss it now. Sit down, please.

B：那好吧，我们最好现在就谈。请坐。

A: Thank you. You see, it's about my husband. He is ill and has to go to hospital tomorrow.

A：谢谢。你知道，这事跟我丈夫有关。他病了，明天要去医院。

B: So, you must be concerned about your husband's health. Is it anything serious? Your husband's illness, I mean.

B：所以你肯定很担心你丈夫的健康状况。情况严重吗？我是说你丈夫的病情。

A: The doctor says it's an important operation. And it has to be done as soon as possible. I need to take care of him when he is in the hospital.

A：医生说要做个很重要的手术，而且必须尽快做。我需要在他住院时照顾他。

B: I see. You mean you need a few days off to look after your husband.

B：我明白了。你是说你需要请几天假照顾你的丈夫。

A: Yes, that's it. Will that be all right?

A：是的。那样行吗？

B: Sure. Mary, all I want to do now is to make sure that there's someone to cover you while you are away. When can you be back?

B：可以。玛丽，我现在想确认在你请假期间有没有人顶替你。你什么时候能回来上班？

A: I can be back on Thursday.

A：我周四可以回来上班。

B: Well, I'll arrange someone to take over your job.

B：那么，我会安排人接替你的工作。

A: You are so considerate, Mr. Black.

A：您考虑得太周到了，布莱克先生。

B: I am glad I could help.

B：我很高兴能帮得上忙。



Unit9

Resignation辞职

Top Sentences典型例句

1. I'm sorry to bring up my resignation at this moment, but I've decided to study abroad.

我很抱歉在这个时候提出辞呈，但我已经决定要出国念书了。

2. I'd like to say that I've really enjoyed working with you. However, I think it's about time for me to leave.

我要说的是，我真的很高兴能与您共事。但是，我觉得该是我离开的时候了。

3. Thank you for your help, but I still want to leave the company to seek development.

谢谢您的关照，但我还是想离开公司另谋发展。

4. I hope you can get an ideal job and we will have chances of cooperation with each other.

我祝愿你找到理想的工作，也希望今后我们还有合作的机会。

5. We can hold your job for you until your mother gets better.

我们可以为你保留职位，等你母亲康复之后你可以再回来复职。

6. They seem very keen and it's a good offer, more pay, more responsibility and more room for career growth.

他们非常恳切，而且工作条件不错，工资高，责任重，发展机会也很多。

7. It was the chance of a lifetime and I really felt I couldn't turn it down.

这是个难得的机会，我觉得实在是无法拒绝。

8. I feel I've grown professionally as much as I can here, and I need some new challenges.

我觉得在这里能学到的专业知识已经到了极限，我需要新的挑战。

Words and Phrases生词与词组



	fantastic极好的，极了不起的
	resignation辞呈；辞职



	the chance of a lifetime千载难逢的机会




Fashion Conversations轻松会话

Dialogue 1

A: Excuse me, Sir, but I've made a tough decision. Here is my resignation.

A：打扰一下，先生，我做了一个很艰难的决定。这是我的辞呈。

B: I am sorry to hear that. Why do you want to quit?

B：我很遗憾听到这个决定。为什么你要辞职？

A: I'm sorry to bring up my resignation at this moment, but I've decided to study abroad.

A：我很抱歉在这个时候提出辞呈，但我已经决定要出国念书了。

B: All right, you are welcome back anytime.

B：好吧，随时欢迎你回来。

A: Thank you, Sir. I'd like to say that I've really enjoyed working with you. However, I think it's about time for me to leave.

A：谢谢，先生。我要说的是，我真的很高兴能与您共事。但是，我觉得该是我离开的时候了。

B: I am glad to work with you, too. Good luck!

B：我也很高兴与你共事。祝你好运。

A: Thank you.

A：谢谢。

Dialogue 2

A: Hello, Anna. It's said that you are going to resign, aren't you?

A：你好，安娜。我听说你要辞职，这是真的吗？

B: Yes, Mr. Hawk.

B：是的，霍克先生。

A: That's unexpected. In my opinion, you did well in your work. Would you tell me why?

A：这太出乎我的意料了。我认为你的工作干得不错。你能说说理由吗？

B: To be frank, Mr. Hawk, I want to resign not because I am incompetent at the work, but I want to work at a company with better working conditions, higher salaries and more chances of promotion.

B：霍克先生，说实在的，我想辞职并不是我不能胜任我的工作，而是我想在一个工作环境、福利待遇、晋升机会都比较好的公司工作。

A: I am sorry to hear that. You know, our company is a new one. Things will go better with its development.

A：你这么说，我真有点遗憾。你知道，我们公司创立不久，随着公司的发展，一切都会好起来的。

B: Maybe. Thank you for your help, but I still want to leave the company to seek development. I hope the company will expand its business soon.

B：也许吧。谢谢您的关照，但我还是想离开公司另谋发展。我希望公司的业务很快能不断扩大。

A: Thank you. Have you decided where to go?

A：谢谢。你已决定去哪家公司了吗？

B: No, I haven't.

B：还没有。

A: Then I hope you can get an ideal job and we will have chances of cooperation with each other.

A：那么我祝愿你找到理想的工作，也希望今后我们还有合作的机会。

B: Thank you. Good-bye.

B：谢谢。再见。

A: Bye.

A：再见。

Dialogue 3

A: Do you have a minute?

A：你有时间吗？

B: Sure. What would you like to discuss?

B：当然。你想谈什么？

A: I've made a tough decision, Sir. Here's my resignation.

A：我做了一个艰难的决定。这是我的辞职信。

B: I have to tell you that I'm quite surprised. Is there any possibility to change your mind?

B：我得告诉你这让我很意外。有没有可能让你改变主意？

A: I'm afraid not, Sir. I've made up my mind. It's something I have to do.

A：恐怕没有，先生。我已经打定主意了。我必须得这样做。

B: Can I ask why? Were you unhappy working for us?

B：我能知道原因吗？在我们这工作得不愉快？

A: Oh, no. Not at all.

A：哦，不，根本不是这么回事。

B: Have you been given a better offer?

B：你有更好的选择了？

A: Oh, no. I think this is a fantastic place to work.

A：哦，不是。我觉得在这里工作非常好。

B: Well, what's the problem then?

B：那到底是什么原因？

A: It's my mother. She's sick and I'm the only one who can take care of her.

A：是我母亲的原因。她病了，我是唯一能去照顾她的人。

B: I'm sorry to hear that, but you needn't quit over that. Why don't you take a leave of absence? We can hold your job for you until your mother gets better.

B：我很遗憾，不过你不用因为这个辞职。你为什么不请个假呢？我们可以为你保留职位，等你母亲康复之后你可以再回来复职。

A: Really? I didn't know that would be possible.

A：真的可以吗？我不知道可以这样。

B: Sure, we'd be crazy to lose a good worker like you.

B：当然可以，我们要是失去你这么优秀的员工会抓狂的。

Dialogue 4

A: Have a seat, Alice. Would you like some tea?

A：请坐，艾丽斯。来杯茶吧？

B: I've just had some, thank you, Mr. Black.

B：我刚刚喝过，谢谢您，布莱克先生。

A: Well, I expect you know what I wanted to talk to you about.

A：嗯，我想你已经知道我打算和你谈什么了吧。

B: My letter of resignation, you mean?

B：您是说我的辞职信吗？

A: Yes. It came as a bit of a surprise. I thought you were happy here.

A：是的。你这封信有些出乎我的意料，我以为你在这里工作很愉快。

B: I am and I'll be very sorry to leave. I like the people I work with and I like the company. When CBS Company offered me a job, my first reaction was to say no. But they seem very keen and it's a good offer, more pay, more responsibility and more room for career growth.

B：我是很愉快，也舍不得离开。我喜欢一起工作的同事，也喜欢这个公司。当CBS公司请我去工作时，我的第一反应是不干。可是他们非常恳切，而且工作条件不错，工资高，责任重，发展机会也很多。

A: Alice, you know how much I value your work. Why didn't you come to me earlier, so we could talk about it? We might have had a chance to top the other offer.

A：艾丽斯，你知道我很看重你的工作的。你为什么不早点来找我谈谈这件事？我也许有机会给你比那家公司更优惠的条件。

B: I am sorry. I had to make a choice immediately. It was the chance of a lifetime and I really felt I couldn't turn it down.

B：很抱歉。我当时必须马上做出决定。这是个难得的机会，我觉得实在是无法拒绝。

A: I am sad to see you go, Alice. But I do wish you all the best in your new career.

A：艾丽斯，你要走，我真的是很难过。但我真心希望你新工作事事顺心。

B: Thank you, Mr. Black. Your understanding and support mean a lot to me.

B：谢谢您，布莱克先生。您的理解与支持对我很重要。

Dialogue 5

A: Mr. Johnson, may I have a word with you?

A：约翰逊先生，我能和您谈谈吗？

B: Of course, Lucy. What can I do for you?

B：当然可以，露西。你有什么事？

A: This is difficult for me, because you and I have worked together for so long, but I've found a new position at another company.

A：这对于我来说，很难开口，毕竟我同您一起工作了很长时间了，但我已经在另一家公司找到了一份新工作。

B: May I ask you why?

B：能问问为什么吗？

A: You see, I've learned a lot here, and appreciate the opportunities I've been given here, but...

A：您知道，我在这里学到了很多东西，并且很感谢这里给我的机会，但是……

B: Is it something I've done, or haven't done?

B：那是我做错了什么，还是有什么事情我还没做？

A: Mr. Johnson, you've really been great to me, and I'm grateful that you've taken me under your wing and taught me so much.

A：约翰逊先生，您一直对我都很好，我非常感谢您的关照，并且教会我很多东西。

B: I must admit that I'm still confused. If there's nothing wrong here, why are you leaving?

B：我必须说我还是不明白。如果没什么问题，你为什么要离开呢？

A: Well, I feel I've grown professionally as much as I can here, and I need some new challenges.

A：噢，我觉得在这里能学到的专业知识已经到了极限，我需要新的挑战。

B: I see. Then I do want to wish you all the best in your new career.

B：我懂了。那么，我真心希望你的新工作事事顺利。

A: Thank you very much, Mr. Johnson.

A：非常感谢您，约翰逊先生。


Part2

Routine Office Work

日常办公



Unit1

Making Calls接打电话

Top Sentences典型例句

1. I want to speak to Mr. Adams, the manager of your Advertising Department.

我想和你们广告部经理亚当斯先生通话。

2. I'm afraid Mr. Adams is on another line. Would you like to hold on a minute or will you call back?

亚当斯先生正在通话中，您想等一会儿，还是过几分钟再打过来呢？

3. I'm afraid he's in a meeting until lunchtime. Can I take a message?

午饭之前他一直在开会。我能替你留言吗？

4. This is Mary of Modern Office Limited. I'm calling on behalf of Mr. Smith, our General Manager.

我是现代办公用品有限公司的玛丽。我代表我们总经理史密斯先生打电话。

5. I'm sorry there's no one here in Sales Department at the moment, but I'll pass on the message and ask them to get straight back to you.

对不起，李先生，销售部这会儿没有人，但我会将这一信息传达给他们，让他们直接与您联系。

Words and Phrases生词与词组



	convenient方便的
	lunchtime午餐时间



	shorthand速记




Fashion Conversations轻松会话

Dialogue 1

A: X Company. Good morning.

A：X公司，早上好。

B: Good morning. I want to speak to Mr. Adams, the manager of your Advertising Department. Could you put me through, please?

B：早上好。我想和你们广告部经理亚当斯先生通话。你帮我接通好吗？

A: Well, may I know who is calling?

A：好的，能知道是哪位打来的吗？

B: John Wang from Y Company, Beijing, China.

B：是中国北京Y公司的约翰·王。

A: One moment, please. (After a while) Mr. Wang?

A：请等一下。（一会儿后）王先生吗？

B: Yes.

B：是的。

A: I'm afraid Mr. Adams is on another line. Would you like to hold on a minute or will you call back?

A：亚当斯先生正在通话中。您想等一会儿，还是过几分钟再打过来呢？

B: I'll call back in half an hour. Thanks.

B：我半小时后再打吧。谢谢。

A: Very good. Good-bye.

A：好的。再见。

B: Good-bye.

B：再见。

Dialogue 2

A: Mr. Herb's office!

A：赫伯先生的办公室。

B: Hello, can I speak to Mr. Herb, please?

B：你好，我能跟赫伯先生通电话吗？

A: I'm afraid he's in a meeting until lunchtime. Can I take a message?

A：午饭之前他一直在开会。我能替你留言吗？

B: Well, I'd like to arrange an appointment to see him, please. It's Peter Smith here.

B：嗯，我想约见他。我是彼得·史密斯。

A: Could you hold on for a minute, Mr. Smith? I'll just check the diary. So when's convenient for you?

A：史密斯先生，请你不要挂机。我查一下日志。那么你什么时间方便？

B: Some time next week if possible.

B：如果可能的话，下周最好。

A: Er, he'll be on holiday for a fortnight.

A：嗯，他会去度假两周。

B: Well, I need to see him before he goes away. So would next Wednesday be okay?

B：噢，他走之前我得见他。下周三怎么样？

A: Wednesday... let me see... he's out of the office all morning. But he's free in the afternoon, after about three.

A：周三……让我看一下……他一上午都不在办公室。但大约下午3:00之后他就没事了。

B: Three o'clock is difficult. But I could make it after four.

B：3:00我有点困难，但4:00之后我可以。

A: So shall we say 4:15 next Wednesday, in Mr. Herb's office?

A：那我们定在下周三的4:15在赫伯先生的办公室好吗？

B: Yes, that sounds fine. Thanks very much.

B：好的，听起来不错。非常感谢。

A: Okay. Bye.

A：行。再见。

Dialogue 3

A: Hello, this is Mr. Li's office. May I help you?

A：您好，这是李先生的办公室。可以为您效劳吗？

B: Hello, this is Mary of Modern Office Limited. I'm calling on behalf of Mr. Smith, our General Manager.

B：您好，我是现代办公用品有限公司的玛丽。我代表我们总经理史密斯先生打电话。

A: I see. What can I do for you?

A：我知道了。我能为您做点什么？

B: Well, Mr. Smith would like to make an appointment to see Mr. Li sometime this week. Could you arrange a time for Mr. Smith?

B：嗯，史密斯先生想在这个星期与李先生约个时间见面。请您为史密斯先生安排一下好吗？

A: May I ask what he wishes to see Mr. Li about?

A：我能问一下他见李先生是什么事吗？

B: Mr. Smith wishes to discuss some important terms about the contract No. 96-1763.

B：史密斯先生想与李先生就第96-1763号合同的某些重要条款商讨一下。

A: I see. Then do you have any particular time in mind?

A：我明白了。那您想约在什么时候呢？

B: Would 10 a.m. tomorrow be all right?

B：明天上午10点钟行吗？

A: I'm afraid Mr. Li will be completely tied up the whole morning. What about 2:30 tomorrow afternoon?

A：恐怕明天整个上午李先生都会很忙。明天下午2:30怎么样？

B: One moment, please. I'll check Mr. Smith's appointment book. Yes, 2:30 tomorrow afternoon will be convenient for Mr. Smith.

B：请等一等。让我看一下史密斯先生的约会簿。嗯，明天下午2:30史密斯先生有空。

A: Where does Mr. Smith wish to see Mr. Li, please?

A：史密斯先生打算在哪里与李先生见面呢？

B: What about Mr. Smith's office?

B：在史密斯先生的办公室行吗？

A: All right. 2:30 tomorrow afternoon at Mr. Smith's office.

A：好的。明天下午2:30在史密斯先生的办公室。

B: Then Mr. Smith will be expecting Mr. Li at that time. Thank you. Good-bye.

B：到时候史密斯先生会在办公室等候李先生。谢谢您，再见。

A: Good-bye.

A：再见。

Dialogue 4

A: Garden Co. Ltd. Good afternoon. May I help you?

A：下午好，高登有限公司。你有什么事？

B: Good afternoon. I'm Li Haiying from Huaxin Computer Company in Wuhan, China. I'd like to speak to someone who is responsible for marketing. We placed an order with you for computers five weeks ago, but we have so far heard nothing about it from you.

B：下午好！我是中国武汉华新计算机公司的李海英。我想与你们公司负责营销的人员讲话。我们在5个星期前向你们公司寄去了一份关于计算机的订单，但是至今未收到你们公司有关这份订单的任何消息。

A: Oh, dear! It sounds that the delivery is held up somewhere on the line. Just a minute, Mr. Li, I'll put you through.

A：啊，天哪！听起来好像是哪个环节把货物压了下来。请稍等，李先生，我为你接通电话。

B: OK. Thank you.

B：好的，谢谢。

A: I'm sorry there's no one here in Sales Department at the moment, but I'll pass on the message and ask them to get straight back to you. I'll just make a note. Could you give me your name and number?

A：对不起，销售部这会儿没有人，但我会将这一信息传达给他们，让他们直接与您联系。我简单地记一下。请告诉我您的名字和电话号码好吗？

B: All right. Li Haiying, L-I, H-A-I, Y-I-N-C, Huaxin Computer Company. It's about an order for 100 computers, model Dell N211009. My phone number is 0086-027-68743860.

B：好吧。李海英，L-I，H-A-I，Y-I-N-G，华新计算机公司，100台配置代码为N211009的戴尔计算机。我的联系电话是：0086-027-68743860。

A: Right, Sir.

A：好啦，先生。

Dialogue 5

A: Alice, Mr. Brown phoned me this morning and asked for a reference for one of my secretaries, Helen Robert. I have looked up her personal file and now I have the information he wants. Shall I dictate it to you now?

A：艾丽斯，布朗先生今天早上打电话要我的一个叫海伦·罗伯特的秘书的相关资料。我查了她的个人资料，找到了他需要的信息。我现在口述给你好吧？

B: Yes, please. Then I can type it out ready for Mr. Brown when he comes back.

B：好的。这样我可以打印出来等布朗先生回来看。

A: That will be fine. Are you ready now?

A：太好了。你现在准备好记录了吗？

B: Yes, I am ready.

B：是的，我准备好了。

A: Good. Well, Miss Helen Robert, age 22, has worked for the past three years as a secretary in the Marketing Department. Her attendance has been very good and she's never been absent. Have you got that, Alice?

A：好的。嗯，海伦·罗伯特小姐，22岁，在市场部做了3年秘书。她的出勤情况很好，从未缺过勤。艾丽斯，你记下来了吗？

B: Yes. I've got Miss Helen Robert, 22 years old, worked at Marketing Department as a secretary for three years. Her attendance was excellent.

B：记下来了。海伦·罗伯特小姐，22岁，过去3年里在市场部任秘书。她的出勤情况优秀。

A: Right. She is reliable and hardworking. She is quite familiar with office routine. She does well in shorthand and typing. She is also able to handle report writing, summaries, keeping minutes at meetings. And I think she is very responsible.

A：很好。她工作努力，值得信赖。她对办公室业务非常熟悉，速记能力很强，打字速度很快。她还能够胜任撰写报告、写摘要、做会议记录等工作。我认为她很有责任心。

B: Well, is there anything else you want me to do?

B：嗯，您还需要我做什么事情吗？

A: No, I don't think so. Thank you, Alice.

A：我想不用了。谢谢你，艾丽斯。



Unit2

Visitors Reception接待来访

Top Sentences典型例句

1. If you could tell me why you want to see the manager, Sir, I'll try to help you.

先生，如果你能告诉我为什么要见经理，我会尽力帮你的。

2. If you'd like to wait while I contact Mr. Crandall, our Sales Manager, I'm sure he can help you.

如果你能稍等一下，我这就与销售部经理克兰德尔先生联系，我想他一定能帮你解决的。

3. I would like to see your manager about a new product our company has developed in a short time.

我想和你们经理谈谈我们公司最近开发的一种新产品。

4. I have got something urgent to discuss with Mr. Richard.

我有要紧事和理查德先生商量。

5. I was wondering if I could speak to someone about investment accounts with your company.

我想找人了解一下与贵公司的投资账户问题，可以吗？

6. I can see if anyone is available now to meet with you. Can you please wait just a moment?

我看看现在哪位有空能跟你见一下。请先等一会儿，好吗？

7. Go ahead and have a seat, make yourself comfortable.

请随意找个位子坐一下，别客气。

8. It's a busy time for us right now, but if you don't mind waiting about ten minutes, I can arrange for you to talk with Susan.

我们现在忙得很，但是如果你不介意等10分钟的话，我能安排你和苏珊谈谈。

9. Take this number, and we'll let you know when it's time.

拿好这个编号，轮到您的时候我会叫您。

10. I have a Mr. Parkinson here to see Mr. Jordan. He says he has an appointment.

我这里有一位帕金森先生，他想见乔丹先生。他说他约好了。

Words and Phrases生词与词组



	advisor顾问；指导老师
	crew工作人员；全体机务人员



	wretched恶劣的；可恨的，讨厌的




Fashion Conversations轻松会话

Dialogue 1

A: I want to see your manager.

A：我要见经理。

B: Do you have an appointment?

B：你事先约好了吗？

A: Never mind about appointments. Where is the manager?

A：别管约好没约好。经理在哪里？

B: Well, we have several managers here. If you could tell me why you want to see the manager, Sir, I'll try to help you.

B：我们这里有好几位经理。先生，如果你能告诉我为什么要见经理，我会尽力帮你的。

A: I want to see the one responsible for selling computers.

A：我想见负责销售电脑的那位经理。

B: Do you want to buy some?

B：你想买电脑吗？

A: No, never and ever. I've already bought the wretched things and they don't work at all.

A：不，永远也不想买了。我已经买了一些破烂玩意儿，根本不能用。

B: I'm sorry to hear that.

B：非常抱歉。

A: What's the use of being sorry? What are you going to do about it?

A：抱歉有什么用？这件事你打算怎么办？

B: If you'd like to wait while I contact Mr. Crandall, our Sales Manager, I'm sure he can help you.

B：如果你能稍等一下，我这就与销售部经理克兰德尔先生联系，我想他一定能帮你解决的。

Dialogue 2

A: Good morning, Sir. Can I help you?

A：早上好，先生。您有什么事吗？

B: Yes, I would like to see your manager about a new product our company has developed in a short time.

B：是的，我想和你们经理谈谈我们公司最近开发的一种新产品。

A: Have you made any prior appointment?

A：您事先有过预约吗？

B: No, I haven't.

B：没有。

A: I'm sorry, our manager has a full schedule this morning. Could you write a note to him on the matter that you wish to see him about or make an appointment?

A：很抱歉，我们经理今天上午的时间都安排满了。您能不能把您要谈的事写给他，或者约一下？

B: Well, that's right. I'd better make an appointment. How about this afternoon?

B：噢，好的。我想最好约一下，今天下午怎么样？

A: OK. If he has time, I'll call you.

A：好的。如果他有时间，我会通知您。

B: Thank you. This is my name card.

B：谢谢您。这是我的名片。

Dialogue 3

A: Good morning, Sir. May I help you?

A：早晨好，先生。我可以为您效劳吗？

B: Hello. Can I see Mr. Richard now?

B：你好。我现在能见理查德先生吗？

A: Have you already made an appointment, Sir?

A：先生，您和他事先约定好了吗？

B: No, I'm afraid not. But I have got something urgent to discuss with Mr. Richard.

B：恐怕没有。但我有要紧事和理查德先生商量。

A: May I ask your name, please, Sir?

A：先生，请问您的姓名？

B: David Bain of World Trading Company.

B：戴维·贝恩，世界贸易公司。

A: Can I ask what you wish to see him about, Mr. Bain?

A：贝恩先生，请问您找他什么事？

B: Well, I've found a problem in the contract he asked me to examine the day before yesterday.

B：哦，我发现前天他给我审阅的合同上有点问题。

A: I see. Would you please have a seat and wait for a moment, Mr. Bain? Mr. Richard is occupied at the moment. But I'll tell him you are here and see if he could meet you right now.

A：我明白了。贝恩先生，请您坐下稍等片刻好吗？理查德先生现在正忙着。不过我会告诉他您在这里，看看他能不能马上见您。

B: Thank you.

B：谢谢。

A: (Returning) Mr. Bain, please go right in. Mr. Richard is in his office now.

A：（转回）贝恩先生，请您直接进去。理查德先生现在在他的办公室里。

B: Thank you.

B：谢谢。

Dialogue 4

A: Good afternoon! What can I do for you today?

A：下午好！今天有什么要我帮忙的吗？

B: Yes. I was wondering if I could speak to someone about investment accounts with your company.

B：有的。我想找人了解一下与贵公司的投资账户问题，可以吗？

A: Do you have an appointment with any of our financial advisors?

A：您和我们的哪位财政顾问有预约吗？

B: No, I wasn't aware I needed to make an appointment.

B：没有，我没意识到还需要提前预约。

A: Oh, it's no problem, I can see if anyone is available now to meet with you. Can you please wait just a moment? Go ahead and have a seat, make yourself comfortable.

A：噢，没问题。我看看现在哪位有空能跟您见一下。请先等一会儿，好吗？请随意找个位子坐一下，别客气。

B: Thank you.

B：谢谢你。

(A moment later)

（一会儿后）

A: Thank you for waiting. I just talked to our crew. It's a busy time for us right now, but if you don't mind waiting about ten minutes, I can arrange for you to talk with Susan. She can help to answer the questions you have about investment accounts. Take this number, and we'll let you know when it's time. When your number is called, Susan will be ready to see you.

A：谢谢，让您久等了。我刚跟我们的工作人员谈过。我们现在忙得很，但是如果您不介意等10分钟的话，我能安排您和苏珊谈谈。她能帮您解答关于投资账户方面的问题。拿好这个编号，轮到您的时候我会叫您。叫到您的号时，您就可以见苏珊了。

B: Where is her office?

B：她的办公室在哪里？

A: It's on the third floor. Take the elevator at the front, and when you get off the elevator, it's the first door on the right.

A：在三层。在厅前坐电梯，出了电梯，右边第一个门就是。

B: Thank you. I am sure I shouldn't have any problems finding it.

B：谢谢你。我相信找到这间办公室肯定没问题。

Dialogue 5

A: Good morning. I want to see your General Manager Mr. Jordan, please.

A：早上好。我想见你们的总经理乔丹先生。

B: Good morning. Have you made an appointment, Sir?

B：早上好。你有预约吗，先生？

A: Of course. I wouldn't be here if I hadn't.

A：当然。要是没有预约的话，我不会来这里。

B: May I have your name, please?

B：请问你的姓名？

A: Parkinson, Bill Parkinson.

A：帕金森，比尔·帕金森。

B: Just a moment, please. (On the phone) Miss Xia? I have a Mr. Parkinson here to see Mr. Jordan. He says he has an appointment. Yes... Yes, I will. (To Parkinson) Mr. Parkinson, would you take a seat please? Mr. Jordan's secretary will be down in a moment.

B：请稍等。（打电话）夏小姐吗？我这里有一位帕金森先生，他想见乔丹先生。他说他约好了。是的……是的，我会的。（对帕金森）帕金森先生，您请坐，乔丹先生的秘书一会儿就下来。

A: Thank you. I hope she won't be long; I haven't much time to stay here.

A：谢谢。我希望她马上来，我在这里待的时间可不多。

B: She's on her way now. Look, there she comes.

B：她正在来这里的路上。瞧，她来了。

A: Good! Thank you.

A：好！谢谢你。



Unit3

Letter and Document Processing

信函、文件处理

Top Sentences典型例句

1. This is an urgent letter which should be mailed by registered express airmail. The others are ordinary ones.

这是一封急信，须用航空挂号快信寄出，其他的都是普通信。

2. The original document is not very clear. I can't guarantee that the copy will be very good.

这份文件原稿不是很清楚，我不能保证会印得很好。

3. I am sorting out all these letters and reports which reached us recently.

我正在把最近收到的所有信件和报告进行分类整理。

4. The essence of filing is to bring together in a single folder or file all papers relating to a particular subject.

归档的要素是把档案存入档案夹内或把所有的文件归入一个特定的编目。

5. There are five basic methods of classifying materials for filing: alphabetical, numerical, alpha-numerical, geographical, and by the subject.

归档材料分类有5种基本方法：按字母、按数字、按字母与数字、按地理区域和按专题分类。

6. If individual papers must be removed from the files, markers should be used for all absent files so that one can know where the papers are.

如果要从档案中抽出个别文件，要在抽出的地方作个标记，这样就能知道那些文件的去向。

7. If it is typed, it must be typed at the upper right-hand corner of the first page.

要是打印，那就得把信头打在第一页的右上角。

8. The signature is important in both business and private letters.

签名在私人信和商务信中都很重要。

Words and Phrases生词与词组



	ambiguous模棱两可的，含糊不清的
	commercial商业的，商务的



	index引索，标志
	prompt立刻的，迅速的



	salutation信函中的称呼语；招呼，致意
	staple用订书钉钉住



	surname姓




Fashion Conversations轻松会话

Dialogue 1

A: Miss Chen, would you like to prepare all these letters for posting?

A：陈小姐，请你将这些信件整理后寄出去好吗？

B: Yes, Mr. Smith.

B：好的，史密斯先生。

A: This is an urgent letter which should be mailed by registered express airmail. The others are ordinary ones; you can send them by surface mail.

A：这是一封急信，须用航空挂号快信寄出。其他的都是普通信，可以用平信寄。

B: All right. Who would you like me to send this urgent letter to?

B：好的。这封急信您要我寄给谁呢？

A: It's sent to Mr. Lin Qing. I believe he's in Guangzhou now.

A：是寄给林清先生的。我相信他现在在广州。

B: Should I write Mr. Lin's home or office address?

B：我该写林先生家里的地址，还是他办公室的地址？

A: Please write his office address. He might be at work when the letter arrives.

A：请写上他办公室的地址。信件到时，他可能正在上班。

B: Shall I enclose this commercial paper with this letter?

B：我要随信附寄这份商业文件吗？

A: Yes, that's right.

A：好的，附上吧。

Dialogue 2

A: Lucy, come in, please

A：露西，请进来一下。

B: What can I do for you, Mr. Black?

B：布莱克先生，有什么事吗？

A: Would you please copy this contract for me?

A：你能帮我把这份合同复印一下吗？

B: Of course. How many copies do you want?

B：当然可以。您需要复印多少份？

A: Six copies, please. By the way, could you reduce it by one-third?

A：请复印6份。另外能不能把字体缩小三分之一。

B: Mr. Black, the original document is not very clear. I can't guarantee that the copy will be very good.

B：布莱克先生，这份文件原稿不是很清楚。我不能保证会印得很好。

A: Let me have a look. This didn't come out very well.

A：我看一下。这张印得效果不太好。

B: Would you like me to try it a little darker?

B：用不用我把它再调黑一点儿？

A: OK, that is all right.

A：好吧，调一下吧。

B: What about this one?

B：这张怎么样？

A: Yes, that's a little better. Do remember to use the A4 paper.

A：嗯，这样好一点儿了。记得用A4纸来复印。

B: I see. Would you like me to staple these for you?

B：我知道了。需要我帮你装订吗？

A: Yes, it is very necessary. Thank you very much.

A：是的，装订是必需的。谢谢你。

Dialogue 3

A: Good morning, Miss Green. What are you busy doing?

A：早上好，格林小姐。你在忙什么呢？

B: Good morning, Mr. Brown. I am sorting out all these letters and reports which reached us recently.

B：你好，布朗先生。我正在把最近收到的所有信件和报告进行分类整理。

A: What are they? Do you have to keep them after that?

A：都是些什么信件和报告？你整理过后还要保管这些文件吗？

B: Most of them are letters and reports from our customers and clients. The relevant departments will handle them according to their varied concerns, and then they would come back to me for filing so that we can check properly later.

B：这些绝大多数都是顾客和客户的来信和报告。根据来信的内容交给相应的部门去处理，处理完毕之后，再交回给我存档，以备将来核查。

A: I see. File management is very complex and important. We can't afford to lose an important document. So, how do you file and keep them?

A：我明白了。档案管理是非常复杂和重要的。我们丢不起任何重要的文件。那么你是如何归档保存的呢？

B: I sort out the files by the first letter of the company title or the customer's surname. I mean that all the documents and files are kept alphabetically.

B：我按公司名称或客户姓氏的第一个字母来存档。我是指按字母顺序存档。

A: I know. Oh, I almost forgot that I come to get the letters from a customer whose name is Jack Clinton. Can you check it for me?

A：我懂了。哦，我差点忘了，我来这里取一位名叫杰克·克林顿的客户的来信。请您帮我找一找好吗？

B: Certainly. All the letters from this customer fall into the letter of C.

B：当然可以。这位客户的所有来信都归到字母C那一类了。

A: Thank you very much. You are very efficient.

A：谢谢你。你的效率很高！

B: Don't mention it.

B：别客气。

Dialogue 4

A: Miss Chen, do you know the filing system in our company?

A：陈小姐，你知道本公司的归档系统吗？

B: Yes. I attended a training class before I started work in this office.

B：是的。我来办公室开始工作前参加了一个培训班。

A: What is the essence of filing, do you know?

A：你知道归档的要素吗？

B: Yes, I do. The essence of filing is to bring together in a single folder or file all papers relating to a particular subject.

B：是的，我知道。归档的要素是把档案存入档案夹内或把所有的文件归入一个特定的编目。

A: That means "one customer, one file".

A：那就是说“一户一档”。

B: And each file should be named clearly, either in block capitals or in jet-black typed capitals.

B：而且每个档案名称清晰，或者用印刷体大写字母或者用黑体字大写字母。

A: That's right. And how should the filing materials be sorted into order?

A：对。要入档的材料如何分类呢？

B: There are five basic methods of classifying materials for filing: alphabetical, numerical, alpha-numerical, geographical, and by the subject.

B：归档材料分类有5种基本方法：按字母、按数字、按字母与数字、按地理区域和按专题分类。

A: You have a good memory, Miss Chen.

A：陈小姐，你的记性真好。

B: One thing I think is also very important.

B：我认为还有一件事很重要。

A: What's that?

A：什么呀？

B: If individual papers must be removed from the files, markers should be used for all absent files so that one can know where the papers are.

B：如果要从档案中抽出个别文件，要在抽出的地方作个标记，这样就能知道那些文件的去向。

A: Yes, that's really very important.

A：是呀，那真的是非常重要。

B: A card index is very useful in the filing system. It is a most valuable friend to a secretary, so it must be kept handy and up to date.

B：索引卡片对归档是非常有用的。它是秘书的良友，所以要保持方便和时新。

A: That's true. And don't forget that prompt and careful filing contributes greatly to the efficiency of our office.

A：没错。同时别忘了及时细心的归档对办公室的工作效率起着很大的作用。

Dialogue 5

A: Hi, Mary. I'm reading a book on letter writing. Look, this is the layout of a business letter. But I don't know what all these mean. For example, here, the heading. What does it mean?

A：嗨，玛丽。我正在读一本关于信函写作的书。瞧，这是一封商务信函的格式，但我不明白这些内容的意思。例如，这里的信头是什么意思？

B: Well, the heading is the sender's (or writer's) address. If you use letter head stationery, it is already printed with the name of the company, the telephone and fax number, email and so on. But if it is typed, it must be typed at the upper right-hand corner of the first page.

B：唔，信头是发信人（或写信人）的地址。如果你使用的是公文信笺，上面已经印着单位名称、电话和传真号码、email等等。但要是打印，那就得把信头打在第一页的右上角。

A: Then would you mind telling me how to write the date?

A：那么你能告诉我怎样写日期吗？

B: Of course. It consists of the day, the month, and the year. The month should be written in words or in its abbreviation. And don't forget to put a comma after the month. For example, "8 September (or Sept.), 2009."

B：当然可以。日期包括日、月和年，月要写成单词或缩写的形式。别忘了在月后面标上逗号。例如，8 September（或Sept.），2009。

A: But I found the date in some letters was written in this way, "Jan. 15, 2009."

A：但是在某些信中我发现日期是这样写的，例如，Jan. 15, 2009。

B: I think it's the American way of writing the date. You could do that. But you'd better avoid writing the date like this: 3-10-2009. Because it is hard to tell whether it is March 10, 2008, or 3 October, 2008.

B：我认为这是美国人的日期写法。你可以这样写，但是你最好不要把日期写成这样：3-10-2009。因为这很难区别是2009年3月10日还是2009年10月3日。

A: It's really ambiguous, isn't it? But how to write the address?

A：真是模棱两可，不是吗？那么怎样写地址？

B: The inside address is the same as the receiver's address on the envelope.

B：信内地址与信封上的收信人地址书写是一样的。

A: Then I know how to write the receiver's address. How about the salutation?

A：那我知道怎样写收信人的地址了。称呼怎么写呢？

B: Here. (Pointing) The salutation is an essential part of an English letter. It's followed by a comma in British English, or colon in American English.

B：这里。（指着）称呼是英文信中的基本部分。通常英式英语后面用逗号，美式英语后面用冒号。

A: May I write "Dear Sir", "Dear Gentlemen" in the salutation?

A：我可用“亲爱的先生”或“亲爱的绅士们”作称呼吗？

B: You could write "Dear Sir", "Dear Sirs" or "Dear Mr. Smith", but only "Gentlemen" without "Dear".

B：你可写“亲爱的先生”或“亲爱的先生们”或“亲爱的史密斯先生”，但是只有“绅士们”前面不能用“亲爱的”。

A: Can I write "Dear Miss Mary"?

A：我可以写“亲爱的玛丽小姐”吗？

B: No. You could write "Dear Mary" in a personal letter. For a business letter just write the family name or surname with the title Mr., Mrs., Miss or Ms. in the front.

B：不可以。你可以在私人信上写“亲爱的玛丽”。在公务信上只写姓，前面写上先生、夫人、小姐或女士。

A: I see. Does the body mean the most important part of the letter?

A：我知道了。正文是信件最重要的部分吗？

B: Of course. That's the reason why you write the letter.

B：当然。这是你写信的目的。

A: And what can I write for the complimentary close here?

A：信尾敬语写些什么呢？

B: In modern business letters the most common forms of complimentary close are "Yours faithfully", "Yours truly", or "Faithfully yours", etc. But nowadays if you use the addressee's name in the salutation you can use "Yours sincerely". Only the first word of the complimentary close is written with a capital letter, and the close is usually followed by a comma.

B：在现代商务信函中，最普通的信尾敬语是“你的忠实的”（"Yours faithfully", "Yours truly"或"Faithfully yours"）等等。但是，现今如果你在称呼里写收信人的名字时你可以用“Yours sincerely”。只有敬语中的第一个词首字母要大写，在第二个词后面要用逗号。

A: May I use "Sincerely yours"?

A：我可以用“你的真诚的”（"Sincerely yours"）吗？

B: Sure. In private letters you can directly use "Yours".

B：当然可以。在私人信中你可直接用“你的”。

A: And the signature?

A：怎么签名呢？

B: The signature is important in both business and private letters. In business letters, to avoid mistakes resulting from illegible signatures, the name is always typed below the handwritten one, usually with the position underneath.

B：签名在私人信和商务信中都很重要。在商务信中，为了避免由于签名字迹不清引起错误，在手写签名下面还要把名字打出来，通常还会再加上其职务。

A: I've learned the layout of the letter. Thank you very much, Mary.

A：现在我已学会了信的格式。非常感谢你，玛丽。

B: It's my pleasure.

B：别客气。



Unit4

Receiving and Sending a Fax收发传真

Top Sentences典型例句

1. This fax is very important. I really need to send it as soon as possible.

这份传真很重要，我需要尽快发出去。

2. When writing faxes and emails, try to keep them simple.

写传真和电子邮件时要从简。

3. Make sure you include a cover sheet that states the name and fax number of the recipient.

你一定要附上封面页，上面标明收件人的姓名和传真号码。

4. You will want to state the number of pages sent, and finally a phone number and a person to call if the fax is incomplete.

你要注明页数，最后还要有电话号码和联络人姓名，以防传真不完整时，可以让人打电话询问。

5. I think the fax machine is out of toner. Let me change the toner cartridge. That should solve the problem.

我想可能是传真机没有墨了。让我更换一下墨盒吧。这样就应该没问题了。

6. It looks like the fax machine ate half my important documents, and the ones that made it through are too light, they are unreadable.

看起来传真机吞掉了我差不多一半的重要文件啊，而那些侥幸通过的颜色又太浅，没法看。

7. It's really popularizing so rapidly that almost everybody knows how to fax now.

传真的确普及得很快，现在几乎每个人都会发传真了。

8. Fax can make us receive the materials and pictures that we want as soon as possible.

传真能使我们尽可能快地收到我们想要的资料和图片。

9. The only thing for you to do is to put the paper that you want to send on the electrograph and dial the number.

你只要把你要传真的纸张放到传真机上，然后拨通对方电话即可。

Words and Phrases生词与词组



	blur模糊，变模糊
	concisely简明地



	correspondence信函，函件
	counterpart对应的人（或物），配对物



	engage占用
	headquarters总部，总店




Fashion Conversations轻松会话

Dialogue 1

A: Good morning, Mary. I want to send a fax to Sydney.

A：早上好，玛丽。我想往悉尼发个传真。

B: Photograph or document?

B：照片还是文字？

A: Document.

A：文字。

B: Please show me the document, John.

B：请将文件给我，约翰。

A: Here you are. How long will it take? It's urgent.

A：给你。大约需要多长时间？它很急。

B: Don't worry. It only takes a few minutes.

B：别着急。只需要几分钟。

Dialogue 2

A: Hello, Susan. Would you please send this fax to Mr. Black of Sun Company?

A：你好，苏珊。你能帮我发份传真给太阳公司的布莱克先生吗？

B: Certainly. Can I have the number, please?

B：当然可以。你能告诉我传真号吗？

A: Thank you. Here is the fax number of the receiver.

A：谢谢你，这是对方的传真号。

B: OK, I will send it now.

B：好的，我现在就发。

(After a while)

（一会儿后）

A: Susan, have you sent the fax to Mr. Black yet?

A：苏珊，你已经把传真发给布莱克先生了吗？

B: I have tried several times already, Mr. Green. But the fax line has been engaged.

B：我已经试过几次了，格林先生。但是传真线路都被占用了。

A: Is there something wrong with their fax machine?

A：他们的传真机出故障了吗？

B: I guess so. Well, let me give Mr. Black a call to see whether there is something wrong with their fax machine or maybe they have another fax number.

B：我想是的。我现在打电话给布莱克先生，问问他们的传真机是否出故障了，或许他们还有另外一个传真号码。

A: Good. This fax is very important. I really need to send it as soon as possible.

A：好的。这份传真很重要，我需要尽快发出去。

B: No problem, Mr. Green.

B：没问题，格林先生。

Dialogue 3

A: Annie, do you have any suggestions for me when I write a fax?

A：安妮，写传真时，有没有什么要注意的？

B: You should just remember, KISS.

B：你只要记住KISS就可以了。

A: Are you serious? What does that mean?

A：你是认真的吗？是什么意思呀？

B: KISS stands for four words—Keep It Simple Stupid.

B：KISS代表四个单词——保持简单拙朴。

A: But, I still couldn't understand. What are you getting at?

A：但是，我还是不太明白。你是什么意思呢？

B: My boss told me, when writing faxes and emails, try to keep them simple. Write them as if the person receiving the correspondence isn't very smart. In that way you will write plainly and concisely.

B：我的老板告诉我，写传真和电子邮件时要从简。要视收信人并不聪明，那样你就会写得清楚明白。

A: Oh, I got it. Do you have any other words of wisdom?

A：哦，我懂了。你还有其他好的建议吗？

B: Make sure you include a cover sheet that states the name and fax number of the recipient.

B：你一定要附上封面页，上面标明收件人姓名和传真号码。

A: And my name and fax number, of course!

A：当然，还有我的姓名和传真号码。

B: Yes. You will want to state the number of pages sent, and finally a phone number and a person to call if the fax is incomplete.

B：是的。你要注明页数，最后还要有电话号码和联络人姓名，以防传真不完整时，可以让人打电话询问。

A: Okay, I got it. Just keep it simple and uncomplicated!

A：好的，我知道了。保持简洁而不繁琐。

Dialogue 4

A: Could you do me a favor? I was told that I got a fax, but I see no fax here.

A：能帮个忙吗？有人给我发了传真，但这里怎么没有啊？

B: It might be in the memory of the fax machine. Let me check if there is any paper. En... there is no paper to print.

B：可能在传真机的存储器里，我检查一下有没有纸。嗯……没有打印纸了。

A: I see.

A：我明白了。

B: Just wait a moment and here it is. Take a look at them.

B：等一小会儿就可以了，好了。给您看一下。

A: These are too light that I can't make out any of the words. How can that be?

A：颜色太浅了，我根本都看不清。怎么会这样呢？

B: Don't worry. I think the fax machine is out of toner. Let me change the toner cartridge. That should solve the problem.

B：别着急。我想可能是传真机没有墨了。让我更换一下墨盒吧。这样就应该没问题了。

A: Yes, but it will have to be re-faxed as well. Look, there are about three pages missing out! It looks like the fax machine ate half my important documents, and the ones that made it through are too light, they are unreadable.

A：好，不过还得重新发一遍。看，遗漏了3页。看起来传真机吞掉了我差不多一半的重要文件啊，而那些侥幸通过的颜色又太浅，没法看。

B: I'll have someone look at the machine as soon as possible, and in the meantime, I'll call them to re-fax your documents to our other fax machine.

B：我会尽快找人来检查一下传真机，同时，我给他们打电话让他们把您要的文件重新发到我们别的传真机上。

A: You are a nice secretary.

A：你是一个非常棒的秘书。

Dialogue 5

A: It's really popularizing so rapidly that almost everybody knows how to fax now.

A：传真的确普及得很快，现在几乎每个人都会发传真了。

B: Yes, I can say that many children even know how to fax to others.

B：是的，可以说就连小孩子也知道。

A: That's because it's so easy that nobody will fail to learn if he is taught the skill.

A：那是因为发传真很容易掌握，谁学谁会。

B: Fax brings people many conveniences. It can make people contact in a fairly short time.

B：传真给人们带来了很多方便。它能使人们在很短的时间内取得联系。

A: Yes. Fax can make us receive the materials and pictures that we want as soon as possible.

A：是的。传真能使我们尽可能快地收到我们想要的资料和图片。

B: As time goes by, the technique of faxing is more and more advanced. You can get the materials with the same quality as the original ones.

B：随着时间的推移，传真的技术也越来越先进。人们可以获得与原件质量相同的资料。

A: Besides, the speed is astonishing. You can get the information even in several seconds.

A：此外，传真的速度也很惊人。可以在几秒钟之内得到需要的信息。

B: Actually, it's very easy to operate. You see, the only thing for you to do is to put the paper that you want to send on the electrograph and dial the number.

B：其实，发传真很容易的。你看，你只要把你要传真的纸张放到传真机上，然后拨通对方电话即可。

A: Shall I wait for the other side to answer me?

A：我需要等到对方接电话吗？

B: Not necessarily. When you dial the number, you'll hear a sound from the counterpart.

B：不需要。你拨通电话之后，会听到对方传来“嘀”的一声。

A: Then I press the "start" button, right?

A：于是我就可以按“开始”键了，是吧？

B: You're right. You've learnt how to do it, congratulations.

B：没错。恭喜你已经学会如何操作了。



Unit5

Computer Application电脑应用

Top Sentences典型例句

1. Could you help to use the computer to project the script on the screen while the manager gives a speech?

你能在经理发言时帮忙把文稿用电脑投放到屏幕上吗？

2. I will copy it into my laptop and project it on the screen in the meeting hall while you have the meeting.

我会把它拷贝到我的手提电脑里，你们开会时我会把它投放到会议厅的屏幕上。

3. At a meeting, you may use it to take notes, browse information.

开会时，你可以用它记笔记，浏览信息。

4. Do you use an anti-virus program to protect your computer?

你用防病毒的程序保护电脑吗？

5. Using a computer program, you can edit and resize photographs and cut pieces from different photographs to create new ones.

使用电脑程序，你可以编辑图片，并改变图片的尺寸，也可以剪辑不同的图片组成新的图片。

6. I feel confident that it will rope in a lot more business because of its user-friendly format.

由于该网页采用了用户界面友好的版式，我有信心它能够揽来更多生意。

7. My computer is unbelievably slow.

我的电脑慢得让人难以置信。

Words and Phrases生词与词组



	bane克星；祸根
	briefcase公文包，公事包



	feedback反馈信息；反馈
	info消息；资料



	laptop手提电脑，便携式电脑
	monitor监视器，监听器



	script讲稿，脚本
	smashing极好的



	state-of-the-art（科技产品）最先进的，最高级的
	user-friendly用户界面友好的，用户易掌握的




Fashion Conversations轻松会话

Dialogue 1

A: Hi, Miss Chen. Tomorrow morning an important conference will be held in the meeting hall. Could you help to use the computer to project the script on the screen while the manager gives a speech?

A：你好，陈小姐。明天早上有个重要的会议在会议厅举行。你能在经理发言时帮忙把文稿用电脑投放到屏幕上吗？

B: All right. Have you got the script?

B：好的。拿到文稿了吗？

A: Yes, it is in my mobile hard disk. Let me give it to you.

A：拿到了，在我的移动硬盘里。我把它给你。

B: OK. I will copy it into my laptop and project it on the screen in the meeting hall while you have the meeting.

B：好的。我会把它拷贝到我的手提电脑里，你们开会时我会把它投放到会议厅的屏幕上。

A: That would be great.

A：那太好了。

B: Could you tell me the exact time of the meeting?

B：您能告诉我会议的准确时间吗？

A: Yes, 10:00 a.m.—12:00 noon tomorrow morning.

A：能，明天上午10点到12点。

B: Thank you. I'll have it ready for the meeting.

B：谢谢。我会做好准备的。

A: I am grateful for your attention.

A：谢谢你认真对待。

Dialogue 2

B: John, since you travel frequently, you must get a notebook computer. It can easily fit into your briefcase.

B：约翰，像你经常外出旅行，你应该有个笔记本电脑。你可以轻易地把它放进你的公文包里。

A: What can I use it for besides playing those silly games?

A：我除了用它来玩那些愚蠢的游戏之外还能用它来干什么？

B: Well, I should say there are a lot. To name a few, it can easily display messages and schedules, enable you to read and send emails, and monitor weather and stock reports. At a meeting, you may use it to take notes, browse information. And if you're bored, choose and enjoy hundreds of easy-to-call-up photos of your honey.

B：嗯，还是有很多用途的。就举几个例子吧，它能显示消息和日程，确保你能收发电子邮件，监测天气和股票报告。开会时，你可以用它记笔记，浏览信息。如果你觉得无聊，你还可以欣赏轻易就能调出的上百张你爱人的照片。

Dialogue 3

A: Do you use an anti-virus program to protect your computer?

A：你用防病毒的程序保护电脑吗？

B: Yes, I do. I also use an anti-spy program and a firewall. You know, there is so much nasty stuff on the Internet. And there are also some people who are trying to use the Internet to hurt other users. You have to be very careful and keep your computer clean.

B：是的，用了。我还用反间谍程序和防火墙。你知道，网络中有很多不好的东西，很多人企图利用网络来伤害他人。你要非常小心，让你的电脑保持干净。

A: Can you recommend an anti-virus program to me?

A：你能给我推荐一个防病毒程序吗？

B: Have you tried this one? It is very effective and you can download it for free on the Internet. You can also download updates for free.

B：你有没有试过这个？很好用的，可以在网上免费下载。你还可以免费下载更新。

A: That sounds perfect. Which website should I visit to download it?

A：听起来不错。我该去哪个网站下载呢？

B: Just a minute. Go to this one. I'll send you an email with the link in it. It only takes a few minutes to download. Then you have to go through the set-up procedures, but they are not complicated.

B：等一下，就是这个。我给你发一封带链接的邮件。只需几分钟就可以下载，然后你再运行安装程序，不过并不复杂。

A: What do you usually do with your computer?

A：你平时都用电脑做些什么？

B: I use it for several things—surfing the net, word and data processing. I also do a lot of work with photographs. Using a computer program, you can edit and resize photographs and cut pieces from different photographs to create new ones.

B：有几个用处：网上冲浪、文字和数据处理。我还用电脑处理图片。使用电脑程序，你可以编辑图片，并改变图片的尺寸，也可以剪辑不同的图片组成新的图片。

Dialogue 4

A: The new webpage design is much more effective than before. I feel confident that it will rope in a lot more business because of its user-friendly format.

A：新的网页设计比以前的效果更好了。由于该网页采用了用户界面友好的版式，我有信心它能够揽来更多生意。

B: Why do you think the new page is so much better than the old page? I think the old page wasn't bad.

B：为什么你认为新网页比旧网页好很多？我认为过去的网页也不错。

A: The old page was okay, but there wasn't a big influence in our sales volume, because the site wasn't developed with an eye towards the marketing aspect. Now it's different. We got our Marketing Department team in on the action, and the results are smashing!

A：确实，旧网页也可以，但对我们的销售没有太大的影响，因为网站开发没有着眼于市场销售这方面。现在不同了，我们有销售部在发挥作用，而且结果好极了！

B: What changes were made from the old to the new?

B：从旧网页到新网页做了什么改动？

A: First, the visitors to the site are encouraged to give their contact information. They can sign up for a free monthly drawing. Once we've got their info, it goes into a database for future marketing mailers and advertising target. Also, there are clear links to descriptions of our products and services, so as to give confidence to new customers. We also added a specific area for on-line customer service... So far we've gotten a ton of positive feedback.

A：首先是鼓励登录网站的人留下他们的联系信息。他们能签约每月得到一张免费图画。一旦我们有了他们的信息，这些信息就进入了未来销售邮寄对象和广告宣传目标的数据库。此外，为了让新顾客对我们有信心，新网页上开通了我们产品和服务介绍的链接。我们还特别增加了网上顾客服务区……到目前为止，我们已经得到了大量的正面反馈意见。

B: Great!

B：太好了！

Dialogue 5

A: Is your computer fast enough?

A：你的电脑速度够快吗？

B: Oh, my gosh, don't even ask me that question! My computer is unbelievably slow. It's the bane of my existence!

B：噢，天哪，千万别问我这个问题！我的电脑慢得让人难以置信。它是我致命的克星。

A: You're exaggerating! It can't be that bad. Didn't the Human Resources Department just issue you a new computer last month? If it's new, the processor should be pretty decent. It shouldn't be that slow.

A：你说得太夸张了吧！不可能有那么糟糕。人力资源部上个月不是刚给你一台新电脑吗？如果是新电脑，处理器应该是相当不错的，不应该那么慢。

B: It's slower than my dead grandmother! The computer they gave me was new to me, but it was already 5 years old. They just dusted off some relic from the back storage room and presented it to me as new!

B：它比我过世的祖母的动作还要慢！他们是新给了我一台电脑，可是已经用了5年了。他们只是把它从后面的储藏室拿出来，掸掉上面的灰尘，当做新的给我。

A: Is that right? Well, that's what you get for complaining that our company's technology is out of date. They probably did it on purpose just to spite you. If it is 5 years old, it's probably slower than the one you had before... How much RAM does it have?

A：是这样吗？你这是咎由自取，谁让你老抱怨我们公司的技术过时。可能他们就是为了激怒你而故意这么做的。如果电脑已经用了5年，那很有可能比你以前用的那台机器还慢……那台电脑的随机储存器有多大？

B: I'm not sure, but I know my computer definitely does not have enough memory. The hard drive is cluttered with so much useless software. It might be a little faster after I delete all the programs I don't use often, but what I really wish for is something state-of-the-art—high speed, built-in wireless Internet, enough gigabytes to satisfy...

B：我不太清楚，但是我知道我的电脑肯定没有足够的内存。硬盘里乱糟糟地堆满了很多没用的软件。我把那些我不常用的程序删掉之后，机器可能会稍微快点儿，但是我真正希望的是一些尖端科技——速度快，内置无线上网系统，足够大的内存来满足……

A: Keep dreaming.

A：那就继续做梦吧。



Unit6

Financial Jobs财务工作

Top Sentences典型例句

1. This balance sheet contains three major sections, which are assets, liabilities, and owner's equity.

这份资产负债表有三大部分，即资产、负债和所有者权益。

2. The total assets equal the sum of the creditor's and the owner's equities.

资产总额等于债权人权益和所有者权益的总和。

3. Intangible assets include patents, copyrights, franchises, trademarks, organization costs and so on.

无形资产包括专利、版权、特许经营权、商标、开办费等。

4. The use of long-term assets can produce revenues, but will consume their economic potential. Site land is an exception, of course.

长期资产的使用会产生收入，可也会消耗它们的经济潜力。当然，地基用土地除外。

5. As to the expenditures for extraordinary repairs or betterment, the costs are charged to the related assets' accumulated depreciation account.

至于非正常修理或改良的支出，这些成本借记在有关资产的累计折旧账户中。

6. The importer complains that to open a L/C is expensive, saying that he has to pay a margin which not only ties up his funds but increases his cost of imports.

进口商抱怨开立信用证费用太高，说是缴纳保证金不仅占用他的资金还增加进口成本。

Words and Phrases生词与词组



	accounting会计学；清算账目
	asset资产，财产



	balance sheet资产负债表
	buffer缓冲，减缓



	copyright版权
	creditor债主，债权人



	expenditure花费，使用
	extraordinary额外安排的；非常奇怪的



	furnish提供；配备
	imprest预垫备用金；定额预付的



	intangible无形的；难以捉摸的
	iron out消除；解决



	liability债务，负债
	maintenance维修，保养



	patent专利，专利品
	petty cash小额现金




Fashion Conversations轻松会话

Dialogue 1

A: Hi, Ms. Chen. Have you finished the balance sheet for our company?

A：你好，陈女士。我们公司的资产负债表你弄完了吗？

B: Yes, I finished it a few minutes ago.

B：弄完了，几分钟前做好的。

A: OK. Can you tell me everything about it now?

A：好。现在你能给我详细谈一谈吗？

B: Certainly. This balance sheet contains three major sections, which are assets, liabilities, and owner's equity. So, you see, the total current liabilities of our company are $1,290,000, and owner's equity is $2,300,000.

B：当然可以。这份资产负债表有三大部分，即资产、负债和所有者权益。因此，你看我们公司的流动负债总额为129万美元，所有者权益为230万美元。

A: What are the total assets then?

A：那么资产总额是多少？

B: The total assets equal the sum of the creditor's and the owner's equities. This means the total assets are $3,590,000.

B：资产总额等于债权人权益和所有者权益的总和。这就是说，资产总额是359万美元。

A: Just a moment. What is the creditor's equity?

A：请等一下，什么是债权人权益？

B: The creditor's equity is the same as liabilities.

B：债权人权益就是负债。

A: How much are the accrued salaries payable?

A：应付未付工资是多少？

B: They are $40,000.

B：有4万美元。

A: Thank you, Ms. Chen. Could you send a copy of the balance sheet to the General Manager's office? Mr. Smith may want to see it.

A：谢谢，陈女士。你能送一份资产负债表到总经理办公室吗？史密斯先生想看一看。

B: All right.

B：好的。

Dialogue 2

A: Hello, Mr. Li. It is time now for us to calculate the long-term assets of our factory. The manager wants to know something about it.

A：你好，李先生。现在我们得计算我们厂的长期资产了。经理想知道一些相关情况。

B: Yes, but it will take a few days, you know.

B：可以，可你知道这需要几天时间。

A: It's all right. Can you tell me the classification of long-term assets?

A：没关系。你能告诉我长期资产的分类吗？

B: Certainly. There are three major forms, which are constructed assets, natural assets and intangible assets. You know the costs related to the use of long-term assets must be properly calculated and matched against the revenues the assets help to produce.

B：当然可以。主要有三种，即建造资产、自然资产和无形资产。要知道，与使用长期资产有关的成本必须恰当加以计算，而且要和这些资产所产生的收入相结合。

A: Intangible assets? Could you give me some examples?

A：无形资产？你能给我举几个例子吗？

B: Intangible assets include patents, copyrights, franchises, trademarks, organization costs and so on.

B：无形资产包括专利、版权、特许经营权、商标、开办费等。

A: Thanks. I know the initial cost of long-term assets is equal to the cash or the cash equivalent, or both, that is spent in order to get the asset and to prepare for use.

A：谢谢。我知道长期资产原始成本等于为得到该资产并使其能使用而花费的现金或／和现金等价物。

B: Right. The use of long-term assets can produce revenues, but will consume their economic potential.Site land is an exception, of course.

B：对。长期资产的使用会产生收入，可也会消耗它们的经济潜力。当然，地基用土地除外。

A: What'll we do about the costs for periodic maintenance?

A：对于定期维修的费用，我们怎么处理？

B: Usually they are charged to expense. As to the expenditures for extraordinary repairs or betterment, the costs are charged to the related assets' accumulated depreciation account.

B：通常是记作费用。至于非正常修理或改良的支出，这些成本借记在有关资产的累计折旧账户中。

A: Oh, I see. OK, tell me when you've finished the calculation.

A：哦，我明白了。好吧，做完计算请告诉我一声。

Dialogue 3

A: How much do you have budgeted for our trip to Los Angeles?

A：我们的洛杉矶之行，你做了多少预算？

B: In total, it should be about $5,000 for the week-long conference. Would you like to see the breakdown?

B：总共一周的会议，费用应该在5000美元左右。你想看细目吗？

A: Yes, I want to know exactly where the money is going. Give me a detailed report.

A：想看，我想知道我们的钱到底花在哪些地方。给我一份详细的报告。

B: First we have the airline tickets, which are $500 per person; with four of us going, that's $2,000. For our accommodations, we are spending $80 a night, per room, for 5 days. That's another $800.

B：首先是飞机票，每人500美元，我们四个人就是2000美元。住宿费是每晚每个房间80美元，5天就需要800美元。

A: Weren't you able to find anything less expensive? We are sharing rooms, right?

A：你不能找到更便宜的旅馆吗？房间是共用的，对吗？

B: I have two people to a room. The $80 room rate is the lowest I could find. With the conference going on that week, all the hotels have inflated their prices—they're making a killing.

B：两个人一间，每间80美元是我能找到的最低价。那一周因为有会议，所有的旅馆都上调了价位——他们想牟取暴利。

A: So far we have $2,800, what else?

A：到现在我们要花去2800美元，还有其他的支出吗？

B: I have budgeted $25 per person per day for food expenses. That totals another $800. And for other incidentals, like taxi fees, and tips, I have estimated about $400.

B：我给每人每天的伙食费按25美元计算，总共又是800美元。其他的杂费，像出租车费、小费，我估计还需要400美元左右。

A: Well, that's only $4,000. Didn't you tell me your budget was $5,000? Where is the rest of the money?

A：好了，这只有4000美元。你不是说你的预算有5000美元吗？剩下的钱呢？

B: That's my buffer... I wanted to leave a little room in the budget, just in case—it's better to be safe than sorry.

B：这是我留的备用金……我想在预算中留点儿余地，以防万一——宁愿稳妥免致后悔。

Dialogue 4

A: Good afternoon. May I help you?

A：下午好。能为您效劳吗？

B: Yes, I'd like you to collect a sum of money for us.

B：是的，我想委托你们为我公司收一笔款。

A: My pleasure. Who is the payer, the importer of which country?

A：乐意效劳。付款人是谁，是哪个国家的进口商呢？

B: Oh, he is one of our long-term clients in Denmark. We have sold a lot of hard wearing tiles to them.

B：哦，是我们公司丹麦的老客户。我们向他们销售了很多耐磨瓷砖。

A: As you know, when handling a collection, the bank plays the role of agent between the seller and buyer. It does not substitute its credit for the buyer as in L/C. That is to say, collection is of commercial credit, while L/C is of bank credit.

A：您知道，办理托收时，银行在买卖双方之间起的是代理人的作用。不像在信用证业务中银行是以自己的信用代替买方的信用。也就是说，托收是商业信用，而信用证是银行信用。

B: Yes, exporters are reluctant to accept payment by collection because it's more risky.

B：是的，出口商不愿意接受托收的付款方式就是因为它的风险大。

A: Then why didn't you adopt the means of L/C this time?

A：那您这次为什么不采用信用证方式收款呢？

B: On the one hand, my company has a good and long relation with the client. There is no doubt about his willingness and ability to pay. On the other hand, both of us want to avoid the expenses of L/C.

B：一方面，我们公司和这位客户长期保持了良好的业务关系。我们相信他愿意而且有能力付款。另一方面，我们双方都想省去信用证的费用。

A: You are so considerate of clients.

A：贵公司真为客户着想啊。

B: The importer complains that to open a L/C is expensive, saying that he has to pay a margin which not only ties up his funds but increases his cost of imports.

B：进口商抱怨开立信用证费用太高，说是缴纳保证金不仅占用他的资金还增加进口成本。

Dialogue 5

A: I'd like to know something about cash control. Could you please tell me about it, Ms. Zeng?

A：我想了解一些有关现金控制的事。曾女士，请你告诉我好吗？

B: Yes, of course. In accounting, cash means all items that are acceptable for deposit in a bank.

B：当然可以。在会计学上，现金指的是存款时可被银行所接受的所有项目。

A: What are they?

A：它们是什么？

B: Such as paper money, coins, checks, money orders, bank deposits and so on. But IOUs, postdated checks and uncollected customer's checks returned by the bank are not considered cash.

B：比如纸币、硬币、支票、汇票和银行存款等。但借据、远期支票及银行退回的未能收讫的顾客支票不能当作现金。

A: What should we do when dealing with cash?

A：我们在处理现金时应当怎么做？

B: In my opinion, we should control the handling and recording of cash. Cash should be handled separately from the recording of cash transactions so that errors can be readily disclosed and the possibility of irregularities is reduced.

B：依我看来，我们应当控制现金的处理和记录。现金管理应与现金业务的记录分开，这样差错就能马上查出来，也减少了不法行为的可能性。

A: How does it work, Ms. Zeng?

A：这是怎么做的，曾女士？

B: That means all cash receipts are deposited intact in the bank, and all major payments are made by check and an imprest fund is used for petty cash disbursements.

B：这就是说，所有的现金收入要如数存入银行，一切的主要支出都使用支票，并设立准备金来用于零星的现金支付。

A: I see. So we can have a double record of cash transactions.

A：我懂了。这样一来，我们就可以对现金业务有双重记录了。

B: Right. One record is made by the company's recordkeeping procedures, and another is furnished by the bank.

B：对。一份记录是由公司的簿记程序产生，另一份记录由银行提供。

A: I understand. Thank you very much, Ms. Zeng.

A：我明白了。非常感谢，曾女士。

B: It's a pleasure.

B：不必客气。



Unit7

Conferences会议工作

Top Sentences典型例句

1. The first item on the agenda is the selection of a contractor to repair and decorate our showroom and reception hall.

议程第一项是选择承包商来修理和装潢展示间和接待室。

2. I was asked to check on the reliability of the building companies which have submitted their tenders up to now.

让我去调查到现在为止已经投标的建筑公司的信誉度。

3. I've also made sure of the meeting schedule with each presenter personally.

我也当面与每位上台发言的人确定了会议的议程。

4. I know such an important account could easily be lost through an embarrassing mistake.

我知道因为一个令人难堪的疏漏，就可能失去这么一位大客户。

5. Tell her to be sure it doesn't go over fifteen, unless Mr. White has a lot of questions.

告诉她千万不要超过15分钟，除非怀特先生有许多问题。

6. This meeting to fix the details for the Annual European Sales Conference.

本次会议的目的是确定欧洲年度销售会议的细节。

7. Thank you all in attendance today, and I know it's a busy day for you all. We have a lot of material to cover today.

感谢大家今天来出席会议，我知道诸位今天的日程排得很紧。我们有许多材料要处理。

8. I know we have many points to review today, but would it be possible to limit our meeting time to finish before four o'clock?

我知道今天我们有很多东西要讨论，但有没有可能把会议时间限制在4点以前结束？

Words and Phrases生词与词组



	agenda议事日程
	call the roll点名



	contractor承包人
	embarrassing难堪的，令人为难的



	polish推敲，打磨
	reliability可靠性



	submit提交，呈递
	ultimate最后的，最终的




Fashion Conversations轻松会话

Dialogue 1

A: Let's take up the main issue right away. The first item on the agenda is the selection of a contractor to repair and decorate our showroom and reception hall. Where were we on this issue at the last meeting?

A：我们这就进入正题吧。议程第一项是选择承包商来修理和装潢展示间和接待室。上次开会讨论到哪了？

B: I was asked to check on the reliability of the building companies which have submitted their tenders up to now.

B：让我去调查到现在为止已经投标的建筑公司的信誉度。

A: By the way, how many bidders have submitted their bids?

A：顺便问一下，已经有几家公司投标了？

B: Four. But one has withdrawn its bid.

B：4家。可是有一家已经撤标了。

A: OK. Did you get the information we need?

A：好。你搜集到我们需要的资料了吗？

B: Sure. CPD Company is a well-established firm, and has just decorated offices for MS Company. It's well-known for reasonable price and attractive design.

B：当然。CPD公司是一家老字号，刚刚为MS公司装修过办公室。他们以合理的价格和有吸引力的设计而闻名。

Dialogue 2

A: Alice, is everything going well for tomorrow's meeting with Mr. White?

A：艾丽斯，明天和怀特先生的会议都准备好了吗？

B: Yes, Mr. Bush. Everyone has been told by external memo. I've also made sure of the meeting schedule with each presenter personally.

B：准备好了，布什先生。已经用对外备忘录通知大家了，而且我也当面与每位上台发言的人确定了会议的议程。

A: Great. We don't want any big problems during the meeting.

A：很好。我们不希望在会上出现任何大差错。

B: Yeah. I know such an important account could easily be lost through an embarrassing mistake.

B：是呀。我知道因为一个令人难堪的疏漏，就可能失去这么一位大客户。

A: You're so right. Mr. White is very critical. We need to pay extra attention to details. By the way, are all the audio-visual aids ready?

A：你说得很对。怀特先生很挑剔，所以我们连小的细节也要特别注意。对了，所有的视听器材都准备好了吗？

B: Yes.

B：准备好了。

A: Well, then now I'd like to set the meeting schedule once and for all.

A：好的，现在我们把会议议程表确定下来。

B: OK. First we have got a little time for general introductions. And then we can introduce each presenter to Mr. White. After the introductions, Ms. Frank, Manager of Marketing Department, will open with a 10 to 15 minutes demonstration of our new product.

B：好。开始是简短的介绍，之后再把每位上台报告的人介绍给怀特先生。介绍完之后，市场部经理弗兰克女士会就我们的新产品做10到15分钟的产品说明。

A: Fine. Tell her to be sure it doesn't go over fifteen, unless Mr. White has a lot of questions.

A：很好。告诉她千万不要超过15分钟，除非怀特先生有许多问题。

B: Yes. After the demonstration, each of the other presenters will follow as scheduled, no changes there.

B：我知道了。产品说明后，其他的报告者就依照议程上台报告。不再变动。

A: Great! Alice, I'd like you to set up a lunch right after the meeting.

A：好极了！艾丽斯，我希望你能安排大家会议结束后共进午餐。

Dialogue 3

A: Right, I've called this meeting to fix the details for the Annual European Sales Conference. Basically we've got three issues to decide: firstly the date, secondly the location and finally the conference facilities. Let's start with the date. What's your view, Ron?

A：好吧，本次会议的目的是确定欧洲年度销售会议的细节。我们要确定3个基本问题：日期、地点和会议设施。我们先来定一下日期。罗恩，你有什么看法？

B: I think we're going to have to settle for September, probably the last weekend. I've had a look at the schedule. There's a big trade fair coming up in July—most of the salespeople will be there. August is out, most of the sales team are taking their holidays then. Then first couple of weeks in September...

B：我想我们不得不把时间定在9月，很可能是最后一个周末。我已经看了日程表，7月份将举行一次大型的商品交易会，绝大多数销售人员都会出席这次交易会。8月份不合适，因为多数销售人员那时正在休假。而9月份的前几周……

C: Excuse me for interrupting, Ron. Sheila, I've just been looking at your diary. That last week in September you're flying out to Japan.

C：罗恩，请允许我打断一下。希拉，我刚刚看过你的日程，9月的最后一周你要飞往日本吧。

A: When do I get back?

A：我还不知道什么时候回来。

C: Well, you are booked on a flight back to Miami on Friday evening. Hardly time to get over to London for the weekend.

C：嗯，你被安排乘飞机于周五晚上返回迈阿密。几乎没有时间在那个周末赶回伦敦。

A: You're right. Ron, why can't we make it the second weekend in September?

A：说得也是。罗恩，我们为什么不把会议定在9月的第2个周末呢？

B: It'll be very difficult. As I was saying, the first two weeks in September are pretty busy. Most of the team will be involved in the launch of the new product.

B：这很难啊。我刚才说过，9月的前两周是相当忙碌的。团队的大多数人都要参加新产品的市场投放工作。

Dialogue 4

A: Now, I call this meeting to order. Thank you all in attendance today, and I know it's a busy day for you all. We have a lot of material to cover today. Did everyone get an agenda?

A：现在，我宣布开会。感谢大家今天来出席会议。我知道诸位今天的日程排得很紧，我们有许多材料要处理。大家都拿到议程安排了吗？

B: I need a copy of the agenda. Also, may I suggest something? I know we have many points to review today, but would it be possible to limit our meeting time to finish before four o'clock? Many of us still have a mountain of work to do before the day's end.

B：我要一份。另外，我能提点意见吗？我知道今天我们有很多东西要讨论，但有没有可能把会议时间限制在4点以前结束？我们很多人今天还有一大堆其他工作要完成。

A: We should be able to finish everything up before then. Let's run through the major points first, and see where we're at. The first matter of business is to approve the minutes of our last meeting.

A：我们应该能在4点之前全部结束。让我们先浏览一下要点，看看我们议到哪里了。第一件事就是要通过我们上次会议的会议记录。

B: I propose we accept the minutes.

B：我提议接受这些记录。

A: Good. Do I have a second?

A：好。还有赞成的吗？

C: I second.

C：我赞成。

A: Motion carried. Now, next on our agenda is our budget review. Margaret, can you please fill us in on where the budget review stands?

A：动议通过。现在，我们议程上的第二件事是预算评议。玛格丽特，请你说一下预算评议情况如何？

B: I gave everyone a copy of the manual last week. We've had the review board going over everything, and they have come up with a final review. Here's a copy for everyone, and if you have any questions, you can talk to me after the meeting. Basically, the budget review has been completed, with maybe a few polishing details left.

B：上周我给大家每人发了一本手册。我们让评议委员会把详细内容全部看了一遍，他们已经拿出了最后评议意见。现在就每人发一份，如果有什么问题，你们可以会后找我谈。预算评议基本上就算完成了，可能还有一些细节需要推敲。

A: What kind of action is required?

A：还需要我们做些什么？

B: If everyone could take a look at the final review handout, if there are any objections or corrections, let me know. Next week we can cast the final approval.

B：如果大家能看看最终的评议材料，有什么反对意见或修改意见，一定要告诉我。下周我们通过最后决议。

A: Li, do you have a minute?

A：李，你有空吗？

B: Yes, of course. What is it, Susan?

B：有，当然有空。苏珊，什么事？

A: I need you to help me prepare for my presentation on Wednesday morning.

A：我需要你帮我准备星期三上午的汇报。

B: Okay. What's the presentation about?

B：没问题。汇报是什么内容？

A: I'll talk about developing sales through our website. All the branch heads will be there, and most of the staff.

A：我将谈谈通过网络发展业务方面的问题。所有的分公司负责人和大部分职员都会到场。

B: Will you need anything special for the presentation? I mean, what should I do for you?

B：你的汇报需要什么特别的东西吗？我的意思是，我应该为你做些什么？

A: Well, I need the display monitor. But Jack can set that up for me on Tuesday.

A：嗯，我需要显示屏。但杰克会帮我在星期二装好。

B: I suppose you need the whiteboard set up.

B：我想你需要用到白板。

A: Yes. I need the whiteboard, pens, and an eraser.

A：是的。我需要白板、笔和一个板擦。

B: All right. That's no problem. I will bring them. Anything else?

B：好的。没问题。我会带上这些东西。还有什么吗？

A: Li, you know what that office is like. You'll have to move some of the desks around to make enough space. There will be at least thirty people.

A：李，你知道那间办公室的。你必须挪开一些桌子来腾出一些空间。至少会有30个人。

B: So you want me to set up fold-out chairs too. I can do that. I will call Martin over there and ask him to make sure they have enough chairs.

B：所以你也需要我来准备折叠椅。我可以做到。我会打电话给马丁确定他们那边有足够的椅子。

A: Thank you. I know they have that storage room there. There are chairs in the storage room.

A：谢谢你。我知道他们那里有一个储藏室，储藏室里有椅子。

B: But I don't know if there are thirty chairs. I might have to bring some from here.

B：但我不知道那里是不是有30张椅子，我可能需要从这里带一些过去。

A: The presentation is at 9:00 a.m.

A：汇报会是上午9点。

B: I can go over there first thing in the morning. Do you want me to serve instant coffee?

B：一早我就会到那里。你要我准备速溶咖啡吗？

A: Oh, yes. You're a genius, Li. I've never thought of that. If you can do that for me, I'll be grateful.

A：哦，要的。李，你真是一个天才。我压根没想到这点。如果你能帮我做好，我会很感激。

B: No problem.

B：没问题。



Unit8

Collecting and Purchasing领取与采购

Top Sentences典型例句

1. I also need two boxes of Hope C666 ink cartridges, a mouse, and five boxes of paper.

我还要买两盒希望牌C666墨盒、1个鼠标和5盒纸。

2. Can I get some office supplies here?

我能领一下办公用品吗？

3. Can you show me your supply request form?

把你的供应品提单给我看一下好吗？

4. You need a file cabinet, some file folders, a stapler, pens, correcting fluid and a box of A3 paper.

你需要一个文件柜、一些文件夹、一个订书机、钢笔、涂改液，还有一盒A3纸。

5. We've just received your sample of the new assembly office table and are quite satisfied with it.

我们刚收到你们的组合办公桌样品，感到很满意。

6. We have the tables in stock. There will be no trouble at all for us to deliver them within this month.

我们有库存，月内交货肯定没问题。

Words and Phrases生词与词组



	assembly组装，装配
	brochure小册子



	cartridge墨盒
	duplicator复印机



	folder文件夹，纸夹
	pad垫，护垫



	stapler订书机




Fashion Conversations轻松会话

Dialogue 1

A: Can I be of service, Madam?

A：能帮上您吗，女士？

B: Where can I buy a set of Sun EP-2 drum unit/cartridge?

B：哪里能买到太阳EP-2硒鼓？

A: We have a lot in stock. It sells well and the price is reasonable and also of great quality.

A：我们存货很多。销路很好，价格合理，质量也不错。

B: Let me have a look. Oh, this is what I want. How much?

B：我看看。哦，这正是我想买的。多少钱？

A: It's 650 yuan.

A：650元。

B: I'll take one. I also need two boxes of Hope C666 ink cartridges, a mouse, and five boxes of paper.

B：我买一个。我还要买两盒希望牌C666墨盒、1个鼠标和5盒纸。

A: OK. 328 yuan for two ink cartridges, 35 yuan for the mouse, 100 yuan for paper and 650 yuan for the drum unit/cartridge, that's 1,113 yuan altogether.

A：好的。两个黑色墨盒328元、一个鼠标35元、5盒纸100元、1个硒鼓650元，一共1113元。

B: Can't you take a bit off?

B：能减点价吗？

A: Sorry, I can't make any reductions.

A：抱歉，我不能打任何折扣。

B: It doesn't matter. Could I use my credit card?

B：没关系。能用信用卡吗？

A: Yes. I'll show you to the cashier.

A：可以。我带您去交钱。

Dialogue 2

A: Excuse me, Miss. I'd like to have thirty mouse pads, twenty-five keyboards and ten meters of network cable.

A：小姐，打搅了。我想买30个鼠标垫25个键盘和10米网络连接线。

B: Anything else, Sir?

B：先生，还要什么吗？

A: Yes, 20 colour ink cartridges. What's the best price you can give me?

A：是的，还要买20个彩色墨盒。你能给我的最优惠价格是多少？

B: I'll give you wholesale prices.

B：我给你批发价格。

A: OK. Do you make delivery?

A：行。你们能送货上门吗？

B: Sure. The delivery is free.

B：可以。我们免费送货。

A: By the way, what's your business hours?

A：顺便问问，你们的营业时间是几点？

B: We open from 10 a.m. to 11 p.m.

B：我们上午10点开门，晚上11点关门。

A: Can you deliver my goods right now?

A：现在能给我送货吗？

B: No problem. Please fill out this form.

B：没问题。请填一下这张表。

A: OK. I'll pay you the money.

A：好的。我付钱给你吧。

Dialogue 3

A: Excuse me, but are you John Hanks?

A：请问您是约翰·汉克斯先生吗？

B: Yes, I am. Are you new here?

B：是的，我是。你是新来的吧？

A: Yes, I just started work yesterday. My name is Alice Robert.

A：对，我昨天刚开始工作。我叫艾丽斯·罗伯特。

B: Pleased to meet you, Alice. I hope you enjoy working here with us.

B：很高兴认识你，艾丽斯。希望你在这里和我们一起工作愉快。

A: Nice to meet you too, John. Can I get some office supplies here?

A：我也很高兴认识你，约翰。我能领一下办公用品吗？

B: Certainly. Can you show me your supply request form?

B：当然可以。把你的供应品提单给我看一下好吗？

A: All right. Here you are.

A：好的。给你。

B: Let me see. You need a file cabinet, some file folders, a stapler, pens, correcting fluid and a box of A3 paper. Are you sure that you want the A3 paper?

B：我来看看。你需要一个文件柜、一些文件夹、一个订书机、钢笔、涂改液，还有一盒A3纸。你确信要A3纸吗？

A: Yes, that's right.

A：是的。

B: Can you switch A3 to A4 or B5? Because we don't have A3 paper in supply at the moment.

B：你能把A3纸换成A4或B5的纸吗？我们现在没有A3纸了。

A: All right, then. I'll take A4 this time. But when can I get A3 paper?

A：那好吧。我这次拿A4纸，但什么时候能领到A3纸呢？

B: We may get a supply the day after tomorrow.

B：后天我们可能有进货。

Dialogue 4

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

A：您好，ABC电脑公司。能为您效劳吗？

B: This is Jenny Black from the Smith Company. Can I speak to Peter Haw?

B：我是史密斯公司的詹妮·布莱克。我能和彼得·豪讲话吗？

A: Speaking.

A：我就是。

B: Mr. Haw, I'm calling about the delivery of the printers.

B：豪先生，我打电话询问打印机送货的事。

A: When did you order them?

A：你们什么时候订购的？

B: About a week ago. And they should have been here yesterday.

B：大约一周前。昨天就应该到货的。

A: I'm sorry about that. Well, let's see what can be done. Your delivery can be delivered tomorrow.

A：对此我表示抱歉。嗯，让我们看看如何来补救。明天把货物给你们发过去。

B: Tomorrow morning will be fine. So what time can we expect your truck?

B：明天上午可以。那什么时候可以送到呢？

A: Should we say between 10 and 11?

A：10～11点钟之间可以吗？

B: Good.

B：可以。

A: My apologies for the delay. Bye.

A：对这次的延误再次表示歉意。再见。

B: Bye.

B：再见。

Dialogue 5

A: Huafeng Furniture. Li Ling speaking.

A：这里是华丰家具公司。我是李玲。

B: Hi, Miss Li. It's me, Mary from Kingsbury Co.

B：你好，李小姐，是我，金伯利公司的玛丽。

A: Oh, hi, Mary. It's nice to hear from you.

A：哦，你好，玛丽。听到你的声音很高兴。

B: Can I speak to your Sales Manager, Mr. Yang?

B：请找你们的销售部经理杨先生好吗？

A: Just a moment, please.

A：请稍等。

C: Hello, this is Yang speaking.

C：你好，我是杨。

A: We've just received your sample of the new assembly office table and are quite satisfied with it.

A：我们刚收到你们的组合办公桌样品，感到很满意。

C: Oh, it's very kind of you to say so. Can we expect an order from you?

C：听你这么说真是太好了。你能订货吗？

A: Yes, that's why I'm making the call. I'm placing an order for 1,000 sets. Can you make the delivery before the end of this month?

A：是的，我正是为这件事才打电话的。我要订1000套。你月末能交货吗？

C: Thank you for the order. We have the tables in stock. There will be no trouble at all for us to deliver them within this month.

C：谢谢你的订购。我们有库存，月内交货肯定没问题。

A: Good. Can we settle the account by monthly statement as usual?

A：太好了。我们这次是否像以往一样按月结账？

C: Yes, of course.

C：当然可以。



Unit9

Interviews and Training招聘培训

Top Sentences典型例句

1. You will work with an experienced salesman and watch how he deals with customers.

你会跟着一个有经验的销售人员一起工作，看他是如何跟顾客打交道的。

2. As a project assistant, you need to look for the information of potential customers and call them.

作为一个项目助理，你要寻找潜在客户的信息，并打电话给他们。

3. They hope to recruit some new members.

他们希望近期招聘几名新员工。

4. We shall recruit new staff if we want to enlarge our production.

如果我们要扩大生产规模，就必须招聘新员工。

5. I think all departments should put forward plans and criteria for recruiting new staff according to their actual needs.

我认为各部门应从本部门工作的实际需要出发，提出招聘新员工的计划和标准。

6. Usually they use four recruitment methods: internal recruitment, job advertisements, recruitment agencies, and headhunting.

通常他们用4种招聘方式：内部招聘、广告招聘、招聘机构、猎头。

7. I believe job advertisements are the most popular recruitment methods with the companies that are recruiting people.

我相信广告招聘是公司招募最常用的招聘方式。

8. Headhunters know the market and the best people; they can access people not actively on the job market and select high quality candidates.

猎头们了解市场和优秀人才，他们能够接触到求职市场上不活跃的人，并选到高质量的人才。

Words and Phrases生词与词组



	candidate求职者；候选人
	consult请教，咨询



	disruption分裂；崩溃
	generate产生，导致



	get stuck with无法摆脱；困住
	headhunter职业为替公司物色人才的人，猎头



	mistrust不信任
	recruitment补充；征募新兵




Fashion Conversations轻松会话

Dialogue 1

A: Let me explain your training program to you.

A：我来给你解释一下你的培训计划。

B: How long will the program be?

B：要培训多长时间？

A: About two months. In the first month, you are required to learn about our products, marketing strategy and the history of our company.

A：大概2个月。第一个月，你要学习我们的产品、营销策略和公司的历史。

B: That must be very interesting. What about the second month?

B：那一定很有趣。那么第二个月做什么呢？

A: In the second month, you will work with an experienced salesman and watch how he deals with customers. At the end of the program, you need to write a training report as a conclusion.

A：在第二个月里，你会跟着一个有经验的销售人员一起工作，看他是如何和顾客打交道的。在培训计划结束时，你要写一封总结性的培训报告。

B: I hadn't expected that I need to write a report. I think the training will be helpful to my future work.

B：我没想到还要写报告。我想这次培训对我以后的工作一定很有帮助。

Dialogue 2

A: Are you ready to have the on-the-job training?

A：你准备好接受在职培训了吗？

B: Yes. I can't wait to know what kind of job I will do.

B：是的。我迫不及待地想知道我要做哪些工作。

A: As a project assistant, you need to look for the information of potential customers and call them. If you can get an appointment with that company, you should report to your manager.

A：作为一个项目助理，你要寻找潜在客户的信息，并打电话给他们。如果你能和某公司预约见面的话，你就要向你的经理汇报一下情况。

B: I see. That's not too difficult. I guess I will have a lot of appointments.

B：我知道了。这不是很难。我想我会预约到很多公司的。

A: Good. Then it is you who needs to contact with those companies and try to do business with them.

A：很好。然后你要和这些公司保持联系，并试图和他们谈生意。

B: What will I do if I come into some problems?

B：如果我遇到了一些问题该怎么做？

A: You can ask those experienced colleagues and consult your boss. I am sure they will be ready to help you. When the business is almost done, you need to prepare the contract.

A：你可以向经验丰富的同事们请教，也可以问你的上司。我相信他们会乐于帮助你的。当生意基本谈成的时候，你就要准备合同书了。

B: Will I work alone and do all the things by myself?

B：我是一个人工作吗，所有的事情都要我来干吗？

A: Of course not. If it is a big deal, a lot of people will do it together. And there are four people in the project department, so you will work with them.

A：当然不是。如果是笔大买卖，会有很多人一起做的。项目部有4个人，你会和他们一起工作。

Dialogue 3

A: Hi, Mr. Wang. I've got a report from the Production Department and Sales Department. They hope to recruit some new members. I'd like to listen to the Human Resources Department.

A：你好，王先生。我接到了生产部门和销售部门提交的报告。他们希望近期招聘几名新员工。我想听听你们人力资源部的意见。

B: Yes. They also talked with me about the problem. Now our production and management are going well and there exists a big demand for our products.

B：是的。这两个部门也向我说起过这个问题。目前我们公司生产经营状况很好，而且我们产品的需求量大。

A: We shall recruit new staff if we want to enlarge our production.

A：如果我们要扩大生产规模，就必须招聘新员工。

B: However, new staff means more expenses. We have to carefully consider the time, number, and especially quality in recruiting new staff.

B：但是，增加人员意味着增加支出。因此，我们必须认真考虑招聘的时机、数量，特别是要注重招聘新员工的质量。

A: Sounds reasonable. Any good suggestions about that?

A：有道理。在这方面你有什么好的建议？

B: Well, I think all departments should put forward plans and criteria for recruiting new staff according to their actual needs. Our department will collect all the plans and then make a decision at the managers meeting according to the whole situation.

B：嗯，我认为各部门应从本部门工作的实际需要出发，提出招聘新员工的计划和标准。人力资源部汇总后，由经理办公会根据公司的整体生产经营情况决定。

A: Good. Please assign the task to all departments. And we will discuss it at the meeting next Wednesday.

A：好。那么就请你给各部门布置这项工作。下周三的会议我们讨论这个问题。

B: All right. I will do it immediately.

B：好的。我这就去办。

Dialogue 4

A: Jane gave notice last week. We'll need to fill her position.

A：简上周提出了辞职申请。我们得找人替补她的职位。

B: Oh no! My workload will double! How much notice did she give?

B：糟了！我的工作量会加倍！她给我们多久的缓冲时间？

A: She gave two weeks. That gives us time to hire and train a replacement.

A：两周。所以我们还有时间去招聘及训练新人。

B: More work!

B：工作更多了！

A: No one will get stuck with more work if we quickly find a replacement! Now, help me outline the requirements for a job ad.

A：如果我们尽快找到替补人选，工作量就不会增加！现在帮我想想这个招聘广告里要写哪些要求吧。

B: OK. "Able to skip lunch, work overtime, meet impossible deadlines..."

B：好吧。“可以不吃午餐，可以加班，可以在规定期限内完成常人所不能完成的工作……”

A: No one will respond to that ad. Anyway, we'll require a four-year degree, preferably in marketing...

A：没有人会理这种招聘广告的。总之，我们要求四年制本科毕业，最好是营销专业的……

B: And experience!

B：还要有工作经验！

A: We'll require two-year's experience. What else would you suggest?

A：我们要求具有两年工作经验。你还有什么建议？

B: The person needs to be outgoing, very organized, and able to work independently.

B：这个人必须外向，非常有条理，而且能独立工作。

A: Right. You don't want to hold his or her hand all the time.

A：没错，谁都不想一直手把手地带他工作。

B: Exactly, that just means more work for me!

B：的确，那意味着我的工作量还要增加！

A: It won't be! Now, go and type up a job ad for me.

A：不会啦！现在去帮我把招聘广告打出来吧。

B: Ah-ha! Extra work already!

B：啊哈！眼下就有额外工作了！

Dialogue 5

A: How do companies recruit people?

A：公司如何征募新人？

B: Usually they use four recruitment methods: internal recruitment, job advertisements, recruitment agencies, and headhunting.

B：通常他们用4种招聘方式：内部招聘、广告招聘、招聘机构、猎头。

A: I believe internal recruitment is to ensure consideration is given to qualified and interested employees who are able to meet basic performance standards of the open position.

A：我想内部招聘是确保合格的、对新职位有兴趣的、能满足其基本要求的公司职员也能被纳入考虑范围。

B: Yes, internal recruitment promotes opportunities within, for advancement and promotion. Advantages of internal recruitment include lower costs in locating staff, increased morale, reduced levels of disruption and retaining and growing talented staff by giving them opportunities at higher levels. However, internal promotions have the potential to generate infighting and mistrust, resulting in a negative impact on staff morale.

B：是的，内部招聘提升企业内部发展和升职的机会。内部招聘的好处是锁定员工的成本较低，鼓舞士气，提升凝聚力，通过提供更高层次上的机会的办法留住有天赋的员工并促进其发展。然而，内部提职可能产生内部争斗和不信任，对职员士气产生负面影响。

A: I agree with what you've said. Although the candidates already know the job and the company, they lack new impetus, and have the same mindset.

A：我同意你的话。尽管候选人已经了解这里的工作和公司，但是他们缺少新的动力，思想状态也跟以前一样。

B: So internal recruitment always goes with external recruitment, such as job advertisements, recruitment agencies, and headhunting.

B：因此内部招聘通常和外部招聘同时进行，比如广告招聘、招聘机构，还有猎头。

A: External recruitment accesses talent from the outside of the business. You can bring in staff with quite different ideas about meeting customers' needs. The downside is the higher costs in recruiting and the need to induct and train new staff about procedures and company culture.

A：外部招聘从企业外部获得人才。通过外部招聘你可以带进员工队伍中有关满足消费者需求的不同观点。缺点是较高的招募成本和需要对新员工进行接纳，并就工作流程及公司文化进行培训。

B: I believe job advertisements are the most popular recruitment methods with the companies that are recruiting people.

B：我相信广告招聘是公司招募最常用的招聘方式。

A: Yeah, newspapers have a wide audience, which can help potentially reach the best candidates on the market.

A：是的，报纸有广大的读者群，使公司有可能招到市场上最好的候选人。

B: But we have to admit that it is painstaking to browse so many résumés.

B：不过我们得承认浏览那么多简历真是很辛苦。

A: You are right. So sometimes the company chooses recruitment agencies to help them recruit people needed. Recruitment agencies can be selective, and can get the best person for the job quickly.

A：你说得对。因此有时候公司会选择招聘机构帮助他们招到所需要的人。招聘机构善于挑选，能很快找到最适合这个职位的人。

B: The only drawback is that the client company is charged a lot for the successful recruitment.

B：唯一的缺点是客户公司得为成功招募付出不菲的价钱。

A: Yes, but it is not as expensive as headhunting. Because headhunters know the market and the best people, they can access people not actively on the job market and select high quality candidates.

A：是的，但是还是没有猎头昂贵。因为猎头们了解市场和优秀人才，他们能够接触到求职市场上不活跃的人，并选到高质量的人才。

B: So it is very expensive in the short term.

B：因此短期来看这种方式是很昂贵的。

A: Absolutely.

A：绝对是。


Part3

Foreign Trade

对外贸易



Unit1

Orders订单

Top Sentences典型例句

1. Here is a list of my requirements, and I'd like to have your lowest quotations, CIF Sydney.

这是购货单，希望你们报成本加运费、保险费到悉尼的最低价。

2. I find the quality suitable for our market, so we want a minimum of 1,000 dozen of men's shirts and a minimum of 5,000 dozen of embroidered shirts.

我认为产品质量适合我们的市场，因此男衬衫至少需要1000打，绣花衬衫至少要5000打。

3. Thanks for placing an order. We will be looking forward to your confirmation.

谢谢订货。我们等候你方的确认。

4. Because this is our initial order and your product is so new, we would like to make a deal with you.

因为这是初次订货，而且你们的产品又这么新，我们想跟您再商量一下。

5. If we sell all the products in two months, we will pay for them. If not, we will send them back to you.

如果所有的产品能在两个月内卖完，我们就付钱。如果卖不掉，我们就退货。

6. What kind of discount could you give me if I were to place an order for six hundred units?

如果我下600件的订单，你们可以给我什么样的折扣？

7. If the first lot is good, we'd like to repeat the order and have a regular supply.

倘若首批货物质量好的话，我们还会续订，并且会长期订货。

Words and Phrases生词与词组



	cheongsam旗袍
	discriminating有鉴别能力的，有识别能力的



	embroider绣花，刺绣
	garment衣服



	make a deal with与……做买卖；和……妥协
	quotation报价，时价



	textile纺织品，织物




Fashion Conversations轻松会话

Dialogue 1

A: It's a great pleasure, Miss Green, to have the opportunity of meeting you again. I remember you came to our booth on the first day of the exhibition. I believe you have seen the exhibits in the showroom. May I know what particular items you are interested in?

A：您好，格林小姐，很高兴再次见到您。记得开展第一天您就来参观我们的展位了。相信您已在样品间参观了展品。那么您对哪几种产品感兴趣呢？

B: I'm here again because your cotton textiles are very appealing to me.

B：我再次到这里来，是因为你们的棉织品对我很有吸引力。

A: I'm glad to hear that. Our cotton textiles have enjoyed a high reputation in the European market. Do you have any items in mind that you're interested in?

A：很高兴您这么说。我们的棉织品在欧洲市场有很好的口碑。您对我们哪些产品感兴趣？

B: I'm very interested in the cotton cheongsams, especially the ones with traditional Chinese patterns and characters.

B：我非常喜欢那些棉制旗袍，尤其是那些具有中国传统图案和文字的式样。

A: It's our latest design. Comparing with the old ones, this one is much better in style. Reports from different markets show that this model is the choice of the most discriminating buyers.

A：这是我们新设计的一个款式。与过去的产品相比，在款式上可以说是一个进步。从市场反馈的情况来看，这个款式是明智买商的首选。

B: I have looked over the catalogue. I think some of the items will find a ready market in Holland. Here is a list of my requirements, and I'd like to have your lowest quotations, CIF Sydney.

B：我已经看了商品目录。我认为有些东西在荷兰销路很好。这是购货单，希望你们报成本加运费、保险费到悉尼的最低价。

Dialogue 2

A: Good morning! I'd like to place an order for your garments.

A：您好！我想订购你们的服装。

B: Please tell me what you are interested in.

B：请告诉我你们对哪些货物感兴趣。

A: We want men's shirts and embroidered shirts.

A：我们需要男衬衫和绣花衬衫。

B: Shall we talk about quantity first?

B：首先谈谈数量问题吧。

A: The amount of our order depends largely on the prices and quality.

A：我们要订的数量很大程度上取决于价格和质量。

B: Our products are very good in quality and the price is low. Here are our price sheets and the samples. Would you like to have a look? By the way, our quality is based solely on our samples.

B：我们的产品质高价低。这是我们的价格单和样品，请过目。而且我们的质量完全以货样为准。

A: I find the quality suitable for our market, so we want a minimum of 1,000 dozen of men's shirts and a minimum of 5,000 dozen of embroidered shirts.

A：我认为产品质量适合我们的市场，因此男衬衫至少需要1000打，绣花衬衫至少要5000打。

B: I think this is the maximum quantity we can supply at present.

B：我想这是目前我们所能提供的最大数量。

A: Well, we want the first half to reach us within two months.

A：好吧，我希望一半货能在两个月内到达。

B: We ensure a timely delivery of the goods. Thanks for placing an order. We will be looking forward to your confirmation.

B：我保证及时交货。谢谢订货。我们等候你方的确认。

Dialogue 3

A: We will carry out the order when the purchase order gets here.

A：你们的订单一到，我们就会投入生产。

B: Good. But because this is our initial order and your product is so new, we would like to make a deal with you.

B：很好。但是因为这是初次订货，而且你们的产品又这么新，我们想跟您再商量一下。

A: Well, actually in most cases we don't talk about special deals, but since this one is so new, I will listen to what you have to say.

A：嗯，事实上我们通常是不谈优惠条件的，不过既然这是新产品，我就洗耳恭听。

B: We want to make this a trial order. If we sell all the products in two months, we will pay for them. If not, we will send them back to you.

B：我们想用试订的方式。如果所有的产品能在两个月卖完，我们就付钱。如果卖不掉，我们就退货。

A: I can't agree to that. My company would have to pay to send them and to bring them back.

A：这个我不能同意。我们公司花钱送货，又得花钱把退货运回来。

B: We promise that if the products are sold out in two months, we will place a repeat order right away, at the same size.

B：我保证如果所有的货能在两个月之内卖完，我们会立刻购同等数量的产品。

A: OK. I agree. But the repeat order can't have the same terms.

A：好吧！我同意。不过，下次的订单可没有同样的条件。

Dialogue 4

A: How are you this afternoon?

A：今天下午过得如何？

B: Just fine. I looked over the catalog you gave me this morning, and I'd like to discuss the prices on your computer speakers.

B：还好。今天早上我已经详细看过你给我的目录了，我想谈一下你们计算机音箱的价格。

A: Very good. Here is our price list.

A：好的。这是我们的价目表。

B: Let me see... I see that your listed price for the K-2-1 model is US$10. Do you offer quantity discounts?

B：我看看……你们K-2-1型的标价是10美元。如大量订购你们有折扣吗？

A: We sure do. We give a five percent discount for orders of a hundred or more.

A：当然有。100件或以上的订单我们有5％的折扣。

B: What kind of discount could you give me if I were to place an order for six hundred units?

B：如果我下600件的订单，你们可以给我什么样的折扣？

A: On an order of six hundred, we can give you a discount of ten percent.

A：订单是600件的话，我们可以给你10％的折扣。

B: What about load time?

B：交货时间呢？

A: We could ship your order within ten days of receiving your payment.

A：在收到货款的10天内，我们就可以发货。

B: So, you require payment in advance of shipment?

B：也就是说，你们在发货前要先收货款？

A: Yes. You could wire transfer the payment into our bank account or open a Letter of Credit in our favor.

A：是的。你可以将货款电汇到我们的银行账户，或是开一个以我们公司为受益人的信用证。

B: I'd like to go ahead and place an order for six hundred units.

B：那我想就先下600件的订单。

A: Great! I'll just fill out the purchase order and have you sign it.

A：太棒了！我马上写订购单并请你签名。

Dialogue 5

A: Welcome to our company. It's a pleasure to meet you.

A：欢迎光临我公司。非常高兴见到您。

B: The pleasure is all mine. I've long wanted to have a talk with you about the possibility of business between us.

B：我也很高兴。我一直就想跟您谈谈我们是否有可能进行商务合作。

A: We welcome good business.

A：我们欢迎洽谈好的项目。

B: Good.

B：那好。

A: What are you interested in?

A：您对我们的什么货物感兴趣？

B: White crystal sugar.

B：白砂糖。

A: What's the quantity you have in mind?

A：您想要多少？

B: 10,000 metric tons.

B：1万吨。

A: Is this your trial order?

A：是一个试订单吗？

B: Yes, since this is the first time.

B：是的，因为这是第一次嘛。

A: That sounds reasonable.

A：有道理。

B: If the first lot is good, we'd like to repeat the order and have a regular supply.

B：倘若首批货物质量好的话，我们还会续订，并且会长期订货。

A: Very good.

A：很好。

B: May I have a look at your samples?

B：我可以看看样品吗？

A: Sure. We've several different sugars.

A：当然可以。我们有好几个品种的糖。

B: (Looking at the sample) This seems of good quality.

B：（看样品）这个好像质量不错。

A: It's superior white crystal sugar.

A：这是优质白砂糖。

B: I think I'll take it. How do you pack it?

B：我想就要这种。你们是如何包装的？

A: We pack sugar in new gunny-bags of 100 kgs each.

A：糖是装在粗麻布口袋里的，每袋100千克。

B: Could you give the price?

B：请问是什么价格？

A: $4,150 per M/T.

A：每吨4150美元。

B: Do you quote CIF or FOB?

B：您的报价是到岸价还是离岸价？

A: Our price is on FOB basis.

A：离岸价。

B: When can you deliver the goods?

B：什么时候可以运货？

A: We can ship them as soon as we receive your L/C.

A：我们一旦收到你们的信用证，就马上装船。

B: I see.

B：我明白了。

A: When can we have your firm order?

A：那什么时候可以给我们订单呢？

B: What about tomorrow?

B：明天怎么样？

A: OK. Please come by any time tomorrow morning.

A：好的。明天早上见。



Unit2

Inquiry询价

Top Sentences典型例句

1. Do you quote FOB or CIF?

你报的是离岸价还是到岸价？

2. We usually quote CIF without commission.

我们通常报无佣金到岸价。

3. We have sufficient inventory to meet your present needs.

我们有足够的库存，能满足你目前的需求。

4. I'd like to have your lowest quotation CIF London.

我想知道您的最低伦敦港到岸价。

5. Please tell us the quantity you want, so we can work out the offer.

请告诉我方贵方所需订购的数量，这样以便我方报价。

6. Here is a list of requirements. I'd like to have your lowest quotations, CIF Rome, Italy.

这是询价单。希望你们能报意大利罗马的最低到岸价。

7. All the prices in the sheets are subject to our final confirmation.

单子上所有的价格均以我方最后确认为准。

8. If your price is reasonable and I can get the commission I want, we can place an order immediately.

如果贵方价格合理，并且我能得到我想要的佣金，我们马上就订货。

Words and Phrases生词与词组



	walnut核桃；核桃木
	beverage饮料



	kernel仁，核；谷粒
	favorably有利地；顺利地，好意地




Fashion Conversations轻松会话

Dialogue 1

A: Hello, Mrs. Ye. My friend told me that you are handling native products. Could you please introduce some items?

A：叶夫人，你好！我朋友告诉我说你们经营本地产品。你能介绍一下吗？

B: All right, Mr. Merton. Our company is mainly handling the export of farm produce and canned food, including tobacco, grain, walnut, peanut, alcoholic beverages, etc. What kind of products are you interested in most?

B：好的，默顿先生。我们公司主要经营农副产品和罐装食品的出口业务，包括烟草、谷物、核桃、花生、酒类等。你对哪种产品最感兴趣？

A: We want to find out if you can supply walnut meat and peanut kernels.

A：我们想知道你们是否能够提供核桃仁和花生仁。

B: Yes, we can. They are selling quite well and in high demand these days.

B：是的，可以供货。这些产品近来销路好，需求量很大。

A: What about the prices?

A：价格如何？

B: For walnut meat, the price is US$800 per metric ton, and peanut US$350 per metric ton.

B：核桃仁的价格为每公吨800美元，花生仁每公吨350美元。

A: Do you quote FOB or CIF?

A：你报的是离岸价还是到岸价？

B: We usually quote CIF without commission.

B：我们通常报无佣金到岸价。

A: How about delivery? I expect you can supply from stock.

A：交货期如何？我们希望你们提供现货。

B: We have sufficient inventory to meet your present needs.

B：我们有足够的库存，能满足你的要求。

A: That's good. As details of this transaction, I'll call you later.

A：很好。至于详情我会给你打电话的。

B: All right. Thank you for your inquiry.

B：那好。感谢你的询盘。

Dialogue 2

A: This is our list of inquiries, Mr. Wang.

A：王先生，这是我方的询单。

B: Thanks.

B：多谢。

A: I'd like to have your lowest quotation CIF London.

A：我想知道您的最低伦敦港到岸价。

B: Please tell us the quantity you want, so we can work out the offer.

B：请告诉我方贵方所需订购的数量，这样以便我方报价。

A: All right. But could you give us an indication of your price?

A：好的。但请您给我们提供一份价目参考表，好吗？

B: Sure. This is our CIF quotation sheet.

B：当然可以。这是我方的到岸价报价单。

A: Are the prices on the list firm offers?

A：这些价目表上的报价是实盘吗？

B: Yes. All the quotations are subject to our final confirmation.

B：是的。所有报价多以我们最后确认为准。

A: OK. Thanks. As to the quantity we intend to order, we'll let you know tomorrow.

A：好的，谢谢。至于我们的拟订量，我们将在明天告知贵方。

B: See you tomorrow then.

B：明天见。

A: Bye.

A：再见。

Dialogue 3

A: Good Morning. My name is John Smith. I'm very interested in your leather jackets. I have seen your exhibits and catalogues. They are attractive. Here is a list of requirements. I'd like to have your lowest quotations, CIF Rome, Italy.

A：早上好。我叫约翰·史密斯。我对你们的皮衣特别感兴趣。我看了你们的展品及商品目录，它们很有吸引力。这是询价单，希望你们能报意大利罗马的最低到岸价。

B: Thank you for your inquiry, Mr. Smith. Would you let us know what quantity you require so as to enable us to work out the offers?

B：谢谢您的询价，史密斯先生。能否告诉我们你方的订货量，以便我们报价。

A: OK, I will do that. Could you give me an indication of the price?

A：好吧，我会的。您能否给我个参考价？

B: Here are our latest FOB price sheets. All the prices in the sheets are subject to our final confirmation.

B：这是我们最近的船上交货价格单。单子上所有的价格均以我方最后确认为准。

A: For how long does your quotation price remain open?

A：贵方报价有效期是多久？

B: It's open for three days. When can you decide the size of your order?

B：有效期为3天。您何时能确定订购数量？

A: That will depend on your price. If your price is reasonable and I can get the commission I want, we can place an order immediately.

A：那就看贵方价格了。如果贵方价格合理，并且我能得到我想要的佣金，我们马上就订货。

B: In principle, we don't allow any commission. But if your order is large, we will take it into consideration.

B：原则上，我们不给佣金。但如果订货量大，我们会考虑的。

A: I'm very pleased to hear that. I can't make the decision by myself. I will call my head office in Italy and consider the price carefully. I will come back to you tomorrow, all right?

A：听到这些我很高兴。我自己不能决定，我将给意大利总部打电话并认真考虑一下这个价格。我明天再来，行吗？

B: Right. See you tomorrow.

B：可以，明天见。

Dialogue 4

A: I understand that you're interested in our machine tools, Mr. Huang.

A：黄先生，听说贵方对我们的机床有兴趣？

B: Yes, we're thinking of placing an order. We'd like to know what you can offer in the lines as well as your sales terms, such as mode of payment, delivery, discount, etc.

B：是的，我们正在考虑订货。我们想了解一下你们在这方面的供货能力以及付款、装运和折扣等销售条件。

A: As you know, we supply machine tools of all types and sizes. We have years of experience in the manufacture of machine tools.

A：您知道，我们供应各种规格和类型的机床。我们已有多年生产机床的经验了。

B: We've read about this in your sales literature. Could you give us some idea about your prices?

B：我们从贵方的销售说明书中已有所了解。请你们介绍一下价格，好吗？

A: Our prices compare favorably with those offered by other manufactures either in Europe or anywhere else. Here are our latest price sheets. You'll see that our prices are most attractive.

A：同欧洲或其他地区的供应商提出的报价相比，我们的价格是十分优惠的。这是我们的最新报价单。您会发现我方的价格极有竞争力。

B: Do you take special orders? That is, do you make machines according to specifications?

B：你们接受特殊订货吗？也就是说，你们是否接受按预订规格定制机床？

A: We do. As a matter of fact, we design machine tools for special purposes.

A：可以。事实上，我们还能为顾客设计特殊用途的机床。

B: How long does it usually take you to make delivery?

B：你们通常要多长时间才能交货？

A: As a rule, we deliver all our orders within 3 months after receipt of the covering Letters of Credit. It takes longer, of course, for special orders. But in no case would it take longer than 6 months.

A：一般来说，在收到信用证后3个月内就可以全部交货。当然，特殊订货的交货时间要长些，但绝不会超过6个月。

B: Good. Another thing, all your prices are on a CIF basis. We'd rather you quoted us FOB prices.

B：好。还有一件事，你们的报价都是到岸价。我们希望你们能报离岸价。

A: That can be done easily.

A：那很容易办到。

Dialogue 5

A: Good morning, Sir. May I help you?

A：早上好，先生。能为您效劳吗？

B: Yes, I'm interested in your range of toys for children.

B：是的，我对你们的儿童玩具系列很感兴趣。

A: Right. We've got some new models here. Please come this way. I will show them to you.

A：好的。我们这里有些新产品的样品。请这边走，我展示给您看看。

B: Oh! So many kinds. Could you tell me something about them?

B：噢！这么多种类。请你介绍一下好吗？

A: Well, the toys on the right are machine toys, electronic toys, electrical toys and intellectual toys, suitable for children from the age of six upwards. The toys on the left are bamboo wooden toys, plastic toys and plush toys, suitable for children under six. They are all available from stock.

A：好的。右边的玩具是机械玩具、电子玩具、电动玩具和智能玩具，适合6岁以上的孩子玩。左边的玩具是竹木玩具、塑料玩具和长毛绒玩具，适合6岁以下的孩子玩。全部有存货供应。

B: Quite interesting.

B：很有趣。

A: They've only been on the market for several months, but they are already very popular. We have many inquiries and orders for these toys recently.

A：这些产品刚上市几个月就很受欢迎。近来我们接到许多询价和订货。

B: Then how about the prices?

B：那么价格如何？

A: The recommended retail prices can be found on the price list. Here is the price list, Sir.

A：推荐零售价见价格单。这是我们的价格单，先生。

B: Thank you. What about delivery time?

B：谢谢。何时能交货？

A: We can deliver the goods within fifteen days upon receipt of your order.

A：自收到订单之日起15天内交货。

B: I'd also like to get some information about the discount. Could you give me a good discount on a large order.

B：我还想了解折扣方面的情况。大宗订货有优惠折扣吗？

A: Well, it depends on the size of the order. I'll have to check that. Could you give me your name and address?

A：这要看订单大小。我得查对一下。请留下您的姓名和地址好吗？

B: All right. Here is my name card.

B：好的。这是我的名片。

A: Thank you. Would you like to keep copies of the brochure and price list of our toys?

A：谢谢。您需要我们的产品说明书和价格单吗？

B: Oh, yes. Thanks a lot.

B：啊，是的。谢谢！



Unit3

Offers发盘

Top Sentences典型例句

1. The size of our order depends very much on your price.

我们订单的大小在很大程度上取决于你方的价格。

2. I'll have to call my customers and ask about their opinions.

我必须给我的客户们打电话询问一下他们的意见。

3. If the order is so large, we'll offer you our most favorable terms. We'll give you a 5％ discount.

如果订单这么大，我们将给你们最优惠的条件，给5％的折扣。

4. I'm here at the Guangzhou Fair to do some market survey, obtain some samples and, if possible, place some orders.

我到广交会是为了做市场调研，搜集样品，如果可能的话，顺便订购一些货。

5. Is your offer a firm one or subject to your final confirmation?

你报的是实盘呢，还是最后确认为准的价格？

6. I'd like to have your lowest quotation FOB New York.

希望你们报最低的纽约离岸价。

7. Would you please tell us the quantity you are inquiring about so as to enable us to work out the offer?

为了便于报价，能不能请你谈谈贵方所需求的数量？

8. All the quotations on the list are subject to our final confirmation.

单中的所有价格以我方最后确认为准。

Words and Phrases生词与词组



	valid有效的，有法律效力的
	guideline指导方针，准则



	primarily主要地，首要地
	sizable相当大的，颇大的




Fashion Conversations轻松会话

Dialogue 1

A: Look, all these articles are our best selling lines.

A：瞧，这些商品都是我们的畅销货。

B: Oh, how marvelous! Please give me two samples of each of the toy car and the doll. What prices do you quote for these two items?

B：啊，太棒了！请给我玩具汽车和娃娃各两件样品。对这两种商品你们报什么价？

A: They are all on the catalogues. Here's the price list. You will see all the prices are very competitive.

A：这都在我们的目录册上。这是价目表。您看，所有价格都很有竞争力。

B: Do you quote CIF or FOB?

B：你们报到岸价还是离岸价？

A: All prices are FOB with a commission of 5 percent for you.

A：所有价格都是离岸价，含你方佣金5％。

B: But I'd rather have your lowest quotation CIFC 5％ San Francisco.

B：但我想要你们旧金山到岸价含佣金5％的最低价。

A: That can be done easily. We'll work out CIF price this evening and give it to you tomorrow morning. But could you give us a rough idea of the quantity you require?

A：这很好办。我们今天晚上定出到岸价来，明天上午给您。但您能否让我知道您大概要订多少？

B: I think it's better for you to quote your price first. The size of our order depends very much on your price.

B：我觉得最好还是你们先报价。我们订单的大小在很大程度上取决于你方的价格。

A: All right. We'll see what we can do.

A：那好吧。看我方能做些什么吧。

B: How long do you usually keep your orders open?

B：一般你们的报盘有效期多长？

A: The prices on the catalogue are without engagement. In case of firm offers we usually keep our offers open for three days.

A：目录上的都是无约束价格。如果是实盘，我们通常保留有效期3天。

B: Could you make the offers firm for seven days? You see, I'll have to call my customers and ask about their opinions.

B：你们能使报盘有效7天吗？你看，我必须得给我的客户们打电话询问一下他们的意见。

A: We'll consider it when we come to the concrete business.

A：谈到具体业务时我们会考虑的。

Dialogue 2

A: Mr. Jin, do you have offers for all the articles listed here?

A：金先生，你们有所列商品的报价吗？

B: Oh, yes. This is the price list, but it serves as a guideline only. Is there anything you are particularly interested in?

B：噢，有的。这是价目表，但只供参考。是否有您特别感兴趣的商品？

A: Yes, I'm interested in your embroidered tablecloth. It found a ready market in our country last year. So once again the main item of our order is embroidered tablecloth. This time we'll have 50,000 pieces. It is a large order, isn't it?

A：是的，我对你们的抽纱台布感兴趣。去年在我国就很畅销。所以我们这次订货主要还是抽纱台布。这次我们要订5万件。订单很大，是不是？

B: If the order is so large, we'll offer you our most favorable terms. We'll give you a 5％ discount.

B：如果订单这么大，我们将给你们最优惠的条件，给5％的折扣。

A: Thank you. That does seem to be a nice offer. Now when would be the earliest possible date of shipment?

A：谢谢。这看来真是个不错的价位。那么最早能什么时候交货呢？

B: By this coming July. Do you have any specific request for packing? Here are the samples of packing available now. You may have a look.

B：今年7月份。你们对包装有什么特殊要求吗？这就是我们目前用的包装样品，您可以看看。

A: Oh, wonderful! These three are all right, but I prefer the small boxes. They are the most beautiful. You know, a nice packing helps find a market. Then what about the terms of payment?

A：噢，好极了。这三种都可以，但我更喜欢小盒包装，因为它们最漂亮。您知道，好的包装有助于销售。那付款方式呢？

B: Letter of Credit at sight. Here's our official offer with special price, CIF London.

B：即期信用证付款方式。这是我们的正式报价单，报的是特殊优惠价，伦敦到岸价。

A: How long will you keep your offer open?

A：你们报盘的有效期多长？

B: Three days.

B：3天。

A: Fine, thank you.

A：好，谢谢。

Dialogue 3

A: I'm here at the Guangzhou Fair to do some market survey, obtain some samples and, if possible, place some orders.

A：我到广交会是为了做市场调研，搜集样品，如果可能的话，顺便订购一些货。

B: We have some samples in our showroom. Would you like to have a look first?

B：展览室有我们的样品，请您先参观一下吧。

A: I'm especially interested in Art. No. 3 and No. 4. Can you quote on them?

A：我对3号货和4号货尤其感兴趣。你能报给我这两种规格的价格吗？

B: I have here the price list for all of our articles quoted FOB Guangzhou.

B：这是我们的报价单，它们都是广州离岸价。

A: Can you quote a CIF Bangkok price for me?

A：能报曼谷的到岸价吗？

B: Certainly. Let me figure it out. Yes, here it is!

B：当然可以。我计算一下。好了，给您。

A: Thanks. Is your offer a firm one or subject to your final confirmation?

A：谢谢。你报的是实盘呢，还是最后确认为准的价格？

B: A firm one, which remains open for three days.

B：我报的是实盘，有效期为3天。

A: If my order is a larger quantity, say, fifty tons, could you give us some discount?

A：如果我订购的数量再大些，比如说50吨，你方能给些折扣吗？

B: In that case, we are prepared to reduce our price by 3 percent.

B：那样的话，我们准备降价3％。

A: That's good. But can't you extend the offer for a few more days? I'll call home to have it discussed.

A：很好。你方能把价格的有效期延长几天吗？我还要打电话回去研究一下。

B: What about two more days?

B：那么再延长两天，怎么样？

A: That's fine. With this extension, I think the transaction will be done.

A：太好了。延长两天，我想这笔交易就可以做成了。

B: I hope so.

B：希望如此。

Dialogue 4

A: Can you tell me the price of these goods?

A：你们能报一下这些产品的价格吗？

B: Would you please give us an approximate idea of the quantity you require?

B：你们先谈一下大概要订多少，好吗？

A: The size of our order depends greatly on price. I think it's better for you to quote us your price first. I'd like to have your lowest quotation FOB New York.

A：我们要订的数量很大程度上取决于价格。还是你方先报价吧。希望你们报最低的纽约离岸价。

B: Would you please tell us the quantity you are inquiring about so as to enable us to work out the offer?

B：为了便于报价，能不能请你谈谈贵方所需求的数量？

A: Can you give us an indication of your price?

A：请你们先提出一个估计价格吧。

B: The price for this commodity is 500 dollars per piece CIF New York.

B：这种产品的纽约到岸价是每件500美元。

A: Is this your FOB quotation?

A：你们的报价是离岸价吗？

B: This is our CIF quotation sheet.

B：这是我们到岸价价格单。

A: Are the prices on the list firm offers?

A：上面的价格是实盘吗？

B: All the quotations on the list are subject to our final confirmation.

B：单中的所有价格以我方最后确认为准。

Dialogue 5

A: Mr. White, last time we placed a trial order for Article No. 12. Now I'm prepared to order a much larger quantity. No doubt you will give me a lower price for the repeat order.

A：怀特先生，上次我们订购了第12号产品试销。现在我方准备大量订购。毫无疑问你会给回头客更低的价格的。

B: Mr. Deng, are you joking? Last time when I fixed the price at 35 dollars per dozen, I made it clear that I gave you a favorable price to help you get a start. This price leaves us no profit, to say nothing of making a reduction.

B：邓先生，你在开玩笑吧，上次我方报35美元一打的实价时，已清楚地说明我方给你们一个优惠价以帮助你方试销。这种价格使我们毫无利润可言，再降价免谈。

A: Then what is the lowest price?

A：那么，最低价是多少？

B: 36 dollars per dozen. You know very well the market for the goods has gone up a great deal in recent months.

B：一打36美元。你很清楚最近几个月市场对该产品的需求量非常大。

A: I'm afraid your price is much too high. You know our order is a sizable one.

A：恐怕你方的价格太高了。你知道我们的订购量相当大。

B: May I ask what the size of your order is?

B：请问你方订购量有多大？

A: 1,000 dozen.

A：1000打。

B: You can hardly call it a sizable order, can you?

B：你很难称这个订购量相当大，对吧？

A: Perhaps not. But still it is an order of some size. I hope you will leave us some margin to cover the advertising expenses.

A：也许是吧。但还是比较大的。我希望你方能留给我们一点利润空间以抵消广告花费。

B: Then what's your idea of the price?

B：那么你出多少价？

A: 33 dollars per dozen is the best we can do.

A：最好是33美元一打。

B: You mean we reduce the price by 3 dollars. I'm sorry the difference between our price and your counter-offer is too wide. The best we can do will be a reduction of one dollar. I must say this is our lowest price and we can't go any further.

B：你的意思是我方降价3美元。对不起，你们的还盘价和我方的报价差距太大。我方最多能降1美元。我得说这是最低价，我们不能再降价了。

A: This still leaves a gap of 2 dollars to be covered. You see your product is new to our customers and we need time and money to advertise for marketing your products. May I suggest that we go half way to meet each other?

A：还有2美元的差距。你知道你们的产品对我们的顾客还是陌生的，我们需要时间和资金为你们的产品做销售广告。我建议，我们都各让一半怎么样？

B: You really have a way of taking me into it.

B：你真有办法把我说通。

A: All right, it's a deal, 34.5 dollars per dozen.

A：好了，达成交易，每打34.5美元。



Unit4

Bargaining议价

Top Sentences典型例句

1. This kind of high price is unacceptable to us.

这么高的价格我们无法接受。

2. If you look at the quality of our product, you'll agree that the price we are offering is completely acceptable.

如果您注意一下我们产品的质量，就会完全接受我们的价格。

3. Your product may have certain advantages over theirs, but the price gap shouldn't be as big as that.

也许你们的产品与他们的相比具有某些优点，不过价格也不应该相差这么多呀。

4. If you've got a good product, the users won't worry too much about the price.

假如货色好，用户不会太在乎价格的。

5. These roller-skates do look nice, but their prices are much too high.

滑冰鞋看起来的确不错，但是价格太高了。

6. I'd like to hear what you have to say about prices and discounts.

我想先听听你关于价格和折扣方面的说法。

7. I must say that your price is much higher than some of the quotations we have received from elsewhere.

我得说你们的价格比我们从别处收到的一些报价要高得多。

8. Everyone in the computer trade knows that our machines are of top quality and incorporate the most advanced technology.

在计算机行业，每个人都知道我们的机器有着一流的质量，并且具备了最先进的技术。

9. You can't expect us to make such a large reduction.

你不能指望我们打这么大的折扣。

10. In that case there is no need for further discussions.

如果那样，就没有必要讨论下去了。

11. Perhaps it's unwise for either of us to insist on his own price. How about meeting each other half way?

我们双方都坚持自己的价格也许是不明智的。各自做一些让步怎么样？

Words and Phrases生词与词组



	concession让步，妥协
	fluctuate波动，起伏



	incorporate使……并入；体现
	prevailing现行的，流行的



	proposal建议
	sanitary卫生的，清洁的



	soar上涨
	sufficient足够的，充足的




Fashion Conversations轻松会话

Dialogue 1

A: This kind of high price is unacceptable to us. Can you lower your price a bit further?

A：这么高的价格我们无法接受。能稍降一点价格吗？

B: Your counter-offer is not in line with the present world market level. It's unworkable.

B：你们的还价与当今国际市场行情不相符，是不可行的。

A: But other suppliers' offers are more favorable than yours.

A：但是其他供货商的报价比你方的优惠。

B: There're certainly cheaper ones on the market. But you can't take price separately from quality. If you look at the quality of our product, you'll agree that the price we are offering is completely acceptable.

B：市场上确实有便宜货。但你不能离开质量来谈价格。如果您注意一下我们产品的质量，就会完全接受我们的价格。

A: Your product may have certain advantages over theirs, but the price gap shouldn't be as big as that. You know, we wouldn't have turned to you for an offer if it weren't for the good quality of your goods.

A：也许你们的产品与他们的相比具有某些优点，不过价格也不应该相差这么多呀。您知道，要不是因为你们的货物质量好，我们是不会向你们要报价的。

B: Better quality means a higher price. If you've got a good product, the users won't worry too much about the price.

B：好货就意味着高价钱。假如货色好，用户不会太在乎价格的。

A: I don't agree with you there! All users want both quality and price. They want the best value for their money. The difference between us is too big. I'm afraid we can't make a deal.

A：我不同意您这么说。所有用户都想买到价廉物美的东西。他们的钱要花得值得。我们之间的分歧太大，恐怕交易做不成了。

B: Then I can only say sorry. There's nothing I can do.

B：那么对不起了。我无能为力。

Dialogue 2

A: OK, let's get down to business. To begin with, Mr. Johnson, let me introduce to you a completely new concept in toy manufacture—our recently launched E.T. brand plastic roller-skates. You have the samples and catalogues in front of you. They are a breakthrough in roller-skate technology—with a new kind of plastic which is strong and light, and they will appeal to both children and their parents. I am confident that they can catch the market anywhere.

A：好吧，现在谈正事吧！约翰逊先生，首先让我向您介绍一款全新理念设计的产品——E.T.牌塑料滑冰鞋，这款鞋是我们最新推向市场的。放在您前面的就是样品和目录。这是滑冰鞋技术上的一次全新突破——使用了一种新型的结实轻便的塑料，老少皆宜。我相信这种鞋能占领任何地方的市场。

B: These roller-skates do look nice, but their prices are much too high.

B：滑冰鞋看起来的确不错，但是价格太高了。

A: Which of our product lines are you particularly interested in, Mr. Johnson?

A：约翰逊先生，您对具体哪个系列的产品感兴趣呀？

B: I'd like to hear what you have to say about prices and discounts.

B：我想先听听你关于价格和折扣方面的说法。

A: The tag price of these roller-skates is $50.00 a pair, but I'll make it $45.00 for you. What do you think?

A：滑冰鞋的市面价是50美元一双，但是我能给你的价格是45美元一双。你认为如何？

B: That's much more than I was prepared to pay.

B：这比我能承受的贵了很多。

A: How about $43.00?

A：43美元如何？

B: I offer you $30.00 a pair.

B：我出价30美元一双。

A: That's too little. Well, I'll come down to $40.00.

A：那就太低了。好吧，我让到40美元一双。

B: All right. To meet you half way, I'll go up to $35.00, but not a penny more. Is that acceptable?

B：好吧！一人让一半，35美元，再也不能加价了。你能接受吗？

A: OK, it's agreed.

A：好的，一言为定。

Dialogue 3

A: Good morning, Mr. Taylor. How good to see you again!

A：早上好，泰勒先生。很高兴再次见到你！

B: It's good to see you, too, Mr. Qian.

B：我也是，钱先生。

A: Now, let's come to the point. We'd like to increase our original order to 100 sets.

A：我们言归正传吧。我们想将原来的订购增加到100台。

B: That's very good. Here are our price lists.

B：好呀！这是我们的价格表。

A: I must say that your price is much higher than some of the quotations we have received from elsewhere.

A：我得说你们的价格比我们从别处收到的一些报价要高得多。

B: That may be possible. But everyone in the computer trade knows that our machines are of top quality and incorporate the most advanced technology.

B：这有可能。但在计算机行业，每个人都知道我们的机器有着一流的质量，并且具备了最先进的技术。

A: If we are to place an order with you, I think a discount of 10％ would be sufficient.

A：如果我们要向你们订货，我认为10％的折扣就够了。

B: 10％? Oh, no! You can't expect us to make such a large reduction.

B：10％的折扣？噢，这不行！你不能指望我们打这么大的折扣。

A: In that case, there is no need for further discussions.

A：如果那样，就没有必要讨论下去了。

B: Let's not be hasty, Mr. Qian. Perhaps it's unwise for either of us to insist on his own price. How about meeting each other half way?

B：我们不要着急，钱先生。我们双方都坚持自己的价格也许是不明智的。各自做一些让步怎么样？

A: Well, what's your suggestion?

A：那么你有什么建议？

B: I propose a reduction of 4％.

B：我提议降低到4％。

A: That is hardly half way, Mr. Taylor. Let's both make a further concession, say 6％?

A：这还没达到妥协，泰勒先生。我们双方做进一步的让步，6％怎么样？

B: You certainly drive a hard bargain, Mr. Qian. Are you going to place an order now?

B：钱先生，你真会讨价还价。你现在要订货吗？

A: Yes, of course.

A：是的，要订货。

Dialogue 4

A: I've just received instructions from our home office. Your terms of payment are acceptable to us, but the new quotation, they think, is still on the high side.

A：我刚刚收到国内的指示，可以接受你们的付款条件，但他们认为，你们的新报价还是偏高。

B: Did they give you any indication?

B：他们给了您什么具体的指示吗？

A: Yes, they suggested a 4-percent reduction on the CIF price you first quoted.

A：是的，他们希望在你们第一次的到岸价基础上减价4％。

B: Look here, Mr. Grant. If you have a look at this market report, you'll see the price of this item is soaring. I'm sure our new offer is in line with the prevailing price level.

B：您瞧，格兰特先生。如果您看一下这篇市场报告，就会知道这种产品的价格正在上涨。我确信我们的新报价与当前的一般价格水平是相符的。

A: But have you noticed that owing to the new sanitary regulations, few buyers have been in the market in the last weeks? A downward tendency is predicted.

A：可是您难道没有注意到由于颁布了新的卫生条例，几个星期以来，已很少有买主问津？预计这种产品价格会趋下跌。

B: Well, anyway a 4％ reduction is not workable.

B：可是无论如何4％的降价是不可行的。

A: To start business, I will try to talk them into accepting a 3.5％ reduction, if you agree.

A：为了开展业务，如果您同意，我将设法说服他们接受3.5％的降价。

B: I'm afraid I can't, Mr. Grant. A 2％ reduction is really the best we can do.

B：我看不行，格兰特先生。2％的降价确实是最大限度了。

A: As this means developing a new market, why don't we meet half way to bridge the gap on a fifty-fifty basis?

A：由于这笔生意意味着开辟一个新的市场，我们为什么不各让一半来弥补差距呢？

B: That sounds attractive. I'll consult my General Manager and let you know.

B：听起来挺吸引人。我将同我们的总经理商量一下，然后告诉您结果。

A: Of course. I can't say yes either without our home office's consent.

A：当然。没有我们总部的同意，我也不能做主。

B: All right. Let's meet again tomorrow to finalize the price, before the market price fluctuates again.

B：好。我们明天再见面最后敲定价格，要赶在市场价格又变动之前。

A: I'll call you as soon as I hear from our home office.

A：我一得到国内总部的决定，立即打电话通知您。

Dialogue 5

A: This is our rock-bottom price, Mr. Wang. We can't make any further concessions.

A：王先生，这是我方的最低价格。不可能再让步了。

B: If that's the case, there's not much point in further discussion. We might as well call the whole deal off.

B：如果是这样的话，那就没有什么必要再谈下去了。我们干脆放弃这笔生意算了！

A: What I mean is that we'll never be able to come down to your price. The gap is too great.

A：我的意思是说我们的价格永远不可能降到你方提出的水平，差距太大了。

B: I think it's unwise for either of us to insist on his own price. How about meeting each other half way and each makes a further concession so that business can be concluded?

B：我想我们双方都坚持自己的价格是不明智的，能不能互相作出让步？各方都再让一半，生意就能成交了。

A: What is your proposal?

A：你的建议是……

B: Your unit price is 100 dollars higher than we can accept. When I suggested we meet each other half way, I meant it literally.

B：你方提出的单价比我们可以接受的价格高出100美元。我说的各让一半，是名副其实的一半。

A: Do you mean to suggest that we have to make a further reduction of 50 dollars in our price? That's impossible!

A：你是说让我们再减50美元吗？办不到！

B: What would you suggest?

B：你的意见呢？

A: The best we can do will be a reduction of another 30 dollars. That'll definitely be rock-bottom.

A：我们最多只能再减30美元。这可真是最低价了。

B: That still leaves a gap of 20 dollars to be covered. Let's meet each other half way once more, then the gap will be closed and our business completed.

B：这样还剩下20美元的差额呀。我们再一次各让一半吧。这样差额就可以消除，生意也做成了。

A: You certainly have a way of talking me into it. All right, let's meet half way again.

A：你真有办法，把我说服了。好吧，我们再各让一半。

B: I'm glad we've come to an agreement on price. We'll go on to the other terms and conditions at our next meeting.

B：双方在价格上达成了协议，我感到很高兴。在下一次谈判中，我们再研究其他条款。

A: Yes. There's one other point I wish to clear up.

A：好。不过我想澄清另一个问题。

B: What is it?

B：什么事？

A: My friends in business circles all seem to be of the opinion that the Chinese import and export corporations have become more flexible in doing business recently.

A：商界的许多朋友好像觉得中国的进出口公司在贸易中的做法更加灵活了。

B: Yes, they're right. In fact, we have either restored or adopted international practices in our foreign trade.

B：是的，正是这样。事实上，最近我们在国际贸易中恢复和采用了国际惯例和习惯做法。

A: I'm glad to hear that. With a view to expanding and further enhancing the bilateral relations between our two parties, and in particular, exchanging timely views on specific problems in the execution and enforcement of contracts, is it possible for us to have a representative that could stay permanently in Beijing?

A：听到这一点，我很高兴。为了发展和巩固我们双边的关系，特别是为了在执行合同过程中就具体问题及时交换意见，我们能不能派出代表常驻北京？

B: Basically speaking, yes. We welcome the establishment of representative offices by foreign companies in Beijing. Of course, there are more details to be attended to. We cannot settle it in a few words.

B：原则上讲是可以的。我们欢迎外国公司在北京设立代表处。当然还需要考虑到一些细节问题，我们是不能用三言两语就可以解决的。

A: Yes, of course. I'll call my home office tonight and let them know about it. When do we meet again?

A：那当然。我今天晚上给国内公司打长途电话，向他们报告这件事。我们下一次在什么时候谈判？

B: How about tomorrow morning at nine o'clock?

B：明天上午9:00怎么样？

A: Good. I'll come back tomorrow, and we can then discuss it more specifically.

A：好。我明天再来，这样可以更具体地讨论这件事。



Unit5

Commission and Discount佣金和折扣

Top Sentences典型例句

1. Honestly, the rate of commission you are going to give us is far too small.

老实说，您给我们的佣金率太低了。

2. I have to get confirmation from head office.

我要和总公司商量一下。

3. We usually don't grant any discount for a small quantity.

通常对于小笔订购我们是不给折扣的。

4. I'm afraid it goes against the usual commercial practice if you allow no commission.

不给佣金恐怕不符合商业惯例。

5. The price we quoted is very keen and the profit margin is very narrow, so no commission will be allowed at all.

我方报价是极好的，利润很低，所以我们不给任何佣金。

6. As you see, as commission agents, we do business on commission from other suppliers.

您知道，作为佣金代理商，我们与其他供货商做生意都拿佣金。

7. It's just in consideration of your big order that we can make an exception and agree to give you a discount of 4％.

正是考虑到你们的订货量大，我们才破例给你4％的折扣。

Words and Phrases生词与词组



	commission佣金，回扣
	compromise折中办法；妥协，放弃



	grant准许；答应给予
	slash大幅度削减，减少




Fashion Conversations轻松会话

Dialogue 1

A: Let's return to the topic of commission, shall we?

A：让我们回到佣金的话题上，好吗？

B: That's just what I was going to propose.

B：我也是这样想的。

A: Honestly, the rate of commission you are going to give us is far too small.

A：老实说，您给我们的佣金率太低了。

B: How much commission do you expect?

B：您希望是多少佣金？

A: I usually get a commission of 10％ from the buyers.

A：我一般从买主那里得到10％的佣金。

B: 10％ is far from being acceptable.

B：10％太高了，难以接受。

A: Could we make a compromise? How about 8％?

A：我们折中一下好吗？8％怎么样？

B: That sounds more practical. But I have to get confirmation from head office.

B：听起来还可以。但我要和总公司商量一下。

A: When can you give me a definite answer?

A：什么时候给我明确答复？

B: Will you come round tomorrow afternoon?

B：明天下午您过来好吗？

A: OK.

A：好的。

Dialogue 2

A: Your products are very good, but your price seems a little high. Could you give us more of a discount?

A：你们的产品非常好，但价格似乎有点儿贵。您能不能多给我们一点折扣？

B: We usually don't grant any discount for a small quantity.

B：通常对于小笔订购我们是不给折扣的。

A: If we promise future business, say volume sales, that will slash your costs, right?

A：如果我们可以保证我们将来继续订货，即大量销售，那将降低你们的成本，不是吗？

B: Yes, but it's hard to see how you can place such large orders. Besides, even with volume sales, our costs won't go down so much.

B：是的，但我们很难看出你们能订购那么多的货物。而且即使是大量销售，我们的成本也不可能下降那么多。

A: Just what are you proposing?

A：那您有什么建议？

B: We'll make a 10％ discount.

B：我们只能打九折。

A: 10％ is beyond our negotiating limit. Any other ideas?

A：九折不在我们讨论的范围内，还有别的办法吗？

B: How about 10％ the first six months, and the second six months at 15％, with a guarantee of 3,000 units? It's the best we can do.

B：在保证订购3000件的前提下，前6个月10％的折扣，后六个月15％的折扣怎么样？这是我们所能做的最大让步了。

A: OK. Let's call it a deal.

A：好吧。成交。

Dialogue 3

A: How much commission will you allow us?

A：你将给我们多少佣金？

B: To be frank, we don't allow any commission in general.

B：坦率地说我们一般不给佣金。

A: I'm afraid it goes against the usual commercial practice if you allow no commission.

A：不给佣金恐怕不符合商业惯例。

B: The price we quoted is very keen and the profit margin is very narrow, so no commission will be allowed at all.

B：我方报价是极好的，利润很低，所以我们不给任何佣金。

A: But as you see, as commission agents, we do business on commission from other suppliers.

A：不过您知道，作为佣金代理商，我们与其他供货商做生意都拿佣金。

B: Well, if you increase your order, we may consider your request.

B：好吧，如果你方增加订货，我方也许会考虑你的要求。

A: What do you say if we increase our order to $30,000?

A：如果我们把订货量增加到3万美元那将怎样？

B: In that case, we may consider giving you a 3％ commission to promote trade with you.

B：那样的话我方会考虑给你们3％的佣金，以促进与你们的合作。

A: A commission of 3％ is too little. We can usually get an 8％ commission.

A：3％的佣金太少了，我们通常可以拿到8％的佣金。

B: Well, let's meet each other half way. How about 5％?

B：让我们折中一下吧！5％如何？

A: No further discussion?

A：再没有商量的余地了？

B: I'm sorry, please make allowance for our difficulties.

B：非常抱歉，请谅解我们的难处。

A: OK, let's set it.

A：好吧，就这样决定了。

Dialogue 4

A: Ms. Jiang, I'd like to discuss the matter of discount with you.

A：江女士，我想与你谈谈折扣的问题。

B: Mr. Green, you know we usually don't allow any discount.

B：格林先生，你知道我们一般是不给折扣的。

A: But for such a big quantity, you should give us a discount.

A：但是对于这么大的订货量，你们应该给我们折扣吧。

B: Sure, discount will be allowed for a big order.

B：当然，对于大宗订货，我们还是给折扣的。

A: We usually get a 5％ discount from the American exporters.

A：通常我们从美国的出口商那里得到5％的折扣。

B: We've never granted such a big discount.

B：我们从来没有给过这么大的折扣。

A: Well, how much discount do you usually give, when such a large order is placed?

A：那么对于这么大的订货量，你们一般给多少折扣？

B: The maximum discount we can allow is 4％.

B：我们最多给4％的折扣。

A: We are placing such a big order that a 4％ discount is far from enough.

A：这么大的订货量只给4％的折扣，太少了。

B: It's just in consideration of your big order that we can make an exception and agree to give you a discount of 4％.

B：正是考虑到你们的订货量大，我们才破例给你4％的折扣。

A: We can conclude the transaction with you right away if you agree to give us a 5％ discount.

A：如果你们同意给5％的折扣，我们可以立即成交。

B: Mr. Green, as we have quoted you our rock-bottom price, we cannot give you any more discount.

B：格林先生，我们的报价已是最低了，折扣不能再多给了。

A: In that case, I'm afraid we can't come to terms.

A：那样的话，恐怕我们无法成交。

B: Well, we'll agree to give you a 5％ discount if you increase your order by 4,000 sets.

B：嗯，如果你们增加4000台订货，我们就同意给你们5％的折扣。

A: All right, that's a deal.

A：好吧，这样就算成交了。

Dialogue 5

A: I'd like to ask about the matter of discount.

A：我想询问一下折扣的事情。

B: We usually don't grant any discount for a small quantity order.

B：对于少量订购我们通常不给任何折扣。

A: Could I have a discount if my order is a large one?

A：如果我们大量订购的话会有折扣吗？

B: Of course, discount will be allowed for a big order.

B：当然，大量订购会有折扣。

A: How much discount do you usually allow for an order exceeding 4,000 units?

A：对于超过4000件的订单你们通常给多少折扣？

B: We usually allow a 10％ discount.

B：我们通常会给10％的折扣。

A: But a 10％ discount is not enough for such a big order.

A：但是对于这么大的订单，10％的折扣是不够的。

B: The maximum discount we can give is 10％.

B：我们最多只能给10％的折扣。

A: We usually get a 20％ discount from the European exporters.

A：我们通常可以从欧洲出口商那里得到20％的折扣。

B: I'm afraid I could not agree with you for such a big discount. In this way, it won't leave us anything.

B：恐怕我不能同意给你这么大的折扣，否则我方就无利可图了。

A: Would you agree to make us a concession by allowing a discount of 15％?

A：你们是否同意做出让步，给我们15％的折扣？

B: All right, I agree to give you a 15％ discount.

B：好吧，我同意给15％的折扣。

A: I'm very glad that we have finally come to an agreement.

A：我很高兴我们终于达成一致了。



Unit6

Terms of Payment付款条件

Top Sentences典型例句

1. Because this order is a comparatively big one, we would like to pay by time L/C, say, by 60 days L/C.

由于这批订货数量相对较大，我们想用远期信用证付款，如见票60天付款。

2. But we have only moderate mean at hand. Can you be a bit more flexible and bend the rule a little?

但我们手头资金有限。你能否灵活一点，将规定变通一下？

3. If you can do us a special favor this time and allow us to delay payment, we'd really appreciate it.

如果你们这次能帮忙，允许我们延期付款，我们将非常感谢。

4. For overseas deliveries, we only accept L/C, so we have to request that you open a L/C.

对于海外交货，我们只接受信用证，所以我们希望你们能开信用证。

5. Sometimes we accept that kind of L/C. But to be sure, we need a confirmed, irrevocable L/C.

有时我们接受那种信用证。为保险起见，我们接受确认的、不可撤销的信用证。

6. Please see that the draft for the first partial shipment will reach us for our acceptance at the time of the contract being signed.

支付第一批货物的远期汇票请务必在签合同之时给我方承兑。

7. Could you please make an exception and accept payment through collection this time?

这次您能不能破例接受以托收的方式付款？

Words and Phrases生词与词组



	devaluation贬值
	dispatch发送，派遣



	flexible灵活的，可变通的
	irrevocable不可撤销的，不可逆转的



	presentation提供，显示
	repercussion后果，反响




Fashion Conversations轻松会话

Dialogue 1

A: I'm sure your visit will contribute a lot to the setting of the payment problem.

A：我想您的到来肯定有助于解决付款问题。

B: Yes, I'm willing to cooperate with you to the maximum.

B：是的，我愿意尽最大努力与你方合作。

A: Then have you got any specific proposal?

A：那么，你有什么具体想法吗？

B: Because this order is a comparatively big one, we would like to pay by time L/C, say, by 60 days L/C.

B：由于这批订货数量相对较大，我们想用远期信用证付款，如见票60天付款。

A: As a rule, we only accept payment by sight L/C.

A：一般来说，我们只接受即期信用证付款。

B: But we have only moderate mean at hand. Can you be a bit more flexible and bend the rule a little?

B：但我们手头资金有限。你能否灵活一点，将规定变通一下？

A: I'm afraid not. As a seller, we also have the problem of funds being tied up.

A：恐怕不行。因为作为卖方，我们也有资金被占用的问题。

B: If you can do us a special favor this time and allow us to delay payment, we'd really appreciate it.

B：如果你们这次能帮忙，允许我们延期付款，我们将非常感谢。

A: As for your request, I'll phone our company to see what they say.

A：我会给公司打电话说明你的请求，看他们怎么说。

B: Thank you for your consideration. When will you let me know your answer?

B：多谢体谅。我什么时候可以得到你们的答复？

A: Tomorrow morning.

A：明天上午。

Dialogue 2

A: Now let's discuss terms of payment, OK?

A：让我们讨论一下付款方式怎么样？

B: Yes, please.

B：好的，请讲。

A: For overseas deliveries, we only accept L/C, so we have to request that you open an L/C.

A：对于海外交货，我们只接受信用证，所以我们希望你们能开信用证。

B: Oh, that's customary in all international trade. I think I can arrange that. No problem.

B：哦，这是所有国际贸易的惯例。我们可以开证。没问题。

A: We accept a confirmed, irrevocable L/C.

A：我们接受确认的、不可撤销的信用证。

B: Do you accept a revolving L/C?

B：你们接受循环信用证吗？

A: Sometimes we accept that kind of L/C. But to be sure, we need a confirmed, irrevocable L/C.

A：有时我们接受那种信用证。为保险起见，我们接受确认的、不可撤销的信用证。

B: OK.

B：好吧。

A: Our company name: Dingxin Industries, Shanghai, China, in our favor.

A：我们的公司：中国上海鼎新实业，为收款人。

B: OK. Please make sure that the shipment is dispatched in July.

B：好的。请确认7月份要发货。

A: No problem.

A：没问题。

Dialogue 3

A: So, for this order valuing $1,000,000, we pay in installment. That is the payment will be spread over four shipments during the next four years.

A：这样，我们这批价值100万美元的货物将采用分期付款的方式，即在4年内分4次支付。

B: That's right. But you should issue a time draft for $400,000 covering the value of the first partial shipment.

B：是的。不过别忘了先开具一张价值40万美元的远期汇票支付第一批货物。

A: I see. By the way, when is the draft falling due?

A：知道了。顺便问一下，期票何时到期？

B: On Sept. 5th, 2010. Please see that the draft for the first partial shipment will reach us for our acceptance at the time of the contract being signed.

B：2010年9月5日。支付第一批货物的远期汇票请务必在签合同之时给我方承兑。

A: Surely we will.

A：当然。

B: As to the goods, we'll send them to your country in four different lots within four years.

B：关于货物，我方将在4年内分4次向贵国发运。

A: Delivered by July 30 each year, isn't it?

A：在每年7月30日交货，对吗？

B: Yes.

B：是的。

Dialogue 4

A: Our business goes quite well.

A：我们的交易进行得很顺利。

B: That's true. Shall we come to the payment terms?

B：是啊。我们谈谈付款条件吧？

A: OK. I heard you usually accept the Letter of Credit. Could you please make an exception and accept payment through collection this time?

A：好的。听说贵方只接受信用证。这次您能不能破例接受以托收的方式付款？

B: It is only under very special circumstances that we would agree to payment through collection.

B：我们只是在非常特殊的情况下才接受托收的。

A: Could you explain it in detail?

A：能具体解释一下吗？

B: We have made some deals on collection basis unless the importer's financial standing is sound or he is one of the old customers.

B：除非进口商的商业信誉卓著或者进口商是老客户，我们才会以托收方式做生意。

A: Though we are not your old customer, we didn't deal with each other just once.

A：我们虽然不是您的老客户，但我们也不是第一次合作了。

B: I understand your situation, and I know you enjoy good reputation in this line.

B：我理解您的处境，也知道你们在此行业享有不错的声誉。

A: Do you mean you have agreed to our request?

A：这么说您同意了？

B: Let's make some concessions. What do you say to half by L/C, half by D/P?

B：我们各让一步。一半用信用证，一半用付款交单，怎么样？

A: All right. I won't bargain anymore.

A：好吧。我也不再讨价还价了。

B: In this case, we can make the deal.

B：那我们就成交。

Dialogue 5

A: We've talked over the price. Now let's come to the terms of payment.

A：我们已经谈妥了价格。现在让我们谈一下付款条件吧。

B: OK. That's what I was going to say. As usual, our terms of payment are by a confirmed, irrevocable L/C by sight draft against presentation of shipping documents.

B：好。这也正是我想说的。通常我们要求已确认的、不可撤销的信用证，见装船文件即期付款的支付条件。

A: But other suppliers can give us more favorable terms. You see, the world market has been rather dull recently. Besides, our exchange quota is rather limited. So we'd like to use D/A in this transaction.

A：但是其他供应商会给我们更优惠的条件。您知道，最近国际市场极不景气。而且我们的外汇限额非常有限。在这笔交易上我们希望用承兑交单付款。

B: I'm afraid we cannot accept D/A. As you know, the devaluation of the dollar has given rise to grave uncertainties in the international monetary market. Therefore, we find it necessary to handle our business on L/C basis, at least for the time being.

B：我们恐怕不能接受承兑交单付款方式。您知道，美元贬值已经导致了国际金融市场的极不稳定。因此我们认为必须使用信用证交易，至少在目前要这样。

A: Payment by L/C involves additional expenses for us. This leaves us no margin of profit at your terms of payment.

A：用信用证付款会增加我们的费用。按照你们的付款要求，在这笔交易上我们无利可图。

B: Mr. Fraser, you know quite well that Chinese goods enjoy an excellent reputation in foreign markets. Moreover, there is at present a vogue for Chinese goods. The article you are interested in is greatly in demand, and it sells especially well. The quick turnover will, of course, not only offset your L/C expenses, but also gives you a satisfactory profit.

B：弗雷泽先生，您很清楚，中国商品在国外市场上享有盛名，而且目前中国商品受到大众的欢迎。你们感兴趣的商品需求量很大，而且销路也很好。资金快速周转，不仅会抵消你们的开证费用，而且会有可观的利润。

A: As far as I know, you sometimes grant your clients such terms as D/A or D/P, don't you?

A：据我所知，你们有时允许客户用D/A或D/P付款，对不对？

B: Yes, occasionally we do. But it is only under very special circumstances that we agree to other payment terms.

B：是的，我们偶尔使用一两次。但是只有在非常特殊的条件下我们才同意其他支付条件的。

A: Ours is not a normal case, is it? It is in the nature of a sample order. It doesn't pay to adopt L/C terms for an order as small as ours. The limited profit, if any, is not even enough to balance the additional expenses.

A：可我们的交易也不是普通的呀！这是试订货。像我们这样少量订货采用信用证支付是不合算的。如果确实有一些利润的话，还不够抵消那些额外的开支。

B: Well, in order to finalize the business, we agree to D/P sight, that is the best we can do.

B：好，为了做成买卖，我们同意即期付款交单支付，这也是我们做出的最大让步了。

A: Thank you for your consideration. Still it is not good enough. You know, I'm a middleman, and I need some time to find a reliable client after I receive your bill. It would help me a lot if D/P after sight is accepted, even 60 days will do.

A：谢谢您的关照，但还不够。您知道，我是一名中间商，在我接到你们的单子后，我需要时间来寻找可靠的客户。如果你们接受远期付款交单，即使是60天，也帮我大忙了。

B: I'm afraid no further concession can be made. It is just to facilitate your doing business that we make this concession.

B：恐怕我们不能做出更大的让步了。为了使你们做生意更方便些我们才让步的。

A: Well, it seems I have to take things as they are. Let's put it into contract.

A：看来我只好将就了。让我们把它写进合同吧。

B: Mr. Smith, I should mention that we accept such terms only once. When the goods are dispatched, we'll issue a sight draft against you, which will be sent together with the shipping document through our remitting bank to the collecting bank at your end. It is understood that you are to honor it on presentation.

B：史密斯先生，我必须声明，我们接受这个条件仅此一回。货物一启运，我们即向贵方开出即期汇票，连同装船文件，通过我们的汇款银行送到贵方的托收银行。你们见票即付。

A: You may rest assured that this documentary draft will be duly honored on presentation. I did some business with some of your sister corporations on collection basis. They can prove to you my credit.

A：你们放心，跟单汇票一到，我们就汇款。我曾和你们的一些姐妹公司做过一些托收方式的交易。他们会向你们证明我的信用的。

B: We trust you and hope you'll live up to your credit.

B：我们相信并希望您履行诺言。

A: Surely I will. Well, as the selling season is approaching, I should like you to make a prompt shipment.

A：当然。既然销售旺季即将来临，我希望你们尽快交货。

B: We'll try our best.

B：我们会尽力的。



Unit7

Transport Packing包装运输

Top Sentences典型例句

1. When is the earliest delivery we can expect?

最早什么时候可以交货呢？

2. Could you please try to advance the time of shipment?

你们能否设法提前装运呢？

3. Chinaware is fragile and needs strong and careful packing.

瓷器是易碎品，包装要结实，且小心谨慎。

4. Use metal straps to reinforce the cartons, and they will be handled with care when unloading.

用金属带加固纸箱，装卸时会小心的。

5. Besides, cartons are easy to cut open, and this increases the risk of pilferage.

另外，纸箱容易被割开，这就增加了被盗窃的危险。

6. As long as the goods are safe during transit, a little more expense hardly matters.

只要货物在运输过程中安全，一点儿额外花费不算什么。

7. And one more thing, please don't forget to indicate warning marks like "Handle with Care", "Fragile", "Keep Upright" and other relative marks on the cases.

还有一件事，请别忘记在包装箱上标明“小心轻放”、“易碎品”、“勿倒置”及其他有关唛头。

8. We always ensure that the boxes are safe in long distance transport.

我们总要确保箱子在长途运输中不会破损。

9. They have their own special workshop, to provide packing services in accordance with the customers' needs.

他们有自己的包装车间，可以按顾客的需要，提供包装服务。

Words and Phrases生词与词组



	carton纸板箱，纸板盒
	chinaware陶瓷器



	corrugate缩成皱纹的，成波纹状的
	fragile易碎的，脆的



	graceful优美的，得体的
	line给……装衬里；用作衬里



	par同等；评价
	pilferage行窃，偷盗



	reinforce增强，加强
	stencil用蜡纸印，用模板印刷



	stow堆装；贮藏




Fashion Conversations轻松会话

Dialogue 1

A: Well, can you please effect shipment of the order before the end of November?

A：那么，你方能否在11月底之前装运这批货？

B: I'm sorry to say that's impossible because we are fully committed these months.

B：很抱歉，恐怕不行，因为我方这几个月的订货排得都很满。

A: Then when is the earliest delivery we can expect?

A：那么最早什么时候可以交货呢？

B: I think perhaps in Mid-January next year.

B：我想恐怕要在明年的1月中旬。

A: Oh, that's too late. The fireworks we ordered are for the Spring Festival. We plan to sell these fireworks in the market before then. When the holidays are over, who will buy fireworks?

A：噢，那太迟了！这批烟火是为春节订购的。我们准备春节前在市场上销售。待到春节之后，谁会买烟火呀？

B: I can understand, but we've done more business this year than in any of the previous years. Now we almost have to stop accepting new orders.

B：我明白，但是我们今年做的生意比以往任何一年都要多。现在我们几乎是被迫停止接受新订单的。

A: Could you please try to advance the time of shipment, the end of December, for example? You know, after shipment, it usually takes at least two to three weeks before the goods reach our retailers.

A：你们能否设法提前一些时间装运呢，比如12月底？你知道，从装运到我方零售商收到货物，至少需要2至3个星期。

B: I see your point, but our manufacturers have a heavy backlog on their hands at present.

B：我明白你的意思，但我们的制造商目前手中积压的活太多了。

Dialogue 2

A: Ms. Hu, you know chinaware is fragile and needs strong and careful packing. I'd like to know the method of your package for these goods.

A：胡女士，你知道瓷器是易碎品，包装要结实，且小心谨慎。我想知道你们这批货物的包装方法。

B: We'll use cartons for transit.

B：我们将使用纸箱作运输包装。

A: Cartons? I don't think the cartons are strong enough for such a heavy load.

A：纸箱？装这么重的货，我想纸箱不够结实。

B: We'll use metal straps to reinforce the cartons, and they will be handled with care when unloading. You don't have to worry about that.

B：我们会用金属带加固纸箱，装卸时会小心的。你不必担心这点。

A: Well, I don't want to take any risks. Besides, cartons are easy to cut open, and this increases the risk of pilferage. Could you use wooden cases instead?

A：我不想冒任何风险。另外，纸箱容易被割开，这就增加了被盗窃的危险。你们能用木箱吗？

B: We will use wooden cases if you insist. But you know a wooden case is much heavier than a carton, and ocean freight is by weight, not by measurement, you'll have to pay the extra packing fee.

B：如果你坚持的话，我们可以用木箱。不过你知道木箱比纸箱重得多，而海运是按重量而不是按体积计费的，这样你得付额外的包装费。

A: As long as the goods are safe during transit, a little more expense hardly matters.

A：只要货物在运输过程中安全，一点儿额外花费不算什么。

B: In that case, we'll accept your package requirements.

B：既然如此，我们同意你们的包装要求。

A: Thank you, Ms. Hu. Then, what about inner package?

A：谢谢，胡女士。那么内包装怎么样？

B: For the inner packing, we use boxes with designs of the article itself. So when the customer sees a box, he will have a clear view of the graceful shape and the color of the article inside the box.

B：对于内包装，我们使用带有物品本身设计图案的盒子。所以当顾客看到盒子时，他便知道盒内所装商品的优美形状及颜色。

A: That's great. And one more thing, please don't forget to indicate warning marks like "Handle with Care", "Fragile", "Keep Upright" and other relative marks on the cases.

A：很好。还有一件事，请别忘记在包装箱上标明“小心轻放”、“易碎品”、“勿倒置”及其他有关唛头。

B: Of course, Mr. Hawkins.

B：这是肯定的，霍金斯先生。

Dialogue 3

A: Now, Mr. Wang, will you tell me about the way of packing for this lot?

A：王先生，现在请您谈谈这批货的包装方式。

B: This order shall be packed in cartons with polythene tops.

B：这批货将用面上有透明塑料薄膜的纸盒装。

A: We'd like to have the goods packed in the same way as those supplied last year.

A：我们希望这批货同去年的包装一样。

B: But the purchase of dates we've made this year was not packed that way. Not solely for Christmas, but for all seasons.

B：但是我们今年定购的蜜枣，包装与去年不同，并非专供圣诞节，而是供应各个季节的消费。

A: Have you got any sample here? I'd like to look at the inner packing.

A：你这里有样品吗？我想看看内包装。

B: Here you are.

B：请看吧。

A: Mm... I think it's good enough. And what about the outer packing?

A：嗯……我看很好。外包装怎样？

B: In seaworthy boxes, 50 packs to one box.

B：用适于海运的箱子，每箱装50盒。

A: I suppose the boxes are double strapped as before?

A：每箱也像过去一样，用双道捆扎带吧？

B: You're right. We always ensure that the boxes are safe in long distance transport.

B：是的。我们总要确保箱子在长途运输中不会破损。

A: What's the size of the box?

A：箱子多大尺寸？

B: We are using special boxes offered by the suppliers. They also undertake to pack the dates according to the contract stipulations.

B：我们用供应商提供的特殊箱子。他们负责按合同约定包装蜜枣。

A: Do they have to send the dates to a specialist packer for packing?

A：供货商是否还要把蜜枣送到包装商那里去包装？

B: No, they have their own special workshop, to provide packing services in accordance with the customers' needs.

B：不需要，他们有自己的包装车间，可以按顾客的需要，提供包装服务。

A: That will be very helpful indeed! Could you arrange for me to visit the packing workshop sometime this week?

A：这的确很方便！您能为我安排本星期内到这个包装车间去看看吗？

B: Sure. I'll let you know.

B：没问题。我会通知您。

Dialogue 4

A: We've agreed on price, quality and quantity. The next thing I'd like to bring up for discussion is packing.

A：我们已经在价格、质量和数量问题上达成了协议。下面我想提出来讨论的是包装问题。

B: Yes, Miss Li. As this is the first time we have done business with you, we'd like to hear what you say concerning the matter of packing.

B：是的，李小姐。这是第一次和您做生意，所以我们想听听您对包装的意见。

A: Very well, Mr. Smith. Different articles require different packing. As for shirts, we use a polythene wrapper for each, ready for window display.

A：好吧，史密斯先生，不同的商品需要不同的包装。至于衬衫嘛，我们每件都用聚乙烯袋包装，可以直接放在橱窗里陈列。

B: Good. As you will probably know, Miss Li, your shirts will be in competition with many others in our market. A wrapping that catches the eye will certainly help us push the sales.

B：好。李小姐，您大概知道，你们的衬衫在我们市场上将要同其他衬衫竞争。醒目的包装当然有助于我们推销。

A: Yes, of course.

A：是的，那当然啦。

B: Therefore, the wrapping should be attractive as well as good quality. You must have thought of that, I'm sure.

B：因此，不仅质量要好，包装也要吸引人。我想这个问题你已经想到了。

A: You can rest assured that our packing will be on a par with that of other competitors, if not better.

A：您放心好了，我们的包装即使不比别人的更好，也可以和他们的相媲美。

B: I'm glad to hear that, Miss Li. And what about the protective packing during transit?

B：听您这么说我很高心，李小姐。那么，在运输中有什么保护性的包装吗？

A: That will be packed 10 dozen to one canon, gross weight around 30 kilos.

A：每10打装一个纸板箱，毛重30千克左右。

B: Good! What type?

B：好！什么样的纸板箱？

A: Cardboard cartons, with stenciled shipping marks.

A：刷有蜡纸印刷运输标志的硬纸板箱。

B: How about using wooden cases instead?

B：能不能改用木箱呢？

A: Well, it's not usual. Shirts are invariably packed in cartons to save freight cost.

A：哦，通常不这么做。衬衫一般都用硬纸板箱包装，可以节省运费。

B: But will cardboard cartons be strong enough for long distance transportation?

B：可是，用于长途运输，硬纸板箱够结实吗？

A: Of course they will. They are light and easy to handle. There'll be no trouble with them.

A：当然够结实了。它们既轻便又容易搬运。不会有什么问题的。

B: I see. All right, we agree to cardboard cartons for outer packing.

B：我明白了。那好吧，我们同意用硬纸板箱作外包装。

Dialogue 5

A: Now, shall we talk about the problem on packing, Mr. Mao?

A：毛先生，现在我们谈谈包装问题，好吗？

B: OK. I wonder if you have any special requirements concerning the packing of the clothing you ordered.

B：好吧。不知你方对所订服装的包装是否有特殊的要求？

A: No, the regular strong seaworthy packing will do.

A：没有，坚固而且适合于海洋运输的普通包装就行。

B: Miss Jones, we have usual ways of packing clothing if you don't have any request for packing. That is, the inner packing with polythene wrapper, as to the outer packing, we plan to use corrugated cardboard boxes.

B：琼斯小姐，如果你方对包装没有什么具体的要求，我们就采用服装的常用包装法。即内包装用聚乙烯袋，外包装计划用皱波纸板箱。

A: I'm afraid cardboard boxes are not strong enough for transport by sea. Why don't you use wooden case instead?

A：这种纸板箱用于海洋运输，恐怕不够结实。为什么不用木板箱？

B: Miss Jones, cartons are comparatively light and easy to handle, and they will not be stowed away with heavy cargo. Besides, we'll reinforce the boxes with straps and line them with plastic sheets. The goods you ordered are not fragile, they can indeed stand jolting.

B：琼斯小姐，相比之下，用纸板箱包装既轻又易搬运，且不会和沉重的货物堆放在一起。此外，我们在纸板箱内衬垫塑料膜，在外面用条带加固。您所订购的商品不是易碎品，能经得起震摇。

A: Mr. Mao, cartons are easier to be cut open. Won't this increase the risk of being pilfered? Wooden cases, however, are much stronger than cartons.

A：毛先生，纸板箱容易被割开，这不就增加了被偷盗的危险吗？而木箱却比纸板箱结实得多。

B: I don't think so, Miss Jones. On the contrary, cartons may discourage pilferage, because tampering with them is easily detected.

B：我不这么认为，琼斯小姐。相反，纸板箱却能避免偷窃，因为纸板箱损坏更容易被发现。

A: But I'm still afraid that in case of damage or pilferage, the insurance company will refuse compensation because of the improper packing that is unsuitable for sea voyage.

A：不过，我还是有点不放心。万一服装被损坏或被偷窃，保险公司会因包装不当，不适合海上运输为由拒绝赔偿。

B: Don't worry about that, Miss Jones. Up to now, there have never been any complaints received from our clients. Furthermore, our insurance company has approved such packing for WPA and TPND.

B：琼斯小姐，请不必为此担心。迄今我们还未收到客户的任何抱怨。另外，我方保险公司同意投保水渍险以及偷窃和提货不着险。

A: In that case, I'll agree with you to use cardboard boxes for the outer packing.

A：如果这样的话，我同意你们用纸板箱作外包装。

B: It's settled then.

B：那就这样定了。



Unit8

Insurance保险

Top Sentences典型例句

1. Could you tell me if Particular Average Insurance includes compensation of goods damage?

请问单独海损险包括货物破损的赔偿吗？

2. The compensation of damaged goods is covered in the insurance of Risk of Breakage.

货物破损的赔偿属于破碎险的责任范围。

3. Insurance for All Risks will cover the compensation of damaged goods, but the premium is relatively higher.

投保一切险的话，就包括了货物破损的赔偿，不过保险费也比较高。

4. We've got it covered under WPA, considering our deal is based on CIF clause.

考虑到我们的交易是以到岸价为基础的，我们投了水渍险。

5. Because they aren't delicate goods and won't likely be damaged on the voyage.

因为这些货不是易损易碎的货物，航行中不可能损坏。

6. A WPA policy covers you against partial loss in all cases.

水渍险保险单保您在各种情况下遭受的部分损失险。

7. I don't think there is any chance that our goods will be stolen, so I don't think we need a policy that is so expensive.

我认为我们的货物不可能被盗，所以我认为我们不需要这么贵的保险。

8. If any loss or damage occurs, you may lodge a claim with their agent at your port.

如果发生任何丢失或损坏，您可在你方港口向其代理商提出索赔。

Words and Phrases生词与词组



	affixation附加；附加法
	cargo货物量



	clause条款
	commencement开始，开端



	compensation补偿物，补偿金
	premium保险费



	termination结束，终止




Fashion Conversations轻松会话

Dialogue 1

A: In terms of CIF, we would offer Particular Average Insurance for you. Do you have any specific requirements?

A：按照到岸价，我方可以为你投保单独海损险。您还有什么特别的要求吗？

B: Could you tell me if Particular Average Insurance includes compensation of goods damage?

B：请问单独海损险包括货物破损的赔偿吗？

A: The compensation of damaged goods is covered in the insurance of Risk of Breakage. If you claim, the affixation insurance will be added.

A：货物破损的赔偿属于破损险的责任范围。如果贵方要求的话，可以加保这项附加险。

B: Are buyers responsible for the insurance charges?

B：附加险的保险费由买方来负担吗？

A: Yes, this is standard practice.

A：是的，这是惯例。

B: What about insurance for All Risks?

B：如果投保一切险呢？

A: Insurance for All Risks will cover the compensation of damaged goods, but the premium is relatively higher.

A：投保一切险的话，就包括了货物破损的赔偿，不过保险费也比较高。

B: It does not matter. What we want to have is peace of mind.

B：高点儿没关系，我们希望的是能得到真正的保障。

Dialogue 2

A: Do you mind telling me what kind of insurance we've got for this order of goods?

A：你能告诉我，我们这次订货采用什么类别的保险吗？

B: Sure. We've got it covered under WPA, considering our deal is based on CIF clause. Is there anything you'd like to know?

B：可以。考虑到我们的交易是以到岸价为基础的，我们投了水渍险。你还想了解什么吗？

A: No, not really. I'm just wondering if the damage of goods is included in this WPA or not.

A：不，不用了。我只想知道货物破损是否包括在水渍险之内。

B: Actually, the damage of the goods belongs to the Risk of Breakage. We could add this item if you wish.

B：实际上，货物破损属于破损险。如果你们希望，我们可以加上这一条款。

A: That's an additional risk item, isn't it?

A：这是一项附加风险条款，对不对？

B: Yes, and the buyer is usually required to bear the cost for the additional risk coverage.

B：是的，通常需要买方承担附加风险费用。

A: I see. And how about this? What about if we change to "All Risks"? Do we still have to pay extra for the Risk of Breakage?

A：我明白了。这样做行吗？我们改成“一切险”怎么样？我们还需要支付额外的破损险吗？

B: No, you don't have to. The insurance of All Risks has that item under coverage already. However, all you need to do is to pay a little higher premium rate.

B：不，那就不需要了。一切险已经包含破损险了。然而，你们需要支付稍高一点儿的保险费。

A: That really doesn't matter. The safety of the goodsis all that matters.

A：没关系。我们关心的是货物安全。

B: Oh, yes, absolutely. I'll have your insurance changed from WPA to All Risks for 110％ of CIF invoice value as per the ocean marine cargo clauses of the PICC.

B：噢，是的，确实是这样。根据中国人民保险公司海洋货物运输条例，把水渍险换成一切险，收到岸价发票金额的110％。

A：好吧。谢谢。

A: Sounds good. Thanks.

Dialogue 3

A: May I ask you a few questions about insurance?

A：我可以问你几个有关保险的问题吗？

B: Yes.

B：可以。

A: Now we've given a CIF Shanghai price of some steel plates. What insurance rate do you suggest we should get?

A：现在我们为一些钢板报上海到岸价，您建议我们办什么样的保险费率呢？

B: Well, obviously you won't want All Risks cover. Because they aren't delicate goods and won't likely be damaged on the voyage. FPA will be good enough.

B：嗯，显然您不想保一切险。因为这些货不是易损易碎的货物，航行中不可能损坏。平安险就挺好。

A: Then am I right in understanding that FPA does notcover partial loss of the nature of particular average?

A：那么，就我理解平安险不保单独海损性质下的部分损失，对吗？

B: That's right. On the other hand, a WPA policy covers you against partial loss in all cases.

B：对的。另一方面，水渍险保险单保您在各种情况下遭受的部分损失险。

A: Are there any other clauses in marine policies?

A：海运保险单有没有其他的条款呢？

B: Oh, lots of them! For instance, War Risks, TPND and Risk of Breakage.

B：哦，太多了！比如说，战争险，偷窃、提货不着险，破损险。

A: Well, thank you very much for all that information.

A：非常感谢您提供的所有信息。

Dialogue 4

A: What kind of insurance policy would you like? I'm sure we can help you in any way you need.

A：您想投保哪一种险？我们可以提供您需要的任何险。

B: We'll have a shipment from Canada, and I want to learn something about your marine insurance.

B：我们有一批从加拿大装运的货物，我想知道你们的海上保险情况。

A: Well, since you told me the goods are very important, I think insurance against All Risks would be best.

A：嗯，既然您说这批货很重要，我想保一切险是最好的。

B: I know All Risks is the broadest kind of standard coverage. But I don't think there is any chance that our goods will be stolen, so I don't think we need a policy that is so expensive.

B：我知道一切险是保险范围最广的险别。但是我认为我们的货物不可能被盗，所以我认为我们不需要这么贵的保险。

A: What about a Free from Particular Average Policy? That will cover you if the ship sinks or burns, or gets stuck.

A：平安险如何？如果船沉了、烧了或搁浅了，您都可以得到赔偿。

B: That's better, but I think we need to cover more kinds of things, like damage by seawater.

B：很好，不过我认为我们需要多一点保险，像水渍损害之类。

A: Then what about With Particular Average? It covers more risks than the FPA. It covers you against partial loss in all cases.

A：水渍险如何？它比平安险所覆盖的范围要广。它为您在任何情况下的部分损失保险。

B: That's a good idea. I have one more question here. How long is the period from the commencement to termination of insurance?

B：好主意。我还有一个问题。从开始到结束，保险责任的期限有多长？

A: The cover shall be limited to 60 days upon discharge of the insured goods from the seagoing vessel at the final port of discharge.

A：被保险的货物在最后卸离海轮后，保险责任以60天为限。

B: By the way, in the event of loss or damage to my goods, what is the procedure for filing a claim?

B：如果货物丢失或损坏，该如何提出索赔？

A: If any loss or damage occurs, you may lodge a claim with their agent at your port. The claim is to be supported by a survey report and put in within 60 days after the arrival of the consignment. In the light of the actual findings, they'll compensate you for the loss according to the provisions of the insurance policy.

A：如果发生任何丢失或损坏，您可在你方港口向其代理商提出索赔。索赔得由检验报告证实，并在货物抵达60天内提出。根据实际情况，他们会按照保险单的条款赔偿您的损失的。

B: Thank you very much. You've answered so many questions about insurance for me.

B：非常感谢。你已回答了我许多有关保险的问题。

A: You're welcome. Please cone back if you have any questions.

A：别客气。如有问题，请再来。

B: I will. Thanks.

B：我会的。谢谢。

Dialogue 5

A: Good morning.

A：早上好！

B: Good morning. I'm John Smith, a New Zealand businessman, and I'm looking for insurance from your company.

B：早上好！我叫约翰·史密斯，是新西兰商人，我是到贵公司来投保的。

A: Welcome. My family name is Zhao. Take a seat please.

A：欢迎。我姓赵，您请坐！

B: Thank you, Miss Zhao. What kind of insurance are you able to provide for my consignment?

B：谢谢您，赵小姐。我有一批货，贵公司能保哪些险呢？

A: We're able to cover all kinds of risks for transportation by sea, land, and air.

A：我们保险公司可以办理海运、陆运和空运的所有险别。

B: I have a batch of porcelain ware to be shipped to New Zealand. What risks should be covered?

B：我有一批瓷器，要运到新西兰去。该保哪种险呢？

A: We can serve you with a broad range of coverage against all kinds of risks for sea transport, such as Free from Particular Average (FPA), With Particular Average (WPA), All Risks and Extraneous Risks. It's better for you to scan this leaflet first, and then make a decision.

A：我们公司可以承保海洋运输的所有险别，如：平安险、水渍险、一切险还有附加险。您最好先看看这份材料，然后再决定保什么险。

B: (After reading the leaflet) FPA, that means Free from Particular Average, is good enough. What do you think?

B：（看了材料后）我看只保平安险就行了。您看怎么样？

A: Surely, you can do as you please. But don't you wish to arrange for WPA and additional coverage against Risk of Breakage? They suit your consignment.

A：当然，您想投保什么险都可以。不过，难道您不想保水渍险和附加破损险吗？这些险别适合您的货物。

B: Hmm, perhaps you're right. I'll have the goods covered as you said.

B：噢，您说得不错。就按您说的办吧。

A: Very good. Please fill in the application form. You need to write every word clearly.

A：很好。请您填写一下投保单。字迹一定要清楚。

B: Surely I will. (Filling in the application form) Miss Zhao, I've finished. Please help me to have a check to see if everything is correct.

B：知道。（填写投保单）赵小姐，我填好了。请帮我检查一下看看是否全都正确。

A: OK, let me read it. (Reading in a low voice) Insured: John Smith Description of the goods: porcelain Mode of transport and name of vessel: S.S. "Hua Yuan" Coverage: WPA plus Risk of Breakage Oh, Mr. Smith, why are both the loading port and unloading port missing?

A：好的，让我看看。（低声地读）投保人姓名：约翰·史密斯被保险货物名称：瓷器运输方式及船只：“华远轮”险别：水渍险，另加破损险哎，史密斯先生，怎么没填启运港和卸货港呢？

B: Oh, terribly sorry, I forgot that. The loading port is Xingang and the unloading port is Auckland. Here you are. Now how much is the insurance premium?

B：噢，我忘了，对不起。启运港是新港，卸货港是奥克兰，现在就补上。保险费是多少呢？

A: The premium is to be calculated in this way. First find out the premium rate for porcelain, that is 0.3％ and secondly, consider what risks are covered. What you've covered is WPA plus Risk of Breakage, so the total premium is...

A：保险费是这样计算的，首先查明保险费率，瓷器的保险费率是0.3％；然后再看投保的险别。您保的是水渍险，再附加破损险，所以保险费共计……

B: Good, Miss Zhao. Thank you for your assistance.

B：好的，赵小姐。谢谢您的帮助。

A: Don't mention it. See you again.

A：别客气。再见。

B: See you again.

B：再见。



Unit9

Claims索赔

Top Sentences典型例句

1. Our investigation results tell us that the factory party is responsible for the cargo damage.

关于货物破损一事，我方调查的结果表明是厂方的责任。

2. We are completely responsible for this accident.

这次事故完全是由于我方失误造成的。

3. We'll have to cancel the order and lodge a claim under the terms of the contract.

我们将不得不根据合同条款撤销这一订单并提出索赔。

4. Our computers were attacked by a hacker not long ago, and our whole computerization system was in a mess.

我们的电脑不久前遭到黑客的攻击，整个计算机系统一片混乱。

5. You could lodge a claim with the ship owner or with the insurance company.

你既可以向船运公司提出索赔，也可以向保险公司提出索赔。

6. We must also obtain a statement from the vessel's agents certifying that the goods were actually loaded.

我们必须得到船运公司证明该货确已装船的证明。

7. I think the shipping company and the insurance company should be responsible for this loss.

我认为，船运公司和保险公司应当对这次损失负责。

Words and Phrases生词与词组



	computerization计算机的应用；计算机化
	consignment托付，交付



	make amends for赔偿……的损失
	prestige威信，威望



	specification说明书；说明
	stipulation约定，契约




Fashion Conversations轻松会话

Dialogue 1

A: Our investigation results tell us that the factory party is responsible for the cargo damage. We are so sorry for the inconvenience we brought to you in this matter.

A：关于货物破损一事，我方调查的结果表明是厂方的责任。在这次事件中给贵公司添了很多麻烦，我们非常抱歉。

B: Well, that's all right.

B：啊，不必客气。

A: The factory party agreed to compensate for your damage.

A：厂方同意赔偿你方的损失。

B: Thanks. I would like to know the details about the compensation plan.

B：谢谢。我想知道具体的赔偿方案。

A: We are not going to carry these damaged goods back. Would you accept to buy these goods at half price? We'd like to use the payment as our compensation fee.

A：破损货物就不打算运回去了。能以半价处理给你们吗？我们想这部分款就充当赔偿金了。

B: Thank you very much.

B：非常感谢。

A: We are completely responsible for this accident. We warrant we won't make this kind of mistake again.

A：这次事故完全是由于我方失误造成的。我们保证今后不再发生这类事故。

Dialogue 2

A: Hello, Mr. Liu. How are you getting along?

A：你好，刘先生。您的情况怎么样？

B: Not so well, I'm afraid.

B：恐怕不算太好。

A: I'm sorry to hear that. Can I help you?

A：我很遗憾听您这么说。有事吗？

B: Yes. I'm phoning for our order No. SL205 placed two months ago. We have just received the consignment of what I expected to be XJ301 but they are in fact XJ302. Now that this has been made quite clear, there is no excuse. And if I don't get those XJ301 by the end of this month, there'll be trouble. We'll have to cancel the order and lodge a claim under the terms of the contract. Have you got that?

B：是的。我打电话是为了两个月前寄送给你们的第SL205号订单。我们刚收到来货，本以为是XJ301，却发现是XJ302。现在事实很清楚，没有什么可说的。如果我在本月底前收不到XJ301的话，就有麻烦了。我们将不得不根据合同条款撤销这一订单并提出索赔。你听明白了吗？

A: Yes. Let me check on my computer. Oh dear, you're right. I deeply apologize for that. You see, our computers were attacked by a hacker not long ago, and our whole computerization system was in a mess. Though it was repaired and restored to normal, it was easy to make a slip. It's 15th today and there is 15 days to go. You may rest assured that we'll try our best to deliver XJ301 to you by the end of this month. As for the XJ302 we've sent you, I'd like to have your opinion.

A：听明白了。让我在电脑上查一下。天哪！您说得对。我为此深表歉意。您看，我们的电脑不久前遭到黑客的攻击，整个计算机系统一片混乱。虽然后来修复了，但也容易出错。今天是15日，离月底还有15天。请放心，我们会尽最大努力将XJ301这批货在月底之前交到您的手上。至于我们发给你们的XJ302货物，我们想听听您的意见。

B: Don't worry too much. We'll try to find another buyer for them. The most important thing for us is to get XJ301 as stated, as our clients need them badly.

B：别太担心。我们设法为这批货物找个买主。对我们来说，最重要的是按规定的日期得到XJ301，因为我们的客户急需这批货。

A: Thank you, Mr. Liu. I assure you that the order will reach you in time.

A：谢谢您，刘先生。我向您保证，这批订货会及时送达你方的。

Dialogue 3

A: What should we do when we find a shortage in the shipment?

A：当我们发现货物短重后应该怎么办？

B: You could lodge a claim with the ship owner or with the insurance company.

B：你既可以向船运公司提出索赔，也可以向保险公司提出索赔。

A: Do brokers take care of that?

A：经纪人会做这些事吗？

B: Yes. But you must present us a report certifying the goods were on the vessel at the time the vessel sailed out.

B：是的。但你们必须取得船运公司的报告，说明船只出发时货物的确已装上船。

A: I see. By the way, how do we present proof of ownership?

A：我明白了。顺便问一下，我们如何提供该证据呢？

B: We have to file with the underwriters the full original set of ocean bills of lading, original policy or insurance certificate and the original commercial invoice.

B：我们必须向保险公司提供全套的正本提货单、正本保单或保险证明以及正本商业发票。

A: Who prepares a statement known as the protest?

A：谁准备我们通常所说的海事及告呢？

B: The master of the vessel does.

B：由船运公司提供。

A: Is the protest an official statement of the cause of the loss of the goods?

A：海事报告是对造成货物损失的正式声明吗？

B: Yes, they usually do.

B：是的，他们常常会这样做。

A: Do they charge for that?

A：他们收费吗？

B: Yes. In Europe they charge a commission of one percent of the amount of the claim for their collecting services.

B：是的。在欧洲，他们按索赔款的1％收取收集证明服务费。

A: How about in the United States?

A：那在美国呢？

B: They do the work without charge to the importer.

B：他们只是不向进口商收取费用。

A: It's part of the service on the broker's side, isn't it?

A：这是经纪人应该承担的责任，不是吗？

B: Exactly.

B：是这样的。

A: Is it enough that we can have an onboard bill of lading to claim a settlement?

A：我们只要提供已装运提单就可以提出索赔了吗？

B: No, we must also obtain a statement from the vessel's agents certifying that the goods were actually loaded.

B：不，我们必须得到船运公司证明该货确已装船的证明。

A: Thank you. That's all I want to know for the moment.

A：谢谢。我就先提问这些问题。

Dialogue 4

A: A-1 Box Company. Can I help you?

A：A-1盒子公司。有什么需要帮忙的吗？

B: Yes, I'd like to talk with your Sales Manager about something troublesome.

B：是的，我想同你们销售经理谈点麻烦事。

A: Sorry. He isn't in his office. May I help you? With which shipment?

A：抱歉。他不在办公室。我可以帮忙吗？与哪一批货有关？

B: About the number of 500 cartons of tin food we ordered last time. This shipment differs by 50 tins between the actual landed number and the invoiced number of this consignment.

B：是关于我们上次订购的500箱罐头食品的数量问题。实际到货数与发货单的数量有50罐的差额。

A: It's really surprising! How can 50 tins of goods disappear without any trace?

A：真不可思议！这50罐怎么会无影无踪地没有了呢？

B: But our exam report says there's a shortage of 50 tins. You should be responsible for the loss. And we must lodge a claim with you.

B：然而检验报告写明少了50罐，你方应对这次缺损负责。我们必须向你方提出赔偿要求。

A: We regret we cannot admit your claim.

A：很遗憾，我们不能接受您的赔偿要求。

B: Why?

B：为什么？

A: Because I was sure everything was all right with that shipment. I'd like to point out that a full number was delivered. Above all, the person in charge was on the spot.

A：因为我们肯定那批货的装运都是正常的。还应指出我们是足额发货的。总之，我们的负责人也在现场。

B: That's true. But the fact is that we have the shortage of 50 tins, and the exam report has also proved that.

B：这不错。但我们货物短缺50罐这也是事实，而且检验报告也证明了这点。

A: I should respect the findings of your inspection bureau. But the question is not on our side. I think the shipping company and the insurance company should be responsible for this loss.

A：我完全尊重贵方检验部门的检验结果，但问题不在我方。我认为，船运公司和保险公司应当对这次损失负责。

B: It seems your suggestion is reasonable. We have covered All Risks for these goods. The claim should be admitted to both of the two companies.

B：看起来，你的建议是有道理的。这批货物我们已经上了“一切险”。这批损失应当由船运公司和保险公司赔偿。

Dialogue 5

A: Good morning, Ms. Feng. This is Jack Brown from an Australian Import and Export Company.

A：冯女士，早上好。我是澳大利亚一家进出口公司的杰克·布朗。

B: Good morning, Mr. Brown. What can I do for you?

B：早上好，布朗先生。您有什么事？

A: I have something very unpleasant to talk over with you, Ms. Feng.

A：冯女士，我要跟您谈一件很不愉快的事情。

B: Go ahead, please.

B：您请讲。

A: The goods you sent to us are not in conformity with the specifications of the contract and made us lose a lot of money, so we feel that you should fix up the problems and make it up to us.

A：你方运来的货物与合同的规格不相符，这使我们亏了很多钱，所以我们认为你方应负责解决问题，并补偿我方的损失。

B: Just be patient, please. Any criticism on our goods is sincerely invited. Let's talk about the problems first.

B：别着急。我们认真听取对我们货物的任何批评。我们先来谈谈问题吧！

A: As soon as the shipment arrived at our port, we had it inspected. To our disappointment, we found the goods were underweight.

A：货物一到我们港口，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.

B：是吗？好的，我会查清楚货物为什么会短重。

A: Good. As well, we feel that the percentage of the goods of inferior quality was too high.

A：好的。还有，我们觉得劣质货物的比率太高。

B: I'm sorry you feel like that. As everybody knows. our products enjoy high prestige in the world. Complaints about the quality are very rare indeed. But I promise I'll check into these problems, and find out if they were our fault.

B：很抱歉您有这种感觉。众所周知，我们的产品在国际上享有盛誉。对我们质量的抱怨真的非常少。不过，我保证一定会认真调查这些问题，看看是不是我们的过错。

A: OK. I'll be waiting for your result.

A：好的，我会等待您的调查结果。

(Several days later)

（几天后）

B: As to the underweight, I'd like to point out that the goods were weighed before shipment. The certificate confirms we delivered full shipping weight. So I think the shortage might have occurred during transit. Therefore, your claim, in my opinion, should be referred to its insurance company as the liability rests with them.

B：关于重量不足的问题，我得指出货物在装运前是过了磅的。证书证实我们发货时，货物足重。我们认为重量不足是在运输过程中发生的。因此，我认为你们应当向保险公司提出索赔，因为责任在他们身上。

A: Then, how about the inferior quality?

A：那么，质量低劣又是怎么回事？

B: Upon investigation, we have found that the error occurred in the factory. Some of the workers mistook Article No. 103 for Article No. 102 when they packed the goods. We're really sorry for that and we'd like to accept your claim on it. Please tell us what you want us to do.

B：经过调查，我们发现是在工厂里出的错，一些工人在包装时错将103号货品当成了102号。我们真的很抱歉，愿意接受你们的索赔。请告诉我们你们想要我们做什么。

A: You can make amends for the losses by replacing all of the inferior products, and paying for the business we have lost.

A：你们可以更换所有的劣质产品，并赔偿我们这一次所丢掉的生意，以弥补我们的损失。

B: That sounds OK. One of my people will go to your company tomorrow to talk about what replacements are needed, and the money for your future losses.

B：可以。明天我们会派人到贵公司去，就换货和赔偿其他损失需要多少钱一事进行洽谈。

A: I really appreciate your correct attitude in this case. And I sincerely hope that everything will be smooth in our future business.

A：我们非常欣赏你们在这件事上采取的正确态度。真心地希望我们以后的业务往来能诸事顺利。

B: Please believe me this is a singular case. I'm sure that everything will be smooth in our future business.

B：请相信我，这只是个别情况。我肯定今后的业务往来会一帆风顺。


Part4

Client Reception

客户接待



Unit1

Visitors for Appointment预约客户

Top Sentences典型例句

1. I'll make an appointment with you at 9:30. Would that be all right?

我们定在上午9点半见面，这样可以吗？

2. I shall be in London on the 21st of September, and I wonder whether it would be useful for us to meet to discuss other projects.

我将于9月21日抵达伦敦，我们可否见个面商谈一下其他项目的相关事宜呢？

3. I'll take the afternoon flight to Guangzhou on Friday, so we can enjoy a whole day on Thursday.

我星期五下午坐飞机回广州，所以我们有星期四一天的时间可以利用。

4. I'm calling to see if it's possible for you to meet me sometime tomorrow morning.

我给您打电话是想看看明天上午您能不能约个时间与我见个面。

5. I would like to meet Mr. Green sometime this week.

我想与格林先生本周见个面。

6. I'm afraid he'll be very busy tomorrow morning. What about three o'clock tomorrow afternoon?

我担心他明天早上很忙。明天下午3点怎么样？

Words and Phrases生词与词组



	commission委托（任务等）




Fashion Conversations轻松会话

Dialogue 1

A: Ms. Ann Smith's office. Good morning. This is Miss Zhou speaking.

A：这里是安·史密斯女士办公室。早上好。我是周小姐。

B: Hello, Miss Zhou. This is Roger Carter of Great Eastern Development Company.

B：你好，周小姐。我是大东开发公司的罗杰·卡特。

A: Hello, Mr. Carter. What can I do for you?

A：你好，卡特先生。请问您有什么事吗？

B: I'd like to see Ms. Smith about an order with us. Is she free any time tomorrow?

B：我想见史密斯女士讨论订购问题。她明天有空吗？

A: Hold the line, please. I'll check her schedule... Thank you for waiting. I am sorry, she has a full schedule tomorrow and then she'll be away the following day. Will Thursday be all right for you?

A：请别挂电话。我查一下她的日程表……让您久等了。很抱歉，史密斯女士明天没空，后天又要出去。星期四怎么样？

B: Just a moment... Thursday morning is OK.

B：等一等……周四上午没问题。

A: All right. I'll make an appointment with you at 9:30 a.m. Would that be all right?

A：行。我们定在上午9点半，这样可以吗？

B: Yes, that's fine. See you at 9:30 a.m. on Thursday.

B：可以。那星期四上午再见。

A: Good-bye, Mr. Carter.

A：再见，卡特先生。

Dialogue 2

A: Wareham.

A：威尔汉姆。

B: Good morning, Ms. Wareham. My name is Peter Green from Access Computers.

B：早上好，威尔汉姆女士。我是爱可信计算机公司的彼得·格林。

A: Good morning, Mr. Green.

A：早上好，格林先生。

B: Ms. Wareham, I see from our files that last year you were interested in commissioning some software from us. I was wondering what had happened to that project.

B：威尔汉姆女士，我从公司的文件中看到去年贵公司有兴趣订购我公司的一些软件产品。不知道后来为什么搁浅了呢？

A: Well, in the end we gave the system control software project to one of your competitors.

A：哦，我们后来把这项系统控制软件项目交给你们的一个竞争对手来做了。

B: Oh, I see. Well, the reason for my calling is that I shall be in London on the 21st of September, and I wonder whether it would be useful for us to meet to discuss other projects.

B：哦，我明白了。我打电话来是因为我将于9月21日抵达伦敦，我们可否见个面商谈一下其他项目的相关事宜呢？

A: I don't see why not. Though there's nothing in the pipeline at the moment, we can certainly discuss things generally.

A：当然好了。虽然暂时没做成生意，但我们可大致探讨一下相关事宜。

B: Okay. Can we say two o'clock p.m. on the 21st?

B：好的。那我们21日下午2点见好吗？

A: Yes. Two o'clock p.m. on the 21st is fine.

A：好的。21日下午2点。

B: I look forward to meeting you then.

B：期待与您会面。

Dialogue 3

A: Hello, may I speak to Miss Li?

A：您好，我想找李小姐。

B: Yes, speaking. Who is it, please?

B：我就是。请问您是谁？

A: This is Murray Luo.

A：我是罗默里。

B: Oh, hello. Are you calling from Guangzhou?

B：您好。您是从广州打的电话吗？

A: No. I've just arrived in Shanghai.

A：不是。我刚到上海。

B: Really? How long will you stay in Shanghai?

B：是吗？您要在上海待几天？

A: Five days.

A： 5天。

B: I'd like to show you around our firm. When are you free?

B：我很乐意带您参观我们公司。您什么时间有空？

A: Let me see. Tomorrow is Tuesday, and I have to visit a factory and on Wednesday, I must attend an important meeting. How about Thursday?

A：让我看看。明天是星期二，我要去参观一家工厂。星期三我得去参加一个重要会议。星期四怎么样？

B: OK. I'll meet you at the hotel. By the way, where are you staying?

B：好的。我会去您的酒店接您。您下榻哪家酒店？

A: Shanghai Hotel. I'll take the afternoon flight to Guangzhou on Friday, so we can enjoy a whole day on Thursday.

A：上海宾馆。我星期五下午坐飞机回广州，所以我们有星期四一天的时间可以利用。

B: That'll be great. See you then.

B：太好了。星期四见。

A: See you.

A：再见。

Dialogue 4

A: Good afternoon. This is Denise Lee of ABC Industries calling. Could I talk to Mr. Smith?

A：下午好。我是ABC实业公司的丹妮斯·李。可以请史密斯先生听电话么？

B: Speaking. How are you, Miss Lee?

B：我是。李小姐，您好吗？

A: Fine, thanks. And you?

A：很好，谢谢。您好吗？

B: I'm fine, too.

B：我也很好。

A: Mr. Smith, regarding that project, I find it hard to explain over the phone. It would be easier if we could have a face-to-face discussion. I'm calling to see if it's possible for you to meet me sometime tomorrow morning.

A：史密斯先生，关于那个项目，我感到电话里难以解释清楚。如我能与您当面讨论一下，会简单些。我给您打电话是想看看明天上午您能不能约个时间与我见个面。

B: I think we should have a detailed study of it. Would it be convenient for you to come at 10:00 tomorrow morning?

B：我认为我们应该仔细研究一下。明天上午10:00您过来方便么？

A: Can we make it a little earlier? Because I have another appointment at 11:30 a.m. tomorrow.

A：能早一点么？因为明天早上11:30我还有另外一个约会。

B: Let me check. Well, what about 9:30?

B：我查一下。那9:30怎么样？

A: That will be fine. By the way, which exit of Central Subway Station is nearer to your office building?

A：好。顺便问一下，中环地铁站哪个出口离您办公大楼近一些？

B: Take the south exit. It's next door to our main gate.

B：走南出口，就在我们大门隔壁。

A: Thank you. See you then.

A：谢谢您。回头见。

Dialogue 5

A: Good morning. Pacific Trading Company.

A：早上好。太平洋贸易公司。

B: Hello. May I speak to Mr. Green, please?

B：您好。我可以找格林先生讲话吗？

A: I'm sorry. Mr. Green is out on a business trip. He will come back this afternoon. This is Mr. Green's secretary. May I ask who is calling please?

A：对不起，格林先生出差了。他今天下午回来。我是格林先生的秘书。请问您是哪位？

B: Crick from Modern Office Equipment.

B：现代办公设备公司的科瑞克。

A: I see. What can I do for you?

A：我知道了。有什么事吗？

B: Well, I would like to meet Mr. Green sometime this week.

B：哦，我想与格林先生本周见个面。

A: May I ask what you wish to see Mr. Green about?

A：我可以问一下您约见格林先生有什么事吗？

B: I wish to discuss some important terms about the sales contract No. 98-2588.

B：我想与他谈谈一些有关第98-2588号销售合同的重要条款。

A: I see. Then do you have any particular time in mind?

A：我明白了。那么您有没有什么特定时间（见面）呢？

B: Would ten o'clock tomorrow morning be OK?

B：明天早上10点钟怎么样？

A: I'm afraid he'll be very busy tomorrow morning. What about three o'clock tomorrow afternoon?

A：我担心他明天早上很忙。明天下午3点怎么样？

B: One moment, please. I'll check the appointment book. Yes, three o'clock tomorrow afternoon will be convenient for me.

B：请稍等。我来查一下预约单。好，明天下午3点对我很方便。

A: Where do you wish to see Mr. Green, please?

A：您打算在哪儿同格林先生见面呢？

B: What about my office?

B：在我的办公室怎么样？

A: All right. Three o'clock tomorrow afternoon at your office.

A：好。明天下午3点在您的办公室。

B: Then I will be expecting Mr. Green at that time. Thank you. Good-bye.

B：那么，我就在那个时间等着格林先生了。谢谢你。再见。

A: Good-bye.

A：再见。



Unit2

Introductions引见介绍

Top Sentences典型例句

1. Let me introduce you to Miss Yang, who is going to sit next to you tonight.

让我介绍一下，这位是杨小姐，她今晚将坐在您的旁边。

2. I've heard so much about you, a legendary figure in the business world.

您的大名我真是如雷贯耳，您可是商界的一位传奇人物啊！

3. I heard we were going to have an extraordinary young man joining our team.

我听说有一位杰出的青年将加入我们的团队。

4. I've got to check the guest list, if you don't mind.

如果你们不介意的话，我得去查查来客名单了。

5. May I introduce you to Mr. Dickens, our manager?

我可以把您介绍给我们的经理狄更斯先生吗？

6. I'm very happy to have this chance to visit your company. It was very kind of you to invite me.

我很高兴能有这次机会访问贵公司。承蒙邀请，不胜感激。

7. It is my pleasure to invite you to visit our company.

您能访问我们公司是我的荣幸。

8. Please allow me to introduce my colleague, Mr. Li.

请允许我介绍一下我的同事，李先生。

9. I'm very glad to have this opportunity to visit China.

我很高兴有机会来中国访问。

Words and Phrases生词与词组



	extraordinary特别的，非同寻常的
	gracious华美的；有礼貌的



	interpreter口译工作者，口译译员
	legendary传奇的；著名的




Fashion Conversations轻松会话

Dialogue 1

A: Mr. Stone, let me introduce you to Miss Yang, who is going to sit next to you tonight. She just came back from New York.

A：斯通先生，让我介绍一下，这位是杨小姐，她今晚将坐在您的旁边，她刚从纽约回来。

B: Very good.

B：太好了。

A: Miss Yang, this is Mr. Douglas Stone of Shell Motor Company.

A：杨小姐，这是壳牌汽车公司的道格拉斯·斯通先生。

C: How do you do, Mr. Stone? I'm very glad to meet you.

C：您好，斯通先生。很高兴见到您。

B: The pleasure is all mine. I feel really very fortunate to be able to sit next to such a pretty lady.

A：我也很高兴。能有这么美丽的女士坐在旁边，我真的感到特别幸运。

C: Thank you for your gracious compliment.

C：谢谢您的赞美。

Dialogue 2

A: Kong, meet Mr. Stevens, the Sales Manager of P&G Mr. Stevens, this is Kong Jie, a rising star in the Marketing Department.

A：孔，过来见见宝洁公司的销售经理史蒂文斯先生。史蒂文斯先生，这是孔杰，市场部的一颗新星。

B: Nice to meet you, Mr. Stevens. I've heard so much about you, a legendary figure in the business world.

B：很高兴见到您，史蒂文斯先生。您的大名我真是如雷贯耳，您可是商界的一位传奇人物啊！

C: Nice to meet you, too, Mr. Kong. I heard we were going to have an extraordinary young man joining our team. Well, sometimes listening is believing, too.

C：我也很高兴见到你，孔先生。我听说有一位杰出的青年将加入我们的团队。嗯，看来并非眼见才为实，耳听也非虚啊！

B: I'm so much flattered. And, please, call me Terry. I'll have to work harder to meet your expectation.

B：您过奖了。请叫我特里。我还得更加努力工作才能不辜负您的期望。

C: I see you are getting close.

C：我觉得你已经做得很好了。

A: Excuse me for a while. I've got to check the guest list, if you don't mind.

A：请原谅我离开一会儿。如果你们不介意的话，我得去查查来客名单了。

C: Never mind, Jane.

C：好的，简。

A: Thanks, Mr. Stevens.

A：谢谢您，史蒂文斯先生。

Dialogue 3

A: Good morning, Mr. Edwards. I guess you've had a good rest.

A：早上好，爱德华兹先生。我想您休息得不错吧。

B: Yes, thank you.

B：是的，谢谢。

A: Mr. Edwards, may I introduce you to Mr. Dickens, our manager? He has cone to see you.

A：爱德华兹先生，我可以把您介绍给我们的经理狄更斯先生吗？他来看您了。

B: Oh, yes, of course.

B：哦，好的，当然可以。

A: Mr. Dickens, this is Mr. Edwards, Sales Manager of NEC. Mr. Edwards, Mr. Dickens is the manager of TCL.

A：狄更斯先生，这是NEC公司销售部经理爱德华兹先生。爱德华兹先生，这是TCL公司的经理狄更斯先生。

B: How do you do, Mr. Dickens?

B：您好，狄更斯先生。

C: How do you do, Mr. Edwards? Welcome to London. I hope you'll have a pleasant stay here.

C：您好，爱德华兹先生。欢迎您到伦敦来。我希望您在这儿过得愉快。

B: Thank you, Mr. Dickens. I'm very happy to have this chance to visit your company. It was very kind of you to invite me.

B：谢谢，狄更斯先生。我很高兴能有这次机会访问贵公司。承蒙邀请，不胜感激。

C: Not at all. It is my pleasure to invite you to visit our company. And by the way, Mr. Edwards, I'd like you to call me Dick, if you don't mind.

C：不用谢。您能访问我们公司是我的荣幸。爱德华兹先生，如果您不介意的话，我希望您叫我迪克。

B: Of course not.

B：当然不介意。

Dialogue 4

A: Good morning, Mr. Smith. Welcome to Beijing.

A：早上好，史密斯先生。欢迎您来到北京。

B: Good morning, Miss Zhang. This is Ms. Jones, our Sales Manager.

B：早上好，张小姐。这是琼斯女士，我们的销售经理。

A: We have met several years ago. How are you, Ms. Jones?

A：我们几年前就见过面了。您好吗，琼斯女士？

C: I'm very well, thank you. And you?

C：我很好，谢谢。您呢？

A: I'm fine, too. I'm so pleased to see you again. Please allow me to introduce my colleague, Mr. Li.

A：我也不错。很高兴再次见到您。请允许我介绍一下我的同事，李先生。

B: Glad to meet you, Mr. Li.

B：很高兴见到您，李先生。

C: Nice to meet you, Mr. Li.

C：见到您很高兴，李先生。

D: I'm glad to meet you, too. Did you have a nice trip?

D：我也很高兴见到你们。你们的旅途愉快吧？

B: I enjoyed the trip. Thank you.

B：很愉快。谢谢。

D: We hope you'll also enjoy your stay here.

D：希望你们在这里也会感到非常愉快。

C: I think we will. Thank you.

C：我想我们会的。谢谢。

A: Here comes the car. Shall we go?

A：车来了。可以走了吗？

B: OK, let's go.

B：好，走吧！

Dialogue 5

A: Excuse me, but aren't you Mr. Johnson from America?

A：对不起，您是从美国来的约翰逊先生吧？

B: Yes, I'm Paul Johnson from New York.

B：是的，我是保罗·约翰逊，来自纽约。

A: I'm Li Tao, an interpreter from CITS. May I introduce you to our manager, Miss Zhang? She has come to meet you. Miss Zhang, this is Mr. Johnson. And Mr. Johnson, this is Miss Zhang.

A：我是中国国际旅行社的翻译员李涛。我可以把您介绍给我们的经理张小姐吗？她今天特地来接您。张小姐，这是约翰逊先生。约翰逊先生，这位是张小姐。

B: How do you do, Miss Zhang? I'm pleased to meet you.

B：张小姐，您好！很高兴见到您。

C: How do you do, Mr. Johnson? I'm very glad to meet you, too. Have you ever been to Beijing before?

C：您好，约翰逊先生。我也很高兴见到您。您来过北京吗？

B: No. This is my first trip here.

B：没有。这是我第一次来北京。

A: Welcome to Beijing.

A：欢迎您来北京。

B: Thank you. I'm very glad to have this opportunity to visit China.

B：谢谢。我很高兴有机会来中国访问。

C: Did you have a nice trip, Mr. Johnson?

C：约翰逊先生，一路顺利吧？

B: Yes. It's been pleasant all the way.

B：顺利。一路都很愉快。

C: You must be very tired after such a long trip.

C：经过长途旅行，您一定很累了吧？

B: Not too bad. It's a long way to China. We flew non-stop for about 16 hours.

B：还可以。你知道，中国很远，我们连续飞行了大约16个小时。

C: I hope you'll have a pleasant stay here.

C：希望您在这儿过得愉快。

B: Thanks.

B：谢谢。



Unit3

Meeting at the Airport机场接人

Top Sentences典型例句

1. It's so kind of you to meet me at the airport.

谢谢您到机场来接我。

2. I'm Jane Smith, the secretary of Mr. Mayer. I'm here to meet you.

我是简·史密斯，迈尔先生的秘书。我是来接您的。

3. Let's go to the parking lot directly, because it is not convenient here.

让我们直接到停车场去吧，因为这儿停车不方便。

4. Pleased to meet you, too. Let me help you with your luggage.

我也很高兴见到您。让我帮您拿行李吧。

5. Sales are down a little bit due to the revaluation.

由于货币升值，销售额下降了一点点。

6. This is my card with my phone number. Please call me if you need anything

这是我的名片，上面有我的电话号码。如果你有什么需要，请打电话给我。

7. He is very eager to meet you, and sends his warmest regards.

他非常想见您，要我先代他向您致意。

8. I'd rather just spend a quiet evening in the hotel getting ready for tomorrow's appointment.

我倒想静静地在饭店休息一晚，准备明天的会谈。

Words and Phrases生词与词组



	airsick晕机的
	be not big on不拘泥于



	revaluation升值
	slump暴跌，大幅度下降



	snack小吃；快餐
	truthfully诚实的，真实的




Fashion Conversations轻松会话

Dialogue 1

A: Excuse me, but are you Mr. Brown from Sydney?

A：打扰了，请问您是来自悉尼的布朗先生吗？

B: Yes, that's right.

B：是的，我是。

A: How do you do, Mr. Brown? My name is Chen Li. I am the manager of TCL Trading Company.

A：您好，布朗先生！我是陈丽，TCL贸易公司的经理。

B: How do you do, Miss Chen? Nice to meet you!

B：您好，陈小姐！很高兴认识您。

A: Nice to meet you, too. Welcome to Tianjin.

A：我也是。欢迎来到天津。

B: Thank you! It's so kind of you to meet me at the airport.

B：谢谢。谢谢您到机场来接我。

A: You're welcome. Did you have a good flight?

A：不客气。您旅途愉快吗？

B: Yes, it was great.

B：是的，非常好。

A: How long did the flight take?

A：飞机飞了多长时间？

B: About 15 hours.

B：大约15个小时吧。

A: It must have been a very tiring trip.

A：您一定累坏了吧。

B: Not too bad.

B：还好。

Dialogue 2

A: Mr. Smith?

A：史密斯先生吗？

B: Yes, that's right. You must be Miss Li.

B：是的，我是。您肯定是李小姐。

A: Yes, pleased to meet you.

A：是的，很高兴见到您。

B: Pleased to meet you, too.

B：见到您我也很高兴。

A: Is this your first visit to Guangzhou?

A：这是您第一次来广州吗？

B: Yes, I always wanted to come but I never had the chance.

B：是的，我总想来但总没有机会。

A: Good. I can show you around while you're here. Did you have an enjoyable flight?

A：好的。您在广州期间我可以带你到处走走。您飞行愉快吗？

B: Yes, it was fine, thanks. No delays or problems.

B：是的，挺好的，谢谢。既没有延误也没有其他问题。

A: Good. Here, let me take your case. The car's just outside. Did you eat anything on the plane?

A：不错。走这边，让我帮您拿箱子。汽车就停在外面。飞机上您吃东西了吗？

B: No, I wasn't hungry.

B：没有，我当时不饿。

A: Well, what would you like to do? Shall we go to the restaurant or the hotel first?

A：那么，您想做什么？我们是先去餐馆呢还是先去酒店？

B: To the restaurant, I think.

B：我想先去餐馆吧。

A: What sort of food do you like? We've got a good choice of restaurants here.

A：您喜欢什么样的食物？我们这儿有很多餐馆可以选择。

B: I'd like to try some Guangzhou local snacks.

B：我想试一下广州的地方小吃。

A: Good, that's settled then. Let's go now.

A：好的，就这么定了。咱们现在就去！

Dialogue 3

A: Excuse me, but are you Mr. Tom Wilson?

A：打扰一下，请问您是汤姆·威尔逊先生吗？

B: Yes, that's right. And you are...

B：是的，我是。你是……

A: I am delighted to meet you, Mr. Wilson. And allow me to introduce myself. I'm Jane Smith, the secretary of Mr. Mayer. I'm here to meet you.

A：很高兴见到您，威尔逊先生。请允许我进行自我介绍，我是简·史密斯，迈尔先生的秘书。我是来接您的。

B: Glad to meet you, too.

B：我也很高兴见到你。

A: How was your trip?

A：您旅途还好吗？

B: Not very good. I suffered airsickness all the way.

B：不太好。我一路都晕机。

A: Would you like to sit down and rest for a few minutes?

A：要坐下来休息一下吗？

B: Yes, thank you.

B：好的，谢谢。

A: Do you feel better now?

A：您现在感觉好一点了吗？

B: Yes, but I still feel very tired, because it's a very long trip.

B：是的，但是我仍然感觉很累，因为飞行时间很长。

A: I got a room for you at Rose. Let's go and check in the hotel. Then you can release yourself there.

A：我在玫瑰宾馆给您订了一个房间。我们到饭店办理入住吧，以便您在那儿放松一下。

B: That's very nice of you. Thank you.

B：你真是太好了。谢谢你。

A: Let me help you with your luggage.

A：让我帮您拿行李吧。

B: No need. Thank you. I can handle it by myself.

B：不用了。谢谢。我自己来吧。

A: Let's go to the parking lot directly, because it is not convenient here.

A：让我们直接到停车场去吧，因为这儿停车不方便。

B: Of course, no problem.

B：好的，没问题。

Dialogue 4

A: Excuse me, but are you Mr. Miller from America?

A：对不起，请问您是美国来的米勒先生吗？

B: Yes. Are you Miss Yang from BC Company?

B：是的。你是BC公司的杨小姐？

A: Yes. How do you do, Mr. Miller? Welcome to Wuhan.

A：是的。米勒先生，您好。欢迎来到武汉。

B: How do you do, Miss Yang? I'm very glad to meet you.

B：你好，杨小姐。很高兴见到你。

A: Pleased to meet you, too. Let me help you with your luggage.

A：我也很高兴见到您。让我帮您拿行李吧。

B: Thank you very much.

B：谢谢。

A: Is this your first visit to Wuhan?

A：这是您第一次来武汉吗？

B: Yes, it is.

B：是的。

A: How was your flight?

A：旅途怎么样？

B: Just wonderful! Good food, good drinks, and good services.

B：好极了！食物精美，饮料爽口，服务上乘。

A: We're always well-fed on airplanes, aren't we?

A：飞机上我们总能吃得很好，是吗？

B: You can say that again. By the way, how's business these days, Miss Yang?

B：这一次也不例外。顺便问一下，杨小姐，近来生意怎么样？

A: Not bad. But sales are down a little bit due to the revaluation.

A：不算坏。不过由于货币升值，销售额下降了一点点。

B: Do you think it's a general trend?

B：你认为这是总趋势吗？

A: Oh, I don't think so, it's just a slump. Things will improve soon.

A：哦，我不这么认为，这只是一次暴跌。情况很快会好转。

B: I hope so.

B：我希望如此。

A: Mr. Miller, this is my card with my phone number. Please call me if you need anything.

A：米勒先生，这是我的名片，上面有我的电话号码。如果您有什么需要，请打电话给我。

B: Thank you, Miss Yang.

B：谢谢你，杨小姐。

A: You are welcome.

A：不用谢。

Dialogue 5

A: Excuse me, are you Mr. Mike Johnson?

A：对不起，您是迈克·约翰逊先生吗？

B: Yes, I am. From Northern Reflections of Canada. And are you Miss Lin?

B：是的，我是，来自加拿大北莱福克森公司。您是林小姐吧？

A: No, Sir, I'm not. I'm Liu Li, Sales Manager at ABC Trading. Miss Lin asked me to come and meet you, because she was unexpectedly tied up this morning. She is very eager to meet you, and sends her warmest regards.

A：不，先生，我不是。我是刘丽，ABC贸易公司的销售经理。林小姐要我来接您，因为她今早突然有事无法分身。她非常想见您，要我先代她向您致意。

B: I see. Well, it's very nice to meet you, Liu Li. And please feel free to call me Mike. I'm not big on formalities.

B：原来如此。嗯，很高兴认识你，刘丽。叫我迈克就可以了，我不喜欢拘泥于礼节。

A: That would be my pleasure. Can I help you with you bags?

A：这是我的荣幸。让我帮您提行李吧？

B: It doesn't matter, thank you.

B：没关系，谢谢。

A: I hope you had a pleasant flight over, Mike. I've traveled the trans-Pacific routes before, and I know how tiring they can be.

A：迈克，我想您来访旅途一定很愉快吧。我以前也坐过横渡太平洋的航线，我知道那有多累。

B: This one was uneventful, except for a little turbulence here and there. In fact, I feel as crisp as a new dollar bill.

B：除了不时有气流不稳之外，一路都很顺利。说真的，我觉得自己还是很有精神的。

A: Glad to hear it. Would you like an informal dinner with us tonight? Miss Lin asked me to inquire.

A：很高兴听您这么说。您愿意今晚和我们一起吃顿便饭吗？林小姐要我问一声。

B: It's very nice of her, but truthfully I'd rather just spend a quiet evening in the hotel getting ready for tomorrow's appointment. Miss Lin won't mind?

B：她太客气了，不过我倒想静静地在饭店休息一晚，准备明天的会谈。林小姐不会介意吧？

A: Not at all. She expected you'd want a little rest first. Just to confirm—you know that tomorrow's meeting is set for 10 a.m., at our office? I'll pick you up at the hotel at 9:15.

A：当然不会，她想到您可能需要稍作休息。跟您确认一下，您知道明天的会议是早上10点在我们办公室举行吧？我会在9:15到饭店接您。

B: That'll be fine. Thank you so much, Liu Li.

B：好的。刘丽，谢谢你。

A: It's my pleasure. By the way, are there any sights you'd like to see while you're here? I'd be happy to show you around.

A：不客气。对了，这段时间，您是否想去参观一些地方？我可以带您逛逛。

B: Well, I have instructions not to mix pleasure with business on this trip. But could we see International Trade Center, and Zhongguancun Science & Technology Park?

B：嗯，老板指示我这次不能假借谈公事四处游玩。不过，我们可以到国贸中心与中关村科技园区看一下吗？

A: That's no problem. I'll set up appointments for later this week.

A：没问题。这周晚些时候我会安排时间。

B: Thank you very much.

B：非常感谢您。



Unit4

Accommodation Arrangements安排住宿

Top Sentences典型例句

1. I'd like to book a single room with a bath from the afternoon of February 5th to the morning of February 11th.

我想订一个带洗澡间的单人房间，2月5日下午到2月11日上午住。

2. You've booked a double room for Mr. and Mrs Smith from the 11th to the 14th.

您为史密斯先生和夫人预订了从11日到14日的双人房间。

3. Could I change my reservation from the 11th to the 13th?

能不能把11日的预订改为13日？

4. I'd like to make a reservation for three nights, from Friday, the 10th, to Sunday, the 12th.

我想预订3个晚上的房间，从10日周五到12日周日。

5. We have a room with a lovely view of the river.

我们有一间房可以看见漂亮的河景。

6. We have got a single room for those dates.

我们在那个日期内有一个单人间。

Words and Phrases生词与词组



	banquet盛会，宴会
	reservation预订，保留




Fashion Conversations轻松会话

Dialogue 1

A: Advance Reservations. Can I help you?

A：客房预订部。要我为您效劳吗？

B: Yes, I'd like to book a single room with a bath from the afternoon of February 5th to the morning of February 11th.

B：是的，我想订一个带洗澡间的单人房间，2月5日下午到2月11日上午住。

A: Yes, we do have a single room available for those dates.

A：是的，我们确实有一个单间在这段时间可以住。

B: What is the rate, please?

B：请问房费多少？

A: The current rate is 180 yuan per night.

A：现行房费是每天180元。

B: That sounds not bad at all. I'll take it.

B：听起来还不错。这个房间我订了。

A: Good. Could you tell me your name, Sir, please?

A：很好。先生，能告诉我你的名字吗？

B: Yes, it is Moore.

B：好的，我是Moore。

A: How do you spell it, please?

A：请问怎么拼写呢？

B: It's M-O-O-R-E.

B: M-O-O-R-E。

A: OK. We look forward to your visit.

A：好的。我们期待你的光临。

B: Thank you and good-bye.

B：谢谢，再见。

Dialogue 2

A: Advance Reservations. Can I help you?

A：客房预订部。要我为您效劳吗？

B: Yes, I'd like to change my reservation.

B：是的，我要改变一下预约。

A: Your name, please?

A：请问您叫什么名字？

B: It's Murray Luo. M-U-R-R-A-Y, L-U-O.

B：我叫默里·罗。M-U-R-R-A-Y，L-U-O。

A: Yes. You've booked a double room for Mr. and Mrs. Smith from the 11th to the 14th.

A：是的。您为史密斯先生和夫人预订了从11日到14日的双人房间。

B: Oh, yes. But the plane was late, so he won't be there on the 11th.

B：是的。但是飞机延时了，他们11日不能到那里了。

A: And now you want to change the booking, do you?

A：所以您现在想改变预订，是吗？

B: Yes. Could I change my reservation from the 11th to the 13th?

B：是的。能不能把11日的预订改为13日？

A: Of course.

A：当然可以。

B: Thank you very much.

B：非常感谢。

Dialogue 3

A: Hello, Saint-Martine Hotel. Can I help you?

A：你好，圣马丁宾馆。您有什么需要？

B: Hello, I'd like to make a reservation for three nights, from Friday, the 10th, to Sunday, the 12th.

B：你好，我想预订3个晚上的房间，从10日周五到12日周日。

A: All right. Single or double room?

A：好的。要单人房间还是双人房间？

B: Single, please, with a bathroom.

B：单人房间，要有洗澡间。

A: Yes. We have a single room available.

A：好的。我们这儿有一个单人房间。

B: Have you got one with a view?

B：有面朝景观的吗？

A: Yes, Madam. We have a room with a lovely view of the river.

A：有的，夫人。我们有一间房可以看见漂亮的河景。

B: What's the price?

B：价格怎样？

A: $45 a night, plus VAT.

A：每晚45美元，外加增值税。

B: Does that include breakfast?

B：包括早餐吗？

A: Yes, it includes a full British breakfast.

A：是的，包括一顿丰厚的英国早餐。

B: Yes, that's fine. Could you hold it for me? My name's Betty Henderson.

B：哦，太好了。能为我留下吗？我叫贝蒂·亨德森。

A: Yes, Miss Henderson. What time will you be arriving on the 10th?

A：好的，亨德森小姐。您10日什么时间到达？

B: I'm not sure. Could you tell me what the best way to get to your hotel from the airport is?

B：不确定。从机场到你们饭店，怎样去最好？

A: We have a shuttle bus from the airport. I think you can take it.

A：我们在机场有专车接送客人。您可以乘专车来。

B: OK. Where can I get it?

B：好的。在哪儿乘车？

A: You can catch it outside the North Terminal.

A：您可以在北终点站外面乘车。

B: Thank you. Good-bye.

B：谢谢你。再见。

Dialogue 4

A: Good morning. Huanghe Great Hotel.

A：早上好。这里是黄河大酒店。

B: Good morning. I'd like to book a room at your hotel for 4 nights.

B：早上好。我想在你们酒店预订一个房间，住4天。

A: A single room or a double room, Sir?

A：是单人间还是双人间，先生？

B: A single room with bath.

B：带浴室的单人间。

A: When will you be arriving, Sir?

A：先生，您什么时候到达？

B: I'll be arriving on next Tuesday, the 2nd of April, and leaving on the 6th.

B：我下周二到，即4月2日到，4月6日离开。

A: One moment, please. I'll just have a look... Yes, we have got a single room for those dates. We'll have it ready for you.

A：请稍等一下。我给您看一下……我们在那段时间内有一个单人间。我们会给您准备好的。

B: Fine. How much will it be for one night?

B：好。住一晚上的房价是多少？

A: $40, including breakfast.

A：40美元，包括早餐。

B: I see. By the way, I'll be coming by train. Is the hotel far from the station?

B：我明白了。顺便问一下，我坐火车来，你们酒店离火车站远吗？

A: No, Sir. It's a short walk.

A：不远，先生。走路一会儿就可以到。

B: OK. Could you book the room for me, please?

B：好。你们可以为我预留这个房间吗？

A: Of course, Sir. May I have your name and telephone number?

A：当然可以，先生。请问您的姓名及电话号码？

B: My name is Wang Ping, and my phone number is 8278-5261.

B：我叫王平，电话是8278-5261。

A: Mr. Wang Ping, phone number 8278-5261, a single room with bath from the 2nd of April to the 6th.

A：王平先生，电话8278-5261，一个带浴室的单人间，从4月2日住至4月6日。

B: That's right. Thank you very much.

B：对。非常感谢。

A: Thank you, Mr. Wang. We'll be expecting you.

A：谢谢，王先生。我们期待着您的到来。

B: Bye.

B：再见。

Dialogue 5

A: Good morning. Room Reservation. May I help you, Sir?

A：早上好。客房预订部。先生，能为您效劳吗？

B: Yes, I'd like to reserve a room.

B：是的，我想预订房间。

A: Thank you, Sir. What date would that be?

A：谢谢您，先生。您要订什么时候的？

B: For one month, from November 1 to 30.

B：从11月1日到30日，总共一个月。

A: What kind of room would you prefer?

A：你比较喜欢什么样的房间？

B: A double. I'll be accompanied by my wife.

B：一间双人床的房间，我太太要陪我来。

A: Could you hold the line, please? I'll check our room availability... Thank you for waiting. I'm afraid we have no double rooms, but we do have some twin rooms at HK$1,000 and HK$1,500 available.

A：请别挂断好吗？我要查查是否有房间……让您久等了，我们恐怕没有双人床房间，但是我们还有几间价格为1000港币及1500港币的双人房。

B: The one at HK$1,500 sounds fine.

B：1500港币的那种听起来挺不错。

A: Certainly, Sir. May I know the name of you and your wife?

A：好的，先生。能告诉我您夫妇俩的姓名吗？

B: Mr. and Mrs. Vernon Williams.

B：华侬·威廉斯夫妇。

A: Thank you. May I have your telephone number, please?

A：谢谢。能告诉我您的电话号码吗？

B: Yes, it's 8585-2300. I work in IBM American Corp.

B：好的，8585-2300。我在美国IBM公司工作。

A: We do offer special rates for your company, Sir. For a twin room there is a 10％ discount. Shall we charge this to you directly?

A：先生，本店提供特价给贵公司。双人房打九折。我们是直接向您收费吗？

B: To my company, please.

B：请向我公司收费。

A: Which department should the bill be made out to?

A：这份账单应该送到哪个部门？

B: To the Accounting Department, please.

B：请寄到会计部。

A: Thank you very much. If you have any further inquiries, please don't hesitate to contact me.

A：谢谢。如果您想进一步询问的话，请不要犹豫，尽管跟我联络。



Unit5

Treating Clients 宴请客户

Top Sentences典型例句

1. How many courses are there in a Chinese banquet?

中国式宴会要有几道菜？

2. Today I really don't know how to thank you for preparing such a splendid banquet.

今天您准备了这样丰盛的宴会，我真不知怎样感谢您才好。

3. I propose a toast to our friendship! Cheers!

现在我建议为我们的友谊举杯！干杯！

4. At a restaurant that serves Guangdong dishes we often start with soup.

在供应广东菜的餐馆里，我们一顿饭通常从喝汤开始。

5. You have no idea how much I've been looking forward to a real Chinese meal.

您无法想象我是多么盼望吃到一顿地道的中国菜啊！

6. I hope we will become good friends as well as business associates.

希望我们不仅是好朋友，而且也是事业上的好伙伴。

7. Shall we have a dinner together this evening?

我们今晚一起吃饭，好吗？

8. China is a country with a splendid catering culture.

中国是一个具有优秀饮食文化的国家。

Words and Phrases生词与词组



	catering公共饮食业
	hospitality殷情，好客



	marvelous非凡的，不可思议的




Fashion Conversations轻松会话

Dialogue 1

A: Mr. Baker, do you have any plan tonight?

A：贝克先生，今晚有什么安排吗？

B: Not really. Why?

B：还没有。您有事吗？

A: If not, I'd like to invite you to dinner this evening at Hepingmen Roast Duck Restaurant.

A：如果没有，今晚我想请您去和平门烤鸭店吃饭。

B: Roast Duck? My friend had introduced it to me before I came here. It's very kind of you to ask. I'd be delighted to go.

B：烤鸭？我来之前朋友就介绍过。谢谢您邀请我。我很乐意去。

A: All right. I will meet you at the lobby of the hotel at six o'clock this evening.

A：好吧。我今晚6点在饭店大厅等您。

B: Thank you. I will meet you then. Bye.

B：谢谢。到时见。再见。

Dialogue 2

A: Well, here comes Beijing Roast Duck. Please help yourself, Mr. Baker.

A：嗯，北京烤鸭来了。贝克先生，请随便吃。

B: Yes, thank you. It's delicious. Is it one of your famous dishes?

B：好的，谢谢。真好吃，这是你们的一道名菜吗？

A: Yes. Do you like Chinese food?

A：是的。您喜欢中国菜吗？

B: Sure. It's marvelous, the best in the world, I think. How many courses are there in a Chinese banquet?

B：当然。中国菜棒极了，我想它是世界上最好吃的菜。中国式宴会一般有几道菜？

A: Usually 10. Please try some Maotai. It's well-known in China.

A：一般10道。来点茅台酒。这酒在中国是十分有名的。

B: Yes, thanks a lot. Well, today I really don't know how to thank you for preparing such a splendid banquet.

B：好的，谢谢。今天您准备了这样丰盛的宴会，我真不知怎样感谢您才好。

A: That's our pleasure. Mr. Baker, what has impressed you the most during your stay in Beijing?

A：我们很乐意这样做。贝克先生，在北京逗留期间什么留给您的印象最深？

B: Many things have impressed me deeply, the long history of China, the hospitality of Chinese people, the food we are eating now and so on. Of course, our successful business talk has impressed me the most. Chinese businessmen are more flexible than before.

B：很多事情都深深打动了我：中国悠久的历史，中国人民的热情好客，我们正在吃的中国菜等等。当然，给我印象最深的是我们之间成功的商业会晤。中国商人比以往更具灵活性了。

A: You're right. We really appreciate the cooperation with you. Now, I propose a toast to our friendship! Cheers!

A：您说得对。我们由衷地赞赏和您的合作。现在我建议为我们的友谊举杯！干杯！

Dialogue 3

A: Mr. Zhang, Chinese cuisine is famous all over the world. I've been looking forward to having my first real Chinese meal while I am in China.

A：张先生，中国饭菜的风味闻名全世界。我一直盼望着吃到第一顿真正的中国餐。

B: We are here in a restaurant famous for its Chinese food.

B：我们来到的这一家餐馆是以中餐著称的。

A: Here comes the first course. Tell me what it is please.

A：第一道菜端上来了。请告诉我，这是什么菜？

B: It is chicken soup. At a restaurant that serves Guangdong dishes we often start with soup.

B：这是鸡汤。在供应广东菜的餐馆里，我们一顿饭通常从喝汤开始。

A: Oh, this soup is delicious. What's the second course?

A：啊，这道汤的味道很鲜美。第二道是什么菜？

B: It's sweet and sour pork ribs. It's very popular with our foreign friends.

B：这是糖醋排骨。这道菜很受我们外国朋友的欢迎。

A: I also like it. It tastes good. Let's drink to our friendship, Mr. Zhang.

A：我也喜欢这道菜。味道很好。张先生，让我们为友谊干杯！

B: To our friendship. I hope we can continue to cooperate together. Here comes the steamed fish. According to the menu, there are fried rice, spring rolls, dumplings and beef noodles. Which do you prefer?

B：为友谊干杯！希望我们今后能继续合作。现在上清蒸鱼了。根据菜单介绍，这里供应炒饭、春卷、饺子和牛肉面。你喜欢吃哪一种？

A: I'll try the beef noodles.

A：我就尝尝牛肉面吧。

B: Now we'll end up with some fruit. Please help yourself.

B：我们最后再吃点水果。请随意吃。

A: Thank you very much. You've treated me to a very nice Chinese banquet.

A：谢谢！您请我吃了一顿美味的中国大餐。

Dialogue 4

A: Mr. White, I'm glad you've come.

A：怀特先生，欢迎您光临。

B: It's very kind of you to have invited me.

B：谢谢您的邀请。

A: Now I'd like you to meet my friends, Miss Ma and Mr. Yang. They are with us this evening. Mr. White, this is your seat. Please sit here.

A：我来介绍一下我的朋友，马小姐、杨先生。他们今晚和我们共进晚餐。怀特先生，这是您的座位，请坐。

B: Thank you.

B：谢谢。

A: Mr. White, is this your first visit to China?

A：怀特先生，这是您第一次来中国吗？

B: Yes, Miss Li. You have no idea how much I've been looking forward to a real Chinese meal.

B：是的，李小姐。您无法想象我是多么盼望吃到一顿地道的中国菜啊！

A: I'm glad you enjoy Chinese food and hope the dishes will give you a better idea of Chinese cooking. The roast duck is a Beijing speciality. Please help yourself.

A：我很高兴您喜欢中餐，希望这顿晚餐会使您对中国的烹调有更多的了解。烤鸭是北京的特产。请随便吃。

B: Ah, it's really attractive and appetizing.

B：啊，真是吸引人，味道又鲜美。

A: May I help you to some Mapo beancurd? It's a famous Sichuan dish.

A：我给您来点麻婆豆腐好吗？这是有名的四川菜。

B: Yes, please. Oh, very delicious. I see your cook takes care of the color, flavor and taste all at the same time.

B：好的，谢谢。噢，味道好极了。我看得出你们的厨师做的菜色、香、味俱全。

A: Mr. White, do you intend to have a long stay here?

A：怀特先生，您打算在这里长待吗？

B: Two weeks or so. This is both a business and pleasure trip.

B：两周左右。这次旅行我打算既处理业务也游览游览。

A: I hope we will become good friends as well as business associates.

A：希望我们不仅是好朋友，而且也是事业上的好伙伴。

B: I hope so, too.

B：我也希望如此。

Dialogue 5

A: It's time for supper, Mr. Smith. Shall we have a dinner together this evening?

A：晚饭时间了，史密斯先生。我们今晚一起吃饭好吗？

B: That's very kind of you, Miss Zhang. I heard Chinese restaurants serve very good food.

B：张小姐，谢谢邀请。我听说中国餐馆做的饭菜很好吃。

A: Quite. China is a country with a splendid catering culture.

(At a Chinese restaurant they find a table for two and take their seats.)

A：的确。中国是一个具有优秀饮食文化的国家。

（在一家中国餐馆他们找了一张两人桌坐下。）

A: Mr. Smith, I wonder if you have any particular preferences?

A：史密斯先生，不知道您有没有什么特殊的口味？

B: When in Rome, do as the Romans do. I only want to taste real Chinese food.

B：入乡随俗吧。我就是想尝尝真正的中国饭菜。

A: This is a Beijing restaurant, specializing in Beijing cuisine. I suggest we start with a plate of assorted cold dishes as an appetizer, then sauteed shrimps with green peas, braised sea slug, followed by Beijing duck, sweet and sour yellow croak, steamed turtle, fried noodles, and toffee apples for dessert.

A：这是一家北京餐馆，以北京特色菜为专长。我建议先来一盘凉菜拼盘做开胃菜，然后是青豆油爆虾、清炖海蛞蝓，再上北京烤鸭、糖醋牛蛙、清蒸甲鱼、炒面，最后我们以太妃苹果为甜点。

B: That sounds fabulous! Let's have that.

B：听起来太棒了。让我们来试试。

A: Would you like to try some Chinese drinks?

A：您想喝点儿中国酒吗？

B: Yes, I'd love to. I've heard Maotai is very popular in China. Could we try some?

B：是的，很想。听说茅台在中国很受欢迎，我们能来点儿吗？

A: Yes, of course. Maotai is the best Chinese wine. It would be a pity if you left without tasting it.

A：是的，当然可以。茅台是中国最好的白酒。如果你没喝茅台就回去了，那会很遗憾的。



Unit6

Introducing Companies and Business介绍公司和业务

Top Sentences典型例句

1. Could you tell me a little about your company's background?

能告诉我一些你公司的情况吗？

2. If there's a function in a package that needs to be built, we can do that.

如果那儿需要建立功能软件包，我们就可以做。

3. Can you give a brief introduction of your company?

你能简单介绍一下你们公司吗？

4. It engages mainly in the export and import of garments, textiles and other products.

它主要从事服装、纺织品及其他产品的进出口业务。

5. The electrical bicycle is our latest product combining the strong points of motorcycles and bicycles.

电动自行车是我们的最新产品，兼具摩托车和自行车的优点。

6. It doesn't burn gas and discharges no pollutants, so it's environmental friendly.

它不烧汽油，不排放污染物，因此对环境无害。

7. Those made from all steel have a net weight of around 17.5 kilos, and those of light aluminum alloy, about 16 kilos only, even lighter than the average bicycle.

全钢的净重约17.5千克，轻型铝合金制的仅重约16千克，甚至比一般的自行车还轻。

8. You know how selective our buyers are. They appreciate a reliable machine more than anything else.

你知道我们的客户很挑剔。他们特别看重车子的性能。

9. It sells fast in many big cities all over China and has recently been exported to Western Europe.

它在全中国许多大城市都很畅销，近来已出口西欧。

Words and Phrases生词与词组



	aluminum铝
	anniversary周年纪念



	combining化合的，结合性的
	garment衣服



	generator发电机，发生器
	output产量，输出



	prime第一流的；最初的；主要的
	stout粗壮的；结实的




Fashion Conversations轻松会话

Dialogue 1

A: Could you tell me a little about your company's background?

A：能告诉我一些你们公司的背景情况吗？

B: Sure! We've been in business for about 19 years. We're based in Shenzhen, and have 9 branch offices around China.

B：当然。我们公司做这方面生意已经19年了。我们总部设在深圳，全国有9个分支机构。

A: What's the line of business you are engaged in?

A：你们主要做哪方面的生意？

B: We're a developer of application software. If there's a function in a package that needs to be built, we can do that.

B：我们专门从事应用软件的开发。如果那儿需要建立功能软件包，我们就可以做。

A: How many employees do you have?

A：你们公司有多少员工？

B: We have 320 employees in all so far. Thirty percent of them have a Ph.D. degree and 45％ of them have a M.S. degree.

B：到目前总共有320人。30％的人拥有博士学位，45％的人拥有硕士学位。

A: Thank you for your information.

A：谢谢你提供信息。

Dialogue 2

A: Welcome to our company, Mr. Liu.

A：刘先生，欢迎您来我们公司。

B: Thank you, Miss Lin. I have been looking forward to this visit. Can you give a brief introduction of your company first?

B：谢谢你，林小姐。我一直都很期待这次访问。你能先简单介绍一下你们公司吗？

A: Sure. Sunrise, headquartered in Beijing, founded in 2000 with beautiful scenery covers 100,000 square meters of area and has more than 600 employees. It engages mainly in the export and import of garments, textiles and other products.

A：好的。我们日出公司成立于2000年，总部设在北京，风景秀丽，占地面积10万余平方米，现有员工600余人。主要从事服装、纺织品及其他产品的进出口业务。

B: May I know the goal of your company?

B：我可以知道你们公司的目标吗？

A: To meet all customers' requests, the company will abide by the following rules: top-quality, high-tech, low-price and good-service. It will invest 2,000,000 yuan into a new plant of 50,000 square meters of area and advanced equipments so that its output per year will be multiplied, maintaining the leading position.

A：为满足广大客户的需求，我们公司奉行以下原则：高品质、高科技、低价格以及优质的服务。公司计划再投入200万元，开发5万平方米的新厂区，引进先进的设备，从而使年产能翻一番，继续保持市场主导地位。

B: Wow, I'm shocked. Then what's your market share at present?

B：哇，难以置信啊！那你们现在的市场占有率是多少呢？

A: We now have 10 percent of the market share in garments.

A：目前，单就服装来说我们的市场占有率是10％。

B: Holy cow!

B：真了不起！

Dialogue 3

A: Mr. Wang, your electrical bicycles impressed me very much at the fair where I got a pamphlet. I am coming for more information.

A：王先生，在商品交易会上你们的电动自行车给我留下了很深的印象，我当时拿走了一个小册子。这次我来是想了解更多的情况。

B: The electrical bicycle is our latest product combining the strong points of motorcycles and bicycles. It runs faster than the bicycle, powered either physically or electrically.

B：电动自行车是我们的最新产品，兼具摩托车和自行车的优点。它比自行车跑得快，可以用人力驱动，也可以用电力驱动。

A: Sounds great! It doesn't burn gas and discharges no pollutants, so it's environmental friendly. It's a great favorite of the young people.

A：太好了！它不烧汽油，不排放污染物，因此对环境无害。很受年轻人的青睐。

B: You said it. But initially it was designed for the elderly. As it is powered electrically, it won't make the rider tired, especially fit for the elderly.

B：你说对了。但它最初是为老年人设计的。由于它由电力驱动，不会让骑车人疲劳，对老年人特别适用。

A: But it looks so stout in some parts. Won't it be too heavy?

A：但是有些部件看起来挺粗的，会不会很重呀？

B: No, it won't. We have all-steel ones and light ones. Those made from all steel have a net weight of around 17.5 kilos, and those of light aluminum alloy, about 16 kilos only, even lighter than the average bicycle.

B：不，不重。我们有全钢的和轻型的。全钢的净重约17.5千克，轻型铝合金制的仅重约16千克，甚至比一般的自行车还轻。

A: That's impressive. What's your model range?

A：真是不错，都有什么规格的？

B: Generally, we have bikes for gents and ladies of different sizes and various colors. Do you think they have a chance on your market?

B：总的来说，我们有不同型号和颜色的男、女式车型。你认为它们在你方市场上有销路吗？

A: They could be well marketable in our area as long as they are as reliable in quality as they look in appearance. You know how selective our buyers are. They appreciate a reliable machine more than anything else.

A：只要它们在质量方面和外观一样可信，那么它们在我们那里会有很好的销路。你知道我们的客户很挑剔。他们特别看重车子的性能。

B: No problem. We like to do business with selective buyers.

B：没问题。我们就喜欢和挑剔的买主打交道。

Dialogue 4

A: What is your company's main product?

A：你们公司的主要产品是什么？

B: Our leading product is AROMATIC Brand peanut oil. It sells fast in many big cities all over China and has recently been exported to Western Europe.

B：我们的主要产品是“芬芳”牌花生油。这种花生油在全中国许多大城市都很畅销，近来已向西欧出口。

A: How much is your annual production of peanut oil?

A：你们的花生油年产量如何？

B: We produce more than 300,000 tons every year.

B：我们年产量超过30万吨。

A: Are there any other products in your company?

A：你们公司还有其他产品吗？

B: Yes, besides peanut oil, we also produce other edible oils, eggs, vegetables and animal food to meet the market demand.

B：有，除了花生油，我们还生产其他食用油、蛋类、蔬菜类及动物饲料，以满足市场需求。

A: How many departments are there in your company?

A：你们公司有多少个部门？

B: This stock company consists of seven departments: Production, Purchasing, Finance, Auditing, Investment & Securities, Marketing, and R & D.

B：这家股份公司有7个部门，包括生产部、采购部、财务部、审计部、投资证券部、营销部及研发部。

A: How many staff do you have?

A：你们有多少员工？

B: We have 700 staff in all so far. Forty percent of them have a Bachelor's degree.

B：到目前为止，我们共有700名员工，40％拥有学士学位。

A: May I ask about your capital?

A：我可否询问一下你们的资金情况？

B: Yes. Our registered capital is 30 million yuan. Last year, our net profit was 10 million yuan.

B：可以。我们的注册资金为人民币3千万元。去年我们的纯利润为1千万元。

A: Very impressive. Thank you for your information.

A：非常好。谢谢您提供的信息。

B: Not at all. We look forward to your positive news.

B：不客气。我们期待您的好消息。

Dialogue 5

A: Hello, Mr. Tan. Welcome to our bid for a power generator. Congratulations on your entering into the second round of suppliers' reply.

A：谭先生，你好。欢迎你参加我公司的发电机招标，并祝贺你们进入供应商第二轮答辩。

B: Thank you so much, Mr. Anderson. You are our regular customer and we are willing to make contributions to your development. Also congratulations on your ever-growing business.

B：谢谢，安德森先生。你们是我们的长期客户，我们愿意为你们公司的发展出力，也祝贺你们公司的事业不断发展壮大。

A: I'm so pleased to hear that. Now let's get down to our business. We have used a lot of your products, but this time we bid for a large-size generating set. To be frank, we know only a little about your productivity in this field. What's more, we have many suppliers in contact. So we are compelled to choose the best one.

A：你这么说我太高兴了。我们言归正传吧。尽管我们使用了你们的很多产品，但你知道，我们这次招标的是大型发电机组。说实话，我们对你们公司这方面的生产能力和产品了解不多，而且目前与我们联系的供应商很多，因此，我们只好从中择优了。

B: We can fully understand you. And we trust we will be your best supplier.

B：我们完全理解你们的这种做法。但是我们相信我们能最终成为你们的供应商。

A: So, please tell us your product advantages over others in quality and price.

A：请谈谈你们的产品与其他同类产品比较，在质量和价格方面的优势。

B: OK. Quality determines price. Our offer for generators is a bit higher than that of PC Company, but our products are of prime quality and low maintenance rate. I don't mean that the generator of PC Company has quality problems. I can ensure that our large-size generating sets are as good as the small and medium-size ones. Their quality is absolutely reliable.

B：行。质量决定价格。虽然我们的报价比PC公司的发电机组高一点，但我们的产品性能优良、维修率低。请原谅我不是说PC公司的发电机组的质量有问题。我可以向你们保证，我们的大型发电机组产品就像我们的中小型发电机一样，质量也是值得信赖的。

A: Great. Can you let us know something about your after-sales services? You know, nothing is perfect.

A：很好。能说说你们的售后服务吗？要知道再好的东西也有出问题的时候。

B: We are very confident about our low maintenance rate. You can see from our customers' positive feedback. Nevertheless, we attach great importance to after-sales services. We always work hard to establish long and firm cooperation with our customers. So we can immediately solve the problem caused by wrong operation and charge for spare parts under guarantee. I am sure you have the experience.

B：我们可以自信地说我们的产品维修率很低，我们的客户对此很是称道。尽管如此，我们还是非常重视售后服务的。我们致力于与我们的客户建立长期、牢固的合作关系。因此，对于因操作不当引起的问题，我们都能及时排除，而且在保修期内只收取零件费。我想你们是有感受的。

A: Yeah, it's true. We know more about your production and management from your reply. We shall make a decision after we finish listening to other suppliers.

A：是的，这倒是真的。你的答辩让我们增加了对你们公司的生产经营情况的了解。我们将在听取其他供应商的答辩后作出决定。

B: All right. Thank you for your attention. We are looking forward to your judgments.

B：行。谢谢各位。我们期待着你们的裁决。



Unit7

Showing Someone Around带领参观

Top Sentences典型例句

1. Welcome to our workshop. If you have any questions, please don't hesitate to ask me.

欢迎参观我们的生产车间。如果你有什么问题，请尽管提出来。

3. All products have to go through six checks during the manufacturing process.

在制造过程中，所有的产品都要经过6道质量检测。

5. In order to further develop our overseas market, we need reliable agents to market our products.

为了进一步拓展我们的海外市场，我们需要可靠的代理商来销售我们的产品。

6. Our General Manager asks me to give you kind regards and accompany you for a city tour today.

我们总经理让我转达对您的问候，他安排我今天陪您在市内参观。

8. Please feel free to ask questions at any point during our tour. I'll be happy to answer questions for you.

参观期间请随时提问，我乐于为大家解答。

9. I'll bet your wondering why we ask you to wear hard hats and safety goggles while you're in the plant.

我敢说你们一定想知道参观工厂时我们为什么要求你们戴上工程帽和护目镜。

10. They are responsible for ensuring the continuity of quality for the products that come out of our plant and they also work together with the system engineers to keep the machines running smoothly.

他们负责确保我们工厂计划生产的产品质量的稳定性，而且他们还和系统工程师一起维护机器的平稳运转。

11. This is the complete map of our plant. Next to each department is the location and the name of the manager.

这是我们整个厂区的地图，每个部分旁边标着它的位置和经理姓名。

12. In recent years, we have developed lots of new products and have enjoyed good market share both at home and abroad.

最近几年，我们开发了许多新产品，在国内外都有很好的市场占有率。

Words and Phrases生词与词组



	delegation代表团
	goggle护目镜，防水镜



	helmet头盔
	humanistic人文主义的




Fashion Conversations轻松会话

Dialogue 1

A: Welcome to our workshop, Mr. Hill. If you have any question, please don't hesitate to ask me. I'm Associate Manager in charge of production, Wang Jian.

A：希尔先生，欢迎参观我们的生产车间。如果你有什么问题，请尽管提出来。我是公司负责生产的副经理王建。

B: Thank you, Mr. Wang. Sorry to bother you.

B：谢谢，王先生。麻烦你了。

A: Mr. Hill, would you put on this safety helmet, please?

A：希尔先生，请戴上安全帽好吗？

B: Do we need to put on the work jackets, too?

B：我们还要穿上工作服吗？

A: To protect your clothes, you'd better. Now mind your step. This way, please.

A：最好穿上，以保护衣服。小心，请这边走。

B: Thank you. Is the production line fully automatic?

B：谢谢。生产线全部自动化吗？

A: Well, not quite.

A：噢，不全是。

B: I see. Then how do you control the quality?

B：明白了。那么你们是如何进行质量控制的？

A: All products have to go through six checks during the manufacturing process.

A：在制造过程中，所有的产品都要经过6道质量检测。

B: Great. What's your monthly output?

B：好极了。你们的月产量是多少？

A: One thousand and five hundred sets per month.

A：1500台。

B: That's a lot. What's your usual percentage of rejects?

B：不少啊。一般情况下你们的废品率是多少？

A: About 2％ in normal operations.

A：正常情况下是2％左右。

B: That's really good. Is that where the finished products come off?

B：了不起。产品在那边下线吗？

A: Yes. Let's go and take a look.

A：是的。我们过去看看吧。

Dialogue 2

A: It is a great pleasure to have Mr. Philips with his delegation visit us today.

A：菲利普斯先生今天率团来参观本公司，这是我们极大的荣幸。

B: It's also our pleasure.

B：我们也深感荣幸。

A: I hope you can get a picture of what our business is from my introduction. Now, may I say a few words about our company?

A：经由我的介绍，希望各位能对本公司的业务有个初步的了解。我现在可以介绍下本公司吗？

B: Yes, you may begin.

B：当然，你可以开始了。

A: Our company was established in 1982. We specialize in manufacturing electronic goods and exporting them all over the world. We grossed about US$10 million last year, and our business is growing steadily. Our offices are in Asia, North America, and Europe, with about 1,000 employees, and we're working diligently to serve the needs of our customers.

A：本公司创立于1982年。我们专门制造电子产品，并外销世界各地。去年我们的营业额大约为1千万美元，而我们的业务还在稳定增长之中。我们的分公司遍布亚洲、北美洲和欧洲。我们的员工约有1千人，大家都勤奋工作，以满足顾客的各种需求。

B: Your company really has strength.

B：贵公司的确很有实力。

A: In order to further develop our overseas market, we need reliable agents to market our products. I hope you will seriously consider doing business with us. Thank you!

A：为了进一步拓展我们的海外市场，我们需要可靠的代理商来销售我们的产品。我希望各位能够认真考虑和我们进行生意往来。谢谢。

B: We will consider it seriously and give you a satisfactory answer as soon as possible.

B：我们会认真考虑，并尽快给你们一个满意的答复。

Dialogue 3

A: Morning, Mr. Smith. Did you have a sound sleep last night?

A：早上好，史密斯先生！昨晚睡得好吗？

B: Absolutely. Thank you, Miss Li. We have come to an agreement, so I felt very relaxed and had a good sleep yesterday.

B：很好。谢谢，李小姐。我们的合作谈成了，我觉得轻松极了，所以昨晚睡得很好。

A: Mr. Yang, our General Manager, asks me to give you kind regards and accompany you for a city tour today. Do you have any special requirements?

A：我们杨总让我转达对您的问候，他安排我今天陪您在市内参观。您有什么要求吗？

B: Oh no. Thanks for Yang's considerate arrangements. A short city tour will be all right.

B：没有。谢谢杨总考虑这么周到。我们随便看看就行。

A: OK. You are easy to please.

A：好的。您可真随和。

B: This is the second time I've been in Wuhan. I came here three years ago to attend the exhibition and investigate the investment environment. Now great changes have taken place.

B：这是我第二次来武汉。3年前我来武汉参加展览会并考察投资环境。与3年前相比，武汉变化很大。

A: Yes, a lot of foreign clients have the same feeling. They are amazed at the quick development of Wuhan in recent years.

A：是的，许多国外客户都是这么认为的。他们对武汉近几年的快速发展感到惊奇！

B: I think Wuhan will have a better prospect with its central location and rich human resources.

B：武汉地理位置优越，人力资源丰富，应该有很好的发展前景。

A: Exactly. I'm sure our cooperation will be a great success. Look, Mr. Smith, now we are on the Wuhan Yangtze River Bridge. Mountain Gui and the TV Tower stand behind our car. And in front of us are Mountain She and Yellow Crane Tower.

A：的确是。我认为我们两家的合作项目会取得巨大成功。瞧，史密斯先生，我们现在车行在武汉长江大桥上，车后面是龟山和电视塔，前面是蛇山和黄鹤楼。

B: Wow! Beautiful mountains with green trees. I really want to have a look at the top.

B：呀！这两座山真美！树木苍翠。真想登上去看看。

A: No problem. We have a lot of humanistic and natural attractions in Wuhan. Now, we will first have a short tour in Luojia Hill and the East Lake. The famous Wuhan University is located on Luojia Hill and surrounded by the East Lake. On the way back, we shall enjoy Yellow Crane Tower and Mountain Gui.

A：没问题。武汉有很多人文和自然景观。现在，我们先到珞珈山和东湖转转。著名的武汉大学坐落在珞珈山，东湖环绕着她。回来的路上，我们再登黄鹤楼和龟山。

B: Good idea! It's really kind of you to keep me company.

B：好主意。一路陪伴着我，真是辛苦你了。

A: It's all right.

A：没关系！

Dialogue 4

A: We'd like to welcome everyone to the Michelson Tools factory site, and thank everyone for being here today. My name is Paul Sabin. I'll be showing you around today. Please feel free to ask questions at any point during our tour. I'll be happy to answer questions for you.

A：欢迎大家来到迈克尔逊工具厂，非常感谢今天到场的诸位嘉宾。我叫保罗·萨宾。今天由我来带领大家参观。参观期间请随时提问，我乐于为大家解答。

B: Is it really necessary to wear all this protective gear?

B：真的有必要戴上这种防护装备吗？

A: That's an excellent question. I'll bet your wondering why we ask you to wear hard hats and safety goggles while you're in the plant. The reason is simple: We care about your safety and we want to ensure there are no injuries today. As you will see, to maintain a high level of safety, we also require all of our staff to wear similar protective gear.

A：这个问题提得不错。我敢说你们一定想知道参观工厂时我们为什么要求你们戴上工程帽和护目镜。原因很简单，我们担心诸位的安全，要确保今天不出现任何受伤事件。你们还会看到，为了保证绝对的安全，我们要求员工也戴上同样的防护装备。

B: How long will the tour take?

B：多长时间能参观完？

A: It should take about twenty minutes to go through the main plant, and maybe another ten to take a look at the laboratory. All together our tour should last about half an hour.

A：参观主要生产车间需要20分钟左右，也许再花10分钟去看一下实验室。总共大约需要半个小时。

B: Okay.

B：好的。

A: Well, if you don't have any questions, shall we get started? If you'll follow me, first I'll take you to the site of our semi-conductor system... Here in the main plant is where most of the action takes place. We produce and package more than 500,000 units per year on these machines... If you do the math on it, that breaks down to about one unit every minute.

A：好了，如果没有问题，我们可以开始吗？请大家跟着我走，我们先去参观半导体生产车间……这里是主要生产车间，大部分生产在此完成。我们用这些机器每年要生产和包装50万套产品……如果计算一下，那相当于每分钟一套。

B: How many employees do you have working in this area? What percentage of your employees are on the ground floor?

B：这个车间有多少工人？在主要生产车间工作的工人占总员工的多大比例？

A: We have about 40 employees on the ground floor, which is about 20％ of the total staff. Ground floor employees include production line workers, maintenance staff, and quality-control managers.

A：有40个工人在这里工作，占总人数的20％，包括生产线工人、维修工和质量检查人员。

B: What all do your quality-control people oversee?

B：质量检查人员负责检查什么？

A: They are responsible for ensuring the continuity of quality for the products that come out of our plant and they also work together with the system engineers to keep the machines running smoothly. Here, let's move on to the next room... I'd like to show you what it looks like in one of our test cubicles.

A：他们负责确保我们工厂计划生产的产品质量的稳定性，而且他们还和系统工程师一起维护机器的平稳运转。现在，我们去下一个车间看看……我想给大家展示一下我们的测试台是如何操作的。

Dialogue 5

A: Good afternoon, Mr. Green. Welcome to our factory. I'm Li Bin, in charge of the Sales Department. It's a great pleasure to meet you. This is my business card.

A：下午好，格林先生。非常欢迎您来参观我们厂。我叫李斌，负责销售部。很高兴认识您！这是我的名片。

B: The pleasure's mine. I'll give you mine, too.

B：认识您我也很荣幸。这是我的名片。

A: This is the complete map of our plant. Next to each department is the location and the name of the manager. I'll give you more information when we look around the factory.

A：这是我们整个厂区的地图，每个部分旁边标着它的位置和经理姓名。在参观过程中我会告诉您更多信息。

B: That's fine. Thank you very much. Lead on!

B：那太好了。非常感谢。请带路吧。

A: This is our office block. We have all the Administrative Departments here: Sales, Accounting, Personnel, Market Research and so on.

A：这是我们的办公区。我们所有的行政部门都在这儿：销售部、会计部、人事部、市场调查部等等。

B: Where do you sell your products to?

B：你们的产品主要销往哪里？

A: We mainly sold domestically in the last decade. But in recent years we have developed lots of new products and have enjoyed good market share both at home and abroad.

A：过去10年，我们主要在国内销售。但是最近几年，我们开发了许多新产品，在国内外都有很好的市场占有率。

B: Does the factory handle everything from the raw material to the finished product?

B：从原料到成品都是工厂自己生产吗？

A: Some accessories are made by our associates.

A：有些零配件是我们的联营厂生产的。

B: Could you give me a brief introduction about your production capacity?

B：能否简单向我们介绍一下你们的生产能力？

A: I think you'd better speak to our Production Manager, Mr. Smith. You'll meet him when we go over to the factory. We'll go there now.

A：我认为您应该同我们的生产经理史密斯先生谈一谈。在参观过程中我们会遇到他。我们现在就去那儿。

B: All right.

B：好的。

A: We have totally three workshops. This is the delivery bay here. This is the new conveyor belt we had installed last year. We doubled our output in this department as a result.

A：我们一共有3个车间。这是运送车间。这是我们去年刚安装的新运送带，它使我们的产量提高了两倍。

B: Oh, that's true. I believe that superior equipment makes for higher productive capacity.

B：噢，没错。我相信优良的设备有助于提高生产力。

A: I quite agree with you. Well, here is the production shop. Mr. Smith is over there. Let's go and have a talk with him if you would like to better understand the process of the manufacture of our products.

A：我非常同意您的观点。好，我们到生产车间了。史密斯先生就在那边。如果您想更清楚地了解我们产品的生产过程，我们就过去和他谈一谈。

B: Great! Let's go.

B：太好了！走吧。



Unit8

Giving Presents赠送礼物

Top Sentences典型例句

1. Just a small gift, please take it.

一点儿微薄之礼，请您收下。

2. It will be our great honor if it becomes a good memory for you.

如果能成为您的美好回忆的话，我们将不胜荣幸。

3. On behalf of our company, I'd like to present you a gift.

我谨代表我们公司向您赠送这件礼物。

4. It's a sample violin from our American branch.

这是我们美国分公司生产的样品小提琴。

5. I hope you like the design and material as well.

希望你喜欢它的设计和材料。

6. It's very kind of you. This is exactly what I want.

您太好了。这正是我需要的东西。

7. Thank you very much for such a good present.

感谢你送给我们这样好的一份礼物。

8. Here is a little article for you from our corporation as a token of our friendship, too.

这儿也有一个我们公司送给您的小礼物，让它作为我们友谊的象征吧。

Words and Phrases生词与词组



	bracelet手镯
	token象征，标志物




Fashion Conversations轻松会话

Dialogue 1

A: Just a small gift, please take it.

A：一点微薄之礼，请您收下。

B: Is it silk?

B：是丝巾吗？

A: Yes, it is silk produced by the Shanghai Textile Company that you visited yesterday. It will be our great honor if it becomes a good memory for you.

A：是的，是您昨天参观的上海纺织工厂生产的丝巾。如果能成为您的美好回忆的话，我们将不胜荣幸。

B: Thank you for sending me such a beautiful gift.

B：谢谢你送给我这么漂亮的礼物。

A: You are welcome.

A：不用客气。

B: Thank you for your concern. You have done a lot for this negotiation. I hope we will have more chances to cooperate with each other in the future.

B：非常感谢你的多方照顾。为了这次谈判你们已经做了很多。我希望我们今后多多合作。

Dialogue 2

A: On behalf of our company, I'd like to present you a gift, Mr. Yang. It's a sample violin from our American branch.

A：杨先生，我谨代表我们公司向您赠送这件礼物。这是我们美国分公司生产的样品小提琴。

B: Oh, thank you! It's very kind of you. This is exactly what I want. Ah, it's quite novel for us.

B：噢，谢谢您！您太好了。这正是我需要的东西。啊，这个小提琴对我们来说很新颖。

A: I hope you like the design and material as well.

A：希望您能喜欢它的设计和材料。

B: Yes, I like it very much. It's a new model and I think it can help us to develop more new products. Thank you very much for such a good present.

B：是的，我非常喜欢。它很新潮，我想它将有助于我们开发更多的新产品。感谢您送给我们这么好的一份礼物。

A: You're welcome. You know, we need better cost and better price and only you and here in China can help us to reach the goal. This violin is quite advanced in our country and my men spent almost one year on its experiment.

A：别客气。您知道，我们需要低成本、低价格，而只有你们在中国可以帮助我们达到这一目标。这种小提琴在我国相当先进，我的手下花了差不多一年的时间实验它。

Dialogue 3

A: I hear you will go back to America tomorrow.

A：听说你明天就要回美国了。

B: Yes. Thank you for your consideration. I will think about your proposal about establishing business relationship and contact you soon.

B：是的。多谢你的关照。我会好好考虑你关于建立相互间合作关系的建议，并很快与你联系。

A: This is the gift for you from our General Manager Mr. Hu. Please take it.

A：这是我们胡总经理送给你的礼物，请收下。

B: Thanks a lot. May I open it now?

B：太谢谢你了。我可以现在打开吗？

A: Please.

A：请。

B: What a nice bracelet!

B：多么漂亮精美的手镯啊！

A: It's great that you like it.

A：很高兴你喜欢它。

B: Then I'll take it. Thanks a lot.

B：那我就收下了，非常感谢。

Dialogue 4

A: So you are leaving tomorrow, Mr. White?

A：这么说您明天就要走了，怀特先生？

B: Yes. Time flies! I must go back home where many things are waiting for me to settle.

B：是的。时间过得真快啊！我必须回国了，许多事正等着我去处理。

A: We'll be sorry to see you go.

A：您要走了，我们感到非常遗憾。

B: I'm sorry, too. But that's life.

B：我也很遗憾。但生活就是这样。

A: Yes, I suppose it can't be helped.

A：是的，我想这也是没有办法的事啊。

B: Thank you for everything that you've done for me during my stay in China. I really appreciate your kindness and hospitality.

B：感谢你为我在中国期间所做的一切。真的感谢你的友善和热情好客。

A: It's very kind of you to say so, but really, I don't think I have done enough.

A：非常感谢您能这样夸奖我，但我确实认为我做得还不够。

B: Oh, you've done an excellent job. Here is a little gift for you and I hope you'll like it.

B：噢，你做得很出色。我有一件小礼品要送给你，希望你能喜欢。

A: Thank you. It's lovely! Mr. White, here is a little article for you from our corporation as a token of our friendship too.

A：谢谢您。真是精美极了！怀特先生，这儿也有一个我们公司送给您的小礼物，让它作为我们友谊的象征吧。

B: Oh, it's beautiful! Thanks so much, Miss Wang.

B：啊，太漂亮了！谢谢你，王小姐。

A: I do hope we'll be able to meet again soon.

A：我很希望我们不久后能再次相见。

B: I hope so.

B：我也希望如此。

Dialogue 5

A: It's such a pity that you are leaving so soon. We are sorry that you couldn't stay a few days longer.

A：真遗憾，您这么快就要走了。真希望您能多待上几天。

B: Well, I'm very happy to have the chance of visiting your company. Thank you all for your consideration and help during my stay here.

B：嗯，有机会参观贵公司，我感到很荣幸。感谢大家在我来访的这几天对我的悉心照顾和无私帮助。

A: With pleasure. As a token of our friendship, here is a present for you from our company.

A：没什么。为了纪念我们之间的友谊，我们公司送您一份小礼物。

B: Oh, what a surprise! What a fabulous painting! It's so nice of you.

B：噢，真令人惊喜！多漂亮的画呀！你们真是太客气了。

A: Hope that every time you look at it, you will remember our friendship.

A：希望您每次看见它的时候就能想起我们之间的友谊。

B: I will always remember you and this trip.

B：我会永远记得你们，记得这次旅程的。

A: Please extend my best wishes to Mrs. Brown and the other friends. And don't forget to keep in touch. We are looking forward to your next visit.

A：请代我向布朗夫人和其他的朋友致以诚挚的问候。别忘记保持联络。我们期待着您的下次来访。

B: I am looking forward to it, too.

B：我也很期待。



Unit9

Sending Someone Off送别客户

Top Sentences典型例句

1. It was very nice of you both taking me to the airport.

谢谢你们两位把我送到机场来。

2. I hope the profound friendship will make contributions to cooperation between us.

我希望这深厚的友谊会促进我们之间的合作。

3. I really enjoyed the time we spent together.

我们在一起度过的时间非常愉快。

4. If by any chance you go to America, please don't forget to call me. I'll meet you at the airport.

如果你有机会到美国来，一定要记得给我打电话。我会到机场来接你。

5. Hope to see you again.

希望能再次见到你。

6. It's very nice of you to come and see me off.

你来为我送行，真是太客气了。

7. Thank you for sparing me so much of your precious time.

谢谢你在百忙之中抽出这么多时间陪我。

Words and Phrases生词与词组



	established已制定的，确定的
	hospitality殷情，好客



	profound深远的，深厚的
	transaction交易，事务




Fashion Conversations轻松会话

Dialogue 1

A: It was very nice of you both taking me to the airport.

A：谢谢你们两位把我送到机场来。

B: Oh, it's our pleasure. You'll keep in touch with us at the office, won't you?

B：噢，哪儿的话。您仍会通过这儿的办事处继续跟我们保持联络，是吧？

A: Of course. And please let me know if I can be of any help while I'm in Beijing.

A：那当然。我在北京期间，如果有任何事我能帮得上忙的话，请告诉我。

B: It's a deal.

B：一言为定。

A: By the way, if you have time, why don't you cone to Beijing while we're there?

A：对了，假如您有时间，趁我们在那儿，何不来北京一趟？

B: Oh, what a great idea! Wouldn't a trip to Beijing be wonderful?

B：对，那真是个好主意！去北京旅行不是很棒吗？

C: Well, the trip sounds wonderful, but to be honest, the exchange rate is too high.

C：是啊，好像是很棒，可是说老实话，总觉得外汇兑换率太高了。

A: You have a point there. But please, give it some thought. We'd be more than happy to have you stay with us in Beijing.

A：说得也是。但话说回来，还是请你们再考虑一下。到北京在我们家住的话，我们会更高兴。

C: Well, that's very nice of you.

C：啊，那太好了。

B: It sounds as if they're boarding now. Have a good trip!

B：好像他们现在正在登机了。祝您旅途愉快。

Dialogue 2

A: Thank you for seeing me off at the airport,

A：谢谢你到机场来送我。

B: Don't mention it. It was the least I could do.

B：别客气，这是我最起码应该做的。

A: How time flies!

A：时间过得可真快啊！

B: Yes, I really enjoyed the time we spent together.

B：是啊，我们在一起度过的时间非常愉快。

A: So did I. You really gave me a lot of help when I worked in your company.

A：我也是。我在你们公司工作期间你真的给了我很多帮助。

B: You're welcome. That is what I should do.

B：别客气。这是我应该做的。

A: And if by any chance you go to America, please don't forget to call me. I'll meet you at the airport.

A：如果你有机会到美国来，一定要记得给我打电话。我会到机场来接你。

B: Thank you. I would visit your home if possible.

B：谢谢，如果有可能，我会去的。

A: OK, I will be looking forward to your coming.

A：好，我期待着你的到来。

B: It's time to board the plane. Hope to see you again. Good-bye.

B：该是登机的时间了。希望能再次见到你。再见。

A: Good-bye.

A：再见。

Dialogue 3

A: Well, I think the time has cone to say my thanks for your kind hospitality. Thank you for sparing me so much of your precious time.

A：那么，是感谢你热情招待的时候了。谢谢你在百忙之中抽出这么多时间陪我。

B: The pleasure was mine. I appreciate having met you.

B：这是我的荣幸。认识你，我非常高兴。

A: This visit is memorable. We saw a lot more valuable things than we expected.

A：这次拜访非常难忘。我们见到的比我们预期的要多得多。

B: What's your impression of our firm?

B：你对我们公司的印象如何呢？

A: I got a most favorable impression of your firm. And the biggest achievement, I think, is the agreement we reached yesterday.

A：我对贵公司的印象非常好。我认为这次最大的成就当属我们昨天达成的那项协议。

B: So do I. By the way, our manager asked me to thank you for your beautiful gift and your friendship.

B：我也这样认为。对了，我们经理让我谢谢你送给我们的漂亮礼物，也谢谢你的友谊。

A: I'm glad you like it.

A：我很高兴你们喜欢它。

B: We will treasure it. It will be a token of the friendship between our two companies.

B：我们会将它珍藏起来。它将是我们两家公司友谊的象征。

A: I hope the profound friendship will make contributions to cooperation between us.

A：我希望这深厚的友谊会促进我们之间的合作。

B: So do I. Have a happy journey.

B：我也这样希望。祝旅途愉快。

Dialogue 4

A: OK, Mr. Huang, thank you very much for coming to the airport to see us off. Your company's management, cultural value and your hospitality have left a deep impression on all of us. And your working attitude and your way of doing business have changed my opinions about Chinese people.

A：好啦，黄先生，感谢你到机场来为我们送行。贵公司的管理、文化价值以及你的热情好客给我们所有人留下了深刻的印象。你对工作的态度和做生意的方式改变了我对中国人的看法。

B: Really? I'm glad to hear that.

B：真的吗？你这么说我很高兴。

A: That's true. And this trip has been a very productive one for us.

A：这是真的。我们这次旅行是非常有成效的。

B: I agree. Ms. Green, thank you again for your visit. We are looking forward to your reply.

B：我同意你的说法。格林女士，再次感谢你的来访。希望你早日答复我们。

A: Believe me, Mr. Huang, I'll do my best to promote the transaction.

A：相信我，黄先生，我将尽最大努力促成这笔交易。

B: We are happy that we have established business relations. I really hope that we'll have more business to do and more opportunities to meet each other.

B：很高兴我们建立了业务联系。我真希望我们能够做更多的生意，能有更多的机会见面。

A: I think we will have opportunities to meet in the future with the development of mutual cooperation.

A：我想随着双方合作的发展我们将来会有机会见面的。

B: Oh, I think it's time for you to check in. Have a good trip. Bye-bye.

B：噢，你们该办登机手续了。祝旅途愉快！再见。

B: Bye-bye.

B：再见。

Dialogue 5

A: Thanks for coming to see me off.

A：谢谢你来送行。

B: It's my pleasure. I just wish you didn't have to leave so soon.

B：不客气。我真希望你不用那么快离开。

A: Yeah, the time just flew by. It seems like just yesterday that I was arriving.

A：唉，时间过得可真快。现在感觉好像昨天刚到一样。

B: Well, it was wonderful getting to know you. I've enjoyed getting to be your friend.

B：认识你真荣幸。我很高兴能成为你的朋友。

A: Me too. You certainly know how to show someone around town.

A：我也一样。你真懂得怎样带人参观这城市。

B: I had a good time seeing the town, too. You never notice all the interesting things around you unless you have to point them out to someone else.

B：参观这里也使我感到很开心。你要不把周围那些有趣的东西指给别人看，你就不会去注意它们。

A: Can you say good-bye to all the others for me? I wanted to see them before I left, but in the rush to get ready, there wasn't enough time.

A：你能代表我向其他人说声“再见”吗？我本想在离开之前见一见他们，但是准备时间太仓促。

B: No problem. Just leave it to me. Let's see, are you all ready to go?

B：没问题。这事就交给我吧。我们再想想看，你一切都准备好了吗？

A: Yes, I think so. I'm sure there's something I've left behind, but there always is.

A：是的，我想应该准备好了。我肯定有东西落下，但这种事是常有的。

B: Have you got the ticket and checked the luggage?

B：你带了票吗？检查行李了吗？

A: Yes, yes, I've done everything. All I need to do is walk onto the plane.

A：票我带了，行李也检查了。现在要做的就是登机了。

B: Well, it seems it's going to be a clear day. You would have a smooth trip. When you get back home, call just to let me know that you've arrived safe.

B：嗯，天气看起来很晴朗。你的旅途会顺利的。到家后请打电话告诉我你已安全到达。

A: Sure thing. Let's say good-bye now, there's not a lot of time left. Thanks again for all your trouble. I would love to return the favor sometime. Just let me know if you can ever make it for a visit.

A：我会的。再见吧，时间不多了。再次感谢你，给你添麻烦了。以后我将好好报答你。如果你有机会来访，请告诉我。

B: You bet. Take care. Have a safe trip.

B：我会的。请多加保重！一路平安。


Part5
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Unit1

Making Suggestions表达建议

Top Sentences典型例句

1. I'm telling you this as a friend, but you might try talking less and listening more.

我是把你当成朋友才跟你讲的，你要多听少说。

2. If any of you have any ideas, please feel free to tell me.

你们哪位有任何看法，请尽管说出来。

3. Would you mind passing on information from other departmental meetings you attend?

你能不能把参加其他部门会议的消息传达一下？

4. I think since we're a newly-established corporation, we must create a good corporate identity or image and show it to the public.

我认为作为新创立的公司，我们必须建立一个良好的公司形象，并展示给大众。

5. We must maintain harmony among our employees if we want to steadily expand our business.

如果我们想持续拓展公司业务，我们就必须保持员工间的融洽。

6. I think we should meet once every two weeks, but meet for two hours or more.

我觉得我们应该每两个星期开一次会，但每次会开两个小时或更长一点。

Words and Phrases生词与词组



	harmony融洽，和谐
	personnel人力，人员



	philosophy理念；哲学




Fashion Conversations轻松会话

Dialogue 1

A: You're always getting invited out. No one ever invites me to any place.

A：总是有人请你出去玩。从来没有人邀我去任何地方。

B: Would you mind a friendly tip?

B：你介意我给你一个善意的提醒吗？

A: What do you mean?

A：你是什么意思？

B: Well, I'm telling you this as a friend, but you might try talking less and listening more.

B：哦，我是把你当成朋友才跟你讲的，你要多听少说。

A: You mean I talk too much?

A：你的意思是我说得太多了吗？

B: I don't know. But why not try being a good listener?

B：我不知道。但是为什么不试着当一个好听众呢？

A: I never realized that I was too talkative. Thanks for the advice.

A：我从未意识到我太爱说话。谢谢你的建议。

Dialogue 2

A: It's a little hard for me to learn English. Why is it so easy for you?

A：学英语对我来说有一点难。为什么对你来说如此容易？

B: Maybe because I have learned earlier than you. But also, I really work hard at it.

B：也许是因为我学的时间比你早一点。而且，我真的努力学了。

A: Well, I always do my work and go to class. But I've only made very little progress. What else do you think would help?

A：哎，我作业都做了，课也都上了，但就是没多大进步。你觉得我还应该做点什么？

B: Well, you might try reading some English newspapers. And I always talk to foreigners when I get the chance, though sometimes it's hard. You won't learn if you don't open your mouth. If I were you, I'd like to talk to the British colleagues. They might have some good ideas.

B：嗯，你可以试着读一些英语报纸。一有机会，我总是同外国人交谈，尽管有时感觉有点吃力。如果你不开口讲英语，你是学不会的。如果我是你，我会去和英国同事谈谈。他们也许有一些好主意。

A: Thank you very much.

A：非常感谢。

Dialogue 3

A: Regarding improving communication between departments, if any of you have any ideas, please feel free to tell me.

A：关于改进各部门之间的交流问题，你们哪位有任何看法，请尽管说出来。

C: Well, uh, I have a request.

C：好的，嗯，我有一个要求。

A: What's that?

A：什么要求？

C: Well, I'm thinking, would you mind passing on information from other departmental meetings you attend?

C：我想你能不能把参加其他部门会议的消息传达一下？

A: Good idea. In that way everyone would be more aware of what's going on throughout the company.

A：好主意。这样大家会更好地了解整个公司的工作进展情况。

B: Yes, I'd appreciate it. It would be helpful in getting to know the philosophy of the company.

B：是的，我很希望这样。这对实现公司的理念会有帮助的。

Dialogue 4

A: Mr. Zhang, you've worked for years in several big firms. Let's talk about how to manage our corporation effectively, OK?

A：张先生，你在几家大公司工作多年。我们谈谈如何使我们的公司有效运行，好吗？

B: All right, Mr. Robinson. I think since we're a newly-established corporation, we must create a good corporate identity or image and show it to the public.Besides, we must maintain harmony among our employees if we want to steadily expand our business.

B：好的，罗宾逊先生。我认为作为新创立的公司，我们必须建立一个良好的公司形象，并展示给大众。此外，如果我们想持续拓展公司业务，我们就必须保持员工间的融洽。

A: I agree. Image is reputation. Only after we have created a good image will people have trust in us. Why don't you tell me what we can do?

A：我同意。形象就是名声。只有建立好形象，人们才会信赖我们。你为什么不说说我们应该怎么做呢？

B: I suggest we use the services of Yida Relations. They can help us learn what the public wants and what policies we should establish for our corporation. More importantly, they will teach our top managers ways to promote understanding between individuals in our corporation and teach our employees good manners in dealing with customers. It will win public favour.

B：我建议请意达公关公司帮忙。他们能帮助我们了解公众、帮助我们认识到公司该做什么样的决策。更重要的是，他们会向我们的高级经理讲授如何促进公司人际间的相互了解，并教会员工对待顾客的良好礼仪。这会赢得公众的好感。

A: Will Yida carry on image promotion activities and informational activities on our behalf?

A：意达公司能为我们做一些提升形象及咨询上的活动吗？

B: Yes, they will make a survey of public opinion about our company and advise us as to our policies and actions. They will work to win public favour, for example, showing our good will to people through the mass media.

B：能，他们会作一个公众对我们公司的意见调查，并在公司决策及行动上做我们的顾问。他们会为我们争取公众的好感，如借助大众媒体向公众表达我们的良好祝愿。

A: OK. Please call Yida Relations, and inquire about the cost. If the fees aren't very high, we can proceed to hire them.

A：好。请给意达公司打电话，问问价钱。如果费用不高，我们会雇请他们帮忙。

Dialogue 5

A: Mr. Smith, I'd like to talk to you about the staff meeting. I think we could do more efficiently.

A：史密斯先生，我想与你谈谈公司干部会议的事。我认为我们可以做得更有效率。

B: Well, what do you suggest, Feng?

B：冯，你的建议是什么？

A: The way it is now, the staff from all our five branches get together once a week. We meet for one hour. But I think a lot of time is wasted in transportation.

A：现在的方法是，我们5个分公司的干部每星期都来这里开会一次，每次一个小时，但我认为许多时间都浪费在交通上了。

B: That's true. But you know our staff meetings are very important, Feng. I don't know how we can function without them.

B：确实如此。但你知道，我们的干部会议很重要，冯。我不知道没有它们我们如何运作。

A: I think they are important, too. That's why I want people to have a better attitude towards them.

A：我也认为它们很重要。那就是为什么我希望大家对会议持更好的态度。

B: I know many people think the meetings aren't too useful. I'm aware of it.

B：我知道许多人认为会议没有太大的用处。我知道这个情况。

A: Here's what I propose. I think we should meet once every two weeks, but meet for two hours or more.

A：我的建议是，我们应该每两个星期开一次会，但每次会开两个小时或更长一点。

B: It sounds reasonable. Please go ahead.

B：听起来有道理。请接着说。

A: And I also think the meeting should be more focused. I would be willing to take responsibility for that.

A：我还认为会议议题应更加明确。我愿意负责这件事。

B: You mean you want to run the meetings?

B：你的意思是你要主持会议？

A: No, not really run them. But I could help you organize them. That's, I could discuss meeting topics with you, and then prepare a schedule for each meeting. I could send emails to all the staff to explain the coming meeting. In this way the meeting would become more focused, and people would prepare better.

A：不，并不是主持会议。但我可以帮你组织会议。也就是说，我可以与你讨论议题，然后准备每次会议的议程。我可以给所有与会人员发电子邮件说明即将召开的会议议题。这样会议目的就能更明确，大家也能准备得更充分。

B: Hmm... But we would meet every two weeks.

B：嗯……但我们会每两个星期开一次会。

A: I really think it would work, Mr. Smith. The meeting could be longer, and better organized.

A：史密斯先生，我真的认为这是可行的。会议时间可以长些，而且组织得更好。

B: I'm not against the idea, Feng. It may really be more effective. Why don't we try your proposal for a month, and see how it works?

B：我并不反对你的这个主意，冯。这样做可能更有实效。我们何不试一个月你的提案，看看运行情况？

A: Excellent. I would be happy to get started on it.

A：太好了。我已经迫不及待了。



Unit2

Enquiring and Seeking Help询问求助

Top Sentences典型例句

1. Will you do me a favor?

你能帮个忙吗？

2. Please call Mr. Right and tell him tomorrow afternoon's meeting is cancelled.

请给莱特先生打个电话，告诉他明天下午的会议取消了。

3. Could you please clean up a little?

可以把这儿清理一下吗？

4. I'd like to have a word with you.

我有点事与你商量。

5. Would you please work overtime and finish the report?

你能否加班帮我完成这个报告？

6. I didn't take part in your market research and don't know what to write.

我没有参与你的市场调查，也不知道该写什么呀！

7. Because I sprinkled water carelessly on it and I only have this one, I have to copy this.

因为我不小心把水洒在了上面，并且我只有这么一份，所以我不得不复印这个。

8. This is my pay check, but I don't know some of the terms used here.

这是我的工资支票，可我不懂上面的一些术语。

9. You can check it to make sure that your pay is correct.

你可以检查一下，以确定发放给你的工资额是否正确。

Words and Phrases生词与词组



	fuzzy模糊的，不清楚的
	sprinkle洒，撒



	stub票根，存根
	yell叫喊，叫嚷




Fashion Conversations轻松会话

Dialogue 1

A: Mary, will you do me a favor?

A：玛丽，能帮个忙吗？

B: What do you want me to do?

B：需要我做什么？

A: Please call Mr. Right and tell him tomorrow afternoon's meeting is cancelled.

A：请给莱特先生打个电话，告诉他明天下午的会议取消了。

B: OK, I'll see to it.

B：好，我这就办。

A: After that, can you come to my office? I want to talk about the report you handed in last week.

A：办完后到我办公室来好吗？我想与你谈一谈你上周交的报告。

B: Sure, I will.

B：好的，我会的。

A: Another favor, will you book two tickets for the concert tonight?

A：还有一事，帮我订两张今晚音乐会的票，好吗？

B: When?

B：什么时间的？

A: Anytime after work.

A：下班后什么时间都可以。

B: All right.

B：好的。

Dialogue 2

A: Come here and clean this up for me! Li Mei! Quickly!

A：来帮我清理一下吧！李梅！快！

B: What's going on? I can hear you yelling from outside.

B：有什么事吗？我在外面都能听到你的叫喊声。

A: I need Li Mei to help me to clean up.

A：我需要李梅来帮我清理一下。

B: Well, that's no way to ask for help. Call nicely and she'll be more than happy to assist you. Just watch: Li Mei! Please come here for a second.

B：这也用不着跟求救似的啊。好好地叫她，她会很乐意帮助你的。像这样：李梅！快来这一会儿。

C: Yes?

C：有什么事吗？

B: Could you please clean up a little? It shouldn't take you long.

B：可以把这儿清理一下吗？不会花你太多时间的。

C: Sure, no problem!

C：当然可以，没问题！

Dialogue 3

A: Sorry, Linda. I'd like to have a word with you.

A：对不起，琳达。我有点事与你商量。

B: What is it, Jim?

B：什么事，吉姆？

A: You see, the superior asks me to present a market research report tomorrow. Unfortunately, I've got an appointment tonight. Would you please work overtime and finish the report?

A：你瞧，主管要我明天提交一份市场调查报告。可不巧的是我今晚有约会。你能否加班帮我完成这个报告？

B: What? Overtime again? Oh, no. I've got a lot to do on hand. Why not ask somebody else to do it? You know, I'm really tired and need relaxation.

B：你说什么？又要加班？不，不。我手头还有一大堆事要做呢！为什么不请别人帮忙呢？你知道，我很累，需要放松呀。

A: Sally said she's going to see her mother tonight. I have nobody but you to count on.

A：萨莉说她今晚要去看望她母亲。除了你，我实在找不到别人帮忙了。

B: Sorry, Jim, I'm afraid I can't help you this time. I didn't take part in your market research and don't know what to write.

B：对不起，恐怕这次我帮不了你，吉姆。我没有参与你的市场调查，也不知道该写什么呀！

Dialogue 4

A: Hello, Jane. I want to copy this. Could you help me?

A：你好，简。我想复印一下这个。你能帮我吗？

B: Sure. Pass me the original file. Oh, this is too fuzzy, are you sure you want to copy this?

B：当然。请把原件递给我。哦，这个太模糊了，你确定要复印这个吗？

A: Because I sprinkled water carelessly on it and I only have this one, I have to copy this.

A：因为我不小心把水洒在了上面，并且我只有这么一份，所以我不得不复印这个。

B: Oh, I'll try my best to help you copy clearly. How about this one?

B：哦，我尽力帮你复印清楚些。看看这张怎么样？

A: It is not good. Could you scan it first, and then I can modify some content that is not clear? At last, print it?

A：不太好。你能先把它扫描一下，然后我可以改一下那些不清楚的内容，最后再打印出来吗？

B: Haw-haw, you are so clever. So be it. (A moment later) It is wonderful, and it is so clear.

B：哈哈，你真是太聪明了。就这样干吧。（一会儿之后）真是太好了，而且印得这么清楚。

A: Yes. Thank you very much.

A：是的。非常感谢。

B: It's my pleasure. And I have learnt much.

B：我很荣幸。并且我也学到了很多。

Dialogue 5

A: Bruce, can you give me a hand, please?

A：布鲁斯，能帮我个忙吗？

B: Sure. What is it?

B：没问题。什么事？

A: This is my pay check, but I don't know some of the terms used here.

A：这是我的工资支票，可我不懂上面的一些术语。

B: OK, let me have a look. You see, this pay check is divided into two parts by a line of dots. The upper half is a check and the lower half is a pay stub.

B：好吧，我瞧瞧。你看，这张工资支票由一条点线分成两部分。上半部分是张支票，下半部分是张工资单存根。

A: But what's the use of the pay stub?

A：但是工资单存根有什么用呢？

B: It's a record of your pay and deductions. You can check it to make sure that your pay is correct.

B：它是一份有关你的工资和扣款的记录。你可以检查一下，以确定发放给你的工资额是否正确。

A: I see. Bruce, can you tell me what regular hours mean?

A：我明白了。布鲁斯，你能不能告诉我“固定时间”是什么意思？

B: Of course. Regular hours refer to the hours you're required to work each week, while overtime hours refer to the extra hours you work besides regular hours.

B：当然可以。固定时间是指每星期规定你要工作的时间，而加班时间是指规定时间以外工作的时间。

A: The regular pay is the pay for regular hours, and overtime pay is the pay for extra hours, right?

A：那么固定工资就是固定时间工作的报酬，加班工资就是加班时间工作的报酬，对吗？

B: That's right. And gross pay is the total pay before deductions. We also call it total earnings.

B：对。毛工资是扣款前的总工资。我们又称它为总收入。

A: I guess net pay is the total pay after deductions. Is that correct?

A：我想净工资就是扣款以后的总工资，对吗？

B: Yes. And it's also called take-home pay.

B：对。它也叫实得工资。

A: I see. Thank you, Bruce.

A：我懂了。谢谢，布鲁斯。

B: No problem. Remember to check the pay stub before you cash the check.

B：不用谢。兑现支票前记住核对一下工资单存根。



Unit3

Acknowledgement致谢

Top Sentences典型例句

1. You are very helpful for my business here. I don't know how to thank you this time.

你对我在这儿的生意帮助很大，真不知这次该怎样感谢你。

2. Without your help, I would spend a lot of money here.

要不是你帮助的话，我在这儿可要花很多钱。

3. I am only too pleased that he's of assistance to you.

我很高兴他对你有所帮助。

4. It would facilitate our mutual understanding and the further business cooperation.

这将促进我们的相互了解和业务上的进一步合作。

5. If there is anything I can help you with in the future, please do not hesitate to contact me.

今后如果有什么事我可以帮忙的，请别犹豫，与我联系就是了。

6. I just want to thank you again for everything you have done for us.

我要再次感谢你为我们所做的一切。

7. Please give my best wishes to all my friends in China.

请转达我对我所有的中国朋友的最良好祝愿。

8. Mr. Dickens instructed me to call you to thank you for your hospitality and the honour you showed us during our stay in New York.

狄更斯先生让我打电话给您，谢谢您对我们在纽约逗留时给予的热情款待。

9. The manager asked me to thank you for your gift and your friendship.

经理让我谢谢您送给我们的礼物，也谢谢您的友谊。

Words and Phrases生词与词组



	facilitate促进；使便利
	mutual相互的；共同的




Fashion Conversations轻松会话

Dialogue 1

A: Mr. Smith, you are very helpful for my business here. I don't know how to thank you this time.

A：史密斯先生，你对我在这儿的生意帮助很大，真不知这次该怎样感谢你。

B: You're welcome. It was the least I could do. You remember? I said I would be your friend all my life.

B：不用谢。这是我应该做的。你记得吗？我说过我永远是你的朋友。

A: Yes, I do remember. But, without your help, I would spend a lot of money here. Thank you for introducing me to Mr. Liu.

A：是呀，我当然记得。但是，要不是你帮助的话，我在这儿可要花很多钱。谢谢你把我介绍给了刘先生。

B: I am only too pleased that he's of assistance to you.

B：我很高兴他对你有所帮助。

A: Please say thanks to him for me.

A：请代我向他致谢。

B: I will.

B：我会的。

Dialogue 2

A: Good morning. May I speak to Mr. Jackson?

A：早上好。可以请杰克逊先生听电话吗？

B: Speaking.

B：在下正是。

A: Hello, Mr. Jackson. This is Mona Jones.

A：您好，杰克逊先生。我是莫娜·琼斯。

B: Hi, Miss Jones, how are you?

B：琼斯小姐，您好吗？

A: Very well, thank you. Mr. Jackson, I am returning to England this afternoon and I called on behalf of the whole group to thank you for all your help and, in particular, for all the time that you've spent on our account during our visit here.

A：很好，谢谢。杰克逊先生，我今天下午要返回英格兰了。我代表出访团全体人员来电感谢您的鼎力相助，特别是为我们的访问您花了这么多的时间。

B: Don't mention it. I was only too pleased to be of assistance.

B：不必客气。我很高兴能对你们有所帮助。

A: I think our visit to your company has been a success. It would facilitate our mutual understanding and the further business cooperation.

A：我认为我们对贵公司的访问十分成功，将促进我们的相互了解和业务上的进一步合作。

B: I, too, share the same opinion, Miss Jones. If there is anything I can help you with in the future, please do not hesitate to contact me.

B：我也有同感，琼斯小姐。今后如果有什么事我可以帮忙的，请别犹豫，与我联系就是了。

A: I'll do that.

A：我会的。

B: Have a safe trip home, Miss Jones.

B：祝您归途平安，琼斯小姐。

A: Thank you very much again. Good-bye.

A：再次感谢您。再见。

Dialogue 3

A: Hello, could I speak to Mr. Bill Eden, sales manager?

A：喂，我想和销售经理比尔·埃顿先生讲话，可以吗？

B: This is Eden speaking.

B：我是埃顿。

A: Oh, hello, Mr. Eden. This is Zhang Li calling from Washington.

A：噢，你好，埃顿先生，我是张丽，从华盛顿给你打电话。

B: Oh, hello, Miss Zhang. How are you?

B：啊，是张小姐。你好吗？

A: Fine, thanks and how are you, Mr. Eden? We're leaving Washington for China tomorrow. I just want to thank you again for everything you have done for us.

A：很好，谢谢，埃顿先生，你好吗？我们明天将离开华盛顿回中国。我要再次感谢你为我们所做的一切。

B: Don't mention it. I do hope that you and your friends have had a happy stay in our country, and will come back to America some day in the future. Please give my best wishes to all my friends in China.

B：没什么。我真希望你和你的朋友在我们国家生活愉快，将来有时间再来美国。请转达我对我所有的中国朋友的最良好祝愿。

A: I'm sure we will have occasion to meet again. Bye.

A：我相信我们还会有机会相见的。再见。

B: And thanks for calling me, Bye. Have a safe journey home.

B：谢谢你给我打电话，再见。祝你平安到家。

Dialogue 4

A: Tony, this is Mary.

A：托尼，我是玛丽。

B: Hi, Mary. Is something wrong?

B：嗨，玛丽。出了什么事吗？

A: Yeah. I'm afraid I can't come to work today. I need to take the day off.

A：是的。我今天恐怕没办法来上班了。我得请一天假。

B: Oh? What's the matter?

B：哦？怎么回事？

A: I've got the flu or something. I feel awful.

A：大概是感冒了吧。难受死了。

B: That's too bad. Is there anything I can do?

B：真糟糕。我帮得上忙吗？

A: Well, yes, if you don't mind.

A：当然，如果你不介意的话。

B: Not at all.

B：别客气。

A: I'm expecting an important call from George Wilson. He's in charge of the wine tasting festival. It's coming up next month.

A：今天我在等一个叫乔治·威尔逊的人打来的重要电话。他是品酒大会的负责人。大会下个月就要举行了。

B: What do you want me to do?

B：要我怎么帮你？

A: Could you take the call for me and write the information down?

A：可不可以请你代接电话，把电话内容记下来？

B: Sure. I'll take care of it for you.

B：没问题。我帮你处理。

A: Thanks. And could you do me another favor?

A：谢谢。可不可以再帮我一个忙？

B: What's that?

B：什么事？

A: Could you mail the letters on my desk?

A：帮我寄走我桌上的信。

B: Sure thing.

B：一定照办。

A: Thanks a million. I really appreciate it.

A：感激不尽。你真帮了我的大忙。

B: Anytime. Anything else?

B：随时乐意效劳。还有什么我能帮上忙的吗？

A: No, that's all. I'm all set. Thank you.

A：没了，就这些了。没事了。谢谢。

B: Don't mention it. Hang in there, okay?

B：别客气。就这样吧，好吗？

Dialogue 5

A: Hello, I wish to speak to Mr. Hunt.

A：您好，我想和亨特先生说话。

B: This is Mr. Hunt speaking.

B：我就是亨特先生。

A: Oh, how are you, Mr. Hunt? This is Chen Li, Mr. Dickens' secretary.

A：噢，您好，亨特先生。我是陈丽，狄更斯先生的秘书。

B: Hello, Miss Chen. I'm glad you are calling me.

B：你好，陈小姐。很高兴你打电话给我。

A: Mr. Dickens instructed me to call you to thank you for your hospitality and the honour you showed us during our stay in New York.

A：狄更斯先生让我打电话给您，谢谢您对我们在纽约逗留时给予的热情款待。

B: You're welcome. It's my great pleasure.

B：不用客气，我非常乐意。

A: We'd like you to visit Beijing sometime in the future.

A：我们希望您什么时候能来北京访问。

B: Thank you, I will. Please say hello to Mr. Dickens.

B：谢谢，我会的。请代我向狄更斯先生问好。

A: OK. Thank you again. Good-bye.

A：好的。再一次感谢您。再见。



Unit4

Apologizing道歉

Top Sentences典型例句

1. I'm sorry to have kept you waiting so long.

对不起，让你久等了。

2. It is a big and very important meeting, and it's the first time for me to organize it. I'm a bit nervous.

这是一个大型而且非常重要的会议，我第一次组织会务工作，感到有点紧张。

3. I need to apologize to you.

我需要向你道歉。

4. Please excuse me for not attending the company meeting yesterday.

请原谅我昨天没有来参加公司的会议。

5. I'm terribly sorry I'm late, but I just couldn't help it.

真是太对不起了，我迟到了，不过我实在没有办法。

6. It's really very easy saying you're sorry, but you know how much I was looking forward to seeing it.

你说声对不起当然容易得很，可你知道我是多么想看这场戏啊。

7. I'm sorry for the way I snapped at you.

请原谅，我不该对你发那么大的火。

Words and Phrases生词与词组



	bowl over击倒；使……狼狈
	hysterical情绪异常激动的；歇斯底里的



	snap at对……厉声说




Fashion Conversations轻松会话

Dialogue 1

A: Hi, Jack.

A：你好，杰克。

B: Hi, An! How was the bike trip? Oh, what happened to my bike?

B：你好，安！骑自行车去旅行好玩吗？噢，我的自行车怎么了？

A: I'm really sorry, Jack. It got smashed by a truck.

A：我非常抱歉，杰克。自行车被汽车撞坏了。

B: Oh, my God! Are you all right?

B：哎呀，我的天！你还好吗？

A: I had it locked to a telephone pole; a truck bowled it over.

A：我把车子锁在电线杆上，一辆卡车把它撞倒了。

B: How awful!

B：多么可怕呀！

A: Jack, I'm terribly sorry. I feel so stupid. I'm going to replace it.

A：杰克，我实在很抱歉。我觉得自己很笨。我将买一辆新的还给你。

Dialogue 2

A: I'm sorry to have kept you waiting so long.

A：对不起，让你久等了。

B: That's all right. What made you so late?

B：没关系。你怎么来这么晚？

A: Well, I was tied up with some urgent business.

A：嗯，有急事脱不开身。

B: I see.

B：明白了。

A: It is a big and very important meeting, and it's the first time for me to organize it. I'm a bit nervous.

A：这是一个大型而且非常重要的会议，而且我第一次组织会务工作，感到有点紧张。

B: Don't worry, Miss Zhang. I am sure you're the suitable person for doing that. I'm right behind you.

B：别担心，张小姐。我认为你是最合适的人选。我来做你的后盾。

A: I'm glad to hear that. Thank you, Jack.

A：听你这么说真是太高兴了。谢谢你，杰克。

Dialogue 3

A: I need to apologize to you, Mr. William.

A：威廉先生，我需要向你道歉。

B: May I ask why?

B：你因为什么事情需要向我道歉？

A: Well, please excuse me for not attending the company meeting yesterday. I just came back from a business trip by plane yesterday and I was too tired to check the schedule.

A：嗯，请原谅我昨天没有来参加公司的会议。我刚坐飞机出差回来，因为特别疲惫，就没有看日程表。

B: That's perfectly all right. We had to hold the meeting without you.

B：这没有关系。虽然你没有出席，我们还是照样召开了会议。

A: I hope you're not upset with me.

A：希望你没有因为这件事对我不满。

B: No, of course not.

B：没有，当然没有。

A: It won't happen again.

A：这样的事情以后不会再发生了。

B: OK.

B：好。

Dialogue 4

A: Hello, David. I'm afraid I...

A：喂，大卫。恐怕我……

B: Hey! Wait a minute! Why aren't you on a plane now?

B：嗨！等一下。怪了，现在你怎么不在飞机上？

A: I'm afraid I have some bad news. The flight has been canceled. I'm taking another flight.

A：我要给您个坏消息。那趟班机取消了。我要改乘其他班机。

B: Oh, no! But you're our main speaker today!

B：噢，不是吧？您可是今天的主讲人呀！

A: Yeah, but there's nothing I can do. I'm very sorry.

A：是啊，可是我又能怎么办。我很抱歉。

B: Well, when can you get to the luncheon?

B：嗯，那您什么时候能到午餐会？

A: Around half past twelve.

A：大概12:30吧。

B: So you'll be about thirty minutes late.

B：也就是说，大概迟到30分钟。

A: Yeah, at least.

A：对，至少。

B: OK. Well, I guess there isn't much we can do about it. I'll make an announcement at the luncheon.

B：好吧。看来也没什么补救的办法了。我会在午餐会上宣布一下。

A: Thank you. And could you do me a favor? I wonder if you could tell Mr. White. He's going to pick me up.

A：多谢。还有，可不可以帮我一个忙？麻烦您告诉怀特先生这件事，好吗？他说好要来接我的。

B: Of course.

B：当然。

A: Thanks.

A：谢谢。

B: Well, thanks for calling.

B：谢谢你来电话通知。

A: Yeah, I'm very sorry.

A：哪里，真是抱歉。

B: Oh, don't apologize. These things do happen. It's not your fault. We'll see you around half past twelve.

B：哪儿的话。这种事情难免的，又不是您的错。那我们12:30见。

A: I hope so. Bye.

A：希望如此。再见。

B: Bye.

B：再见。

Dialogue 5

A: I've been standing here since half past seven! Where on earth have you been?

A：我从7点半起就一直站在这儿等你。你到底上哪儿去了？

B: I'm terribly sorry I'm late, but I just couldn't help it. I got here as soon as I could.

B：真是太对不起了，我迟到了。不过我实在没有办法。我是尽快赶到这儿来的。

A: Well, it's not soon enough, is it? It's too late to go in; now the play's already started!

A：嗯，似乎并不快，是吧？现在太晚了，戏已经开演，我们不能进去了。

B: I know... and I'm sorry but...

B：我知道……真对不起，但是……

A: It's really very easy saying you're sorry, but you know how much I was looking forward to seeing it.

A：你说声对不起当然容易得很，可你知道我是多么想看这场戏啊。

B: I know but...

B：我知道，可我……

A: I've been waiting to see it all week! Do you realize that? All week!

A：我等了整整一个星期。你知道吗？整整一个星期！

B: Look, just give me a chance to explain, please! You'll see it wasn't really my fault.

B：你别急，听我解释一下嘛！你会知道，这并不是我的过错。

A: All right, then. Explain! Go on! But it had better be good!

A：那好，那你就解释吧！说呀！不过理由可得站得住脚！

B: Well, I was all ready to leave the house when my sister called round. She was in tears! Really hysterical! So I couldn't just rush off without a word... how could I?

B：是这样，我刚要出门，我妹妹急匆匆地来了。她泪流满面，情绪异常激动。我当然不能一声不吭地撇下她不管，你说是吗？

A: Go on!

A：说下去！

B: Yes... Well... I invited her in and she told me that John, her boyfriend, had been knocked down and was critically hurt. Honestly, I've never seen my sister in such a state. So I stayed with her until she calmed down. Then I came here as quickly as I could.

B：好的……嗯……我请她进了屋，她告诉我说她的男友约翰被车撞了，情况非常严重。说实话，我从未见妹妹这样难受过。因此我一直陪着她直到她平静下来，然后再尽快地赶来这里。

A: Oh... I see.

A：哦……是这样的。

B: I am sorry, but I couldn't have left her like that, could I?

B：我很抱歉，当时我不能撇下她就走，是不是？

A: No, I suppose not. But you could have phoned me at work, surely? It wouldn't have taken you a minute. I'd have understood.

A：嗯，我想是的。不过你本应该打个电话到我厂里，是吧？这要不了你一分钟的时间的。这样我就知道是怎么回事了。

B: I did try, but you'd just left. I am sorry about the play—really I am. I know how much you wanted to see it.

B：我是打过的，不过你刚离开。你没看上演出，我真的感到很不安。我知道你是多么想看这出戏的。

A: Yes, but never mind. We can always see it some other time.

A：是的，不过这没关系。我们总可以在别的时候再看的。

B: Yes, of course we can.

B：是的，当然可以。

A: I'm sorry for the way I snapped at you.

A：请原谅，我不该对你发那么大的火。

B: Oh, that's all right. I understand. If I were you, I'd have been just as angry.

B：哦，没什么，我能理解。换了我，我也会发火的。



Unit5

Comfort and Encouragement安慰与鼓励

Top Sentences典型例句

1. Don't worry. You'll have another chance in the next election.

别着急。下次选举你还有机会。

2. You lost the election but you won the attention of your voters.

虽然你落选了，但是你赢得了你的选民的关注。

3. We'll find a solution, and you will win the next election.

我们要找到一个解决的办法，你会在下次选举中获胜的。

4. With your experience, I'm sure many firms would be only too glad to have you.

以你的经验，我确信许多公司肯定会非常高兴接纳你的。

5. With the depression going on, it might be more difficult than you think.

以目前的萧条情况看，这事恐怕比你想的要难。

6. Your expertise would be valuable to any firm in the business.

你的专长对这一行业的任何一家公司都会非常有价值的。

7. There's no reason to feel depressed. You should look on the bright side.

没有理由泄气，你应当向好的方面看。

8. The most important thing that you should remember is that you should never give up.

你应该记住，最重要的是永不放弃。

9. If you can be confident in yourself, I'm sure you will be successful next year.

如果你能树立起自信心，我相信明年你一定会成功的。

10. He even wrote a letter complaining to the General Manager, which really upset me.

他还写信给总经理告状，真是气死我了。

11. If you don't feel like talking, finding an excuse to walk away.

如果你不想说话，就找个借口先走开。

Words and Phrases生词与词组



	ballet芭蕾舞，芭蕾舞剧
	confrontation对抗，冲突



	miserable悲惨的，不幸的




Fashion Conversations轻松会话

Dialogue 1

A: David, how did you do in the election?

A：大卫，你的选举进行得怎么样了？

B: Oh, I lost by 120 votes.

B：噢，我以120票之差落选了。

A: I'm sorry. But don't worry. You'll have another chance in the next election.

A：真遗憾。不过别着急，下次选举你还有机会。

B: I'm giving up. I'm not going to run in the next election.

B：我准备放弃。我不打算参加下次的选举了。

A: No, don't give up. You're one of the best candidates we have. You lost the election but you won the attention of your voters.

A：不，不要放弃。你是我们最好的候选人之一。虽然你落选了，但是你赢得了你的选民的关注。

B: Thank you. I appreciate your kind words. I need that.

B：谢谢你。我很感激你的鼓励。我需要这些。

A: Remember, we're a team. We'll find a solution, and you will win the next election.

A：记住，我们是一个团队。我们要找到一个解决的办法，你会在下次选举中获胜的。

B: Thank you very much.

B：非常感谢你。

Dialogue 2

A: Kate, can you believe it? I was fired.

A：凯特，你能相信吗？我被解雇了。

B: Oh, I'm really sorry to hear that.

B：哎，这件事我真为你难过。

A: I'd worked for that company for fifteen years. I thought my work had been valued. But now I know they didn't care.

A：我为那家公司干了15年。我原以为我的工作很受重视呢。现在我知道了，他们根本不把我当回事。

B: I sympathize with you. But it's not the end of the world. Pull yourself together! With your experience, I'm sure many firms would be only too glad to have you.

B：我真同情你。但这不是世界末日。振作起来！以你的经验，我相信许多公司肯定会非常高兴接纳你的。

A: I'm not so sure about that. With the depression going on, it might be more difficult than you think.

A：我可没那么大把握。以目前的萧条情况看，这事恐怕比你想的要难。

B: Don't take it too hard. Your expertise would be valuable to any firm in the business.

B：别太想不开。你的专长对这一行业的任何一家公司都会非常有价值的。

Dialogue 3

A: What a shame about your accident. A large audience is expecting your program. What a way to end your journey.

A：你遇到这样的事故真糟糕。一大批观众正在盼望着你的节目呢。没有想到你的旅行竟这样结束了。

B: Yes, it was bad luck. I suppose I should have been more careful.

B：是啊，真倒霉。我想我本该更小心才是。

A: Be more careful next time.

A：以后要更加小心。

B: But now I feel so helpless lying here, and so miserable.

B：可是现在我好无助地躺在这里，真是太难受了。

A: Oh, come on! Cheer up! You are young, and you will be recovered very soon.

A：行了，别难受，振作起来！你那么年轻，很快就会恢复的。

B: No, I don't think...

B：不，我不这么想……

A: It could have been a lot worse, you know. You had a lucky escape. I'm sure you'll be out of here in no time.

A：你知道，这不算是最坏的情况。你幸运地脱了险。我肯定你用不了多长时间就可以出院的。

B: I'm not so sure. Perhaps I'll be here one or two years.

B：我可不敢这么说。也许我得在这里住上一两年。

A: There's no reason to feel depressed. You should look on the bright side. You'll be recovered and back in the Grand Theatre next season.

A：没有理由泄气。你应当向好的方面看。下个季度你就会康复，就能回到剧院了。

Dialogue 4

A: Henry, I lost the chance!

A：亨利，我失去了这次机会！

B: What happened?

B：怎么了？

A: Have you got your scores for Graduate School Entrance?

A：你知道你的考研成绩了吗？

B: Yes. Not too bad. I'm sure I can be a graduate student this year.

B：知道了。还不算坏。我想今年我能成为一个研究生了。

A: But I failed. There's no chance for me to attend graduate school.

A：但是我考砸了。我没机会读研究生了。

B: I'm sorry to hear that, and have deep sympathy for you. It must be pretty rough on you.

B：很遗憾听到这个消息，我深表同情。你真是太不幸了。

A: I can't express my feelings now.

A：真难以形容我此刻的心情。

B: I can understand your feelings. The most important thing that you should remember is that you should never give up. We are so young, so we still have the chance to choose. If you can be confident in yourself, I'm sure you will be successful next year.

B：我能理解你的心情。你应该记住，最重要的是永不放弃。我们还很年轻，我们仍有机会去选择。如果你能树立起自信心，我相信明年你一定会成功。

A: Thank you for what you said. That made me feel better. I wonder if I have made good use of my time. You know I had never watched TV even a single minute during the past three years.

A：多谢你说的话，我感觉好多了。我在想我是否充分利用了时间。你知道在过去的3年里，我从来不看电视，哪怕只看一分钟。

B: I believe that. But shouldn't you change your way of studying a little? Time is very important, and so is the method.

B：我相信。但你能否改变一下你的学习方法呢？时间重要，方法也很重要。

A: I'll remember what you said. I'll begin a new life.

A：我会记着你的话，开始新生活。

B: Good. I wish you success!

B：太好了。祝你成功！

Dialogue 5

A: Who were you quarrelling with?

A：你刚才跟谁吵架啊？

B: I got into a quarrel with my customer.

B：我与客户吵了一架。

A: Why?

A：为什么？

B: He kept calling for a quotation, while picking at things right and left. It was really so annoying!

B：他一直打电话来询价，可是又嫌东嫌西。真是烦死了。

A: Maybe he was hoping that you would give him a bigger discount.

A：他可能是希望你给他多一些折扣吧！

B: I know, but he is buying in small quantities and he is not an old customer. I really can't give him a satisfactory discount.

B：我也知道，可是他买的数量不多，又不是老客户，折扣上我很难让他满意。

A: So you offended him.

A：所以你得罪他了。

B: Yes. He even wrote a letter complaining to the General Manager, which really upset me. Susan, what if you meet up with such an unreasonable customer, how would you communicate with him?

B：是啊。他还写信给总经理告状，真是气死我了。苏珊，如果你碰到这样无理取闹的客户，会怎么跟他沟通？

A: Sometimes words are a waste; laughter is better. If you don't feel like talking, finding an excuse to walk away. Let your feelings stabilize a little bit and then talk to him.

A：有时说了也是白说，笑一笑就好了。如果你不想说话，就找个借口先走开。让自己心情平稳下来再与他沟通。

B: You mean just don't get into a direct confrontation, right?

B：你的意思是不要与他正面冲突就行？

A: Right.

A：没错。



Unit6

Argument and Blame争议与责备

Top Sentences典型例句

1. I wonder why you have the achievements to yourself.

我想知道为什么你把这些成绩据为己有。

2. The merit is a result of our cooperation, our efforts, like the line in the new type of Ice Cream ad.

我们共同合作、共同努力才取得了成功，比如说，这种新型的冰激凌广告的创意。

3. If you had got the idea by yourself, then you should have deserved our boss's praise.

如果那创意真是你一个人的，你倒真值得老板表扬啊。

4. This is unbelievable! You've made a terrible mistake!

真不可思议！你竟犯了这么严重的错误！

5. I don't have to explain anything, this is not my fault!

我没有必要做任何解释，这不是我的错。

6. You shouldn't tell a lie in front of the boss, or say the loss of the deal is due to Morris alone.

你不该当着老板的面撒谎，更不能说那桩亏损的买卖是莫里斯一人所为。

7. As far as I know, it's you who suggested the deal and asked Morris help you do it.

据我所知，这桩买卖是你提出，并要莫里斯帮你做的。

8. You are his friend and foreman, you should be considerate to him.

你是他的朋友，又是他的领班，应该为他着想才是。

9. If Morris knew what you had done, he would be very sad.

如果莫里斯知道你的所作所为，他会很伤心的。

10. I'm not interested in explanations. I'm more interested in being able to deliver goods on time.

我对解释不感兴趣。我更感兴趣的是能不能按时交货。

Words and Phrases生词与词组



	deserved应得的，应该的
	neglect疏忽，遗漏



	retroactive（税收、薪水等）追补的；反作用的
	submit to向……呈交；顺从




Fashion Conversations轻松会话

Dialogue 1

A: James, I'd like to have a talk with you, OK?

A：詹姆斯，我想找你谈一下，行吗？

B: Sure. What's wrong, Ann?

B：行啊。什么事，安？

A: I wonder why you have the achievements to yourself. You know, the merit is a result of our cooperation, our efforts, like the line in the new type of Ice Cream ad.

A：我想知道为什么你把这些成绩据为己有。我们共同合作、共同努力才取得了成功，比如说，这种新型的冰激凌广告的创意。

B: That's my idea, Ann. Yes, we made the ad together, but that was definitely my line.

B：那是我的创意，安。是的，广告是我们俩共同制作的，但那句话绝对是我说的。

A: I'm really shocked to hear you say so, James. If you had got the idea by yourself, then you should have deserved our boss's praise.

A：詹姆斯，你这样说真让我吃惊。如果那创意真是你一个人的，你倒真值得老板表扬啊。

Dialogue 2

A: This is unbelievable! You've made a terrible mistake!

A：真不可思议！你竟犯了这么严重的错误！

B: What did you say?

B：你说什么？

A: I said you made a terrible mistake.

A：我说你犯了一个严重的错误。

B: I don't think so.

B：我不这样认为。

A: You don't think so? How do you explain this problem, then?

A：你不这样认为？那么，你对这个问题如何解释？

B: I don't have to explain anything. This is not my fault!

B：我没有必要做任何解释。这不是我的错。

A: That's it! You're out of here. You're fired!

A：别说了。你可以走了。你被解雇了。

Dialogue 3

A: Sandy, you shouldn't tell a lie in front of the boss, or say the loss of the deal is due to Morris alone.

A：桑迪，你不该当着老板的面撒谎，更不能说那桩亏损的买卖是莫里斯一人所为。

B: Isn't it Morris who did the deal?

B：难道这买卖不是莫里斯做的吗？

A: Yes, Morris made mistakes. But as far as I know, it's you who suggested the deal and asked Morris help you do it. Actually, Morris didn't agree to do then.

A：是的，莫里斯确实有错。但据我所知，这桩买卖是你提出，并要莫里斯帮你做的。事实上，他当时并不赞成。

B: But it is he who made the deal.

B：可买卖是他成交的。

A: Sandy, you're irresponsible by doing so. You know, the boss may fire Morris for the deal. Morris needs a job to support his family. You are his friend and foreman, you should be considerate to him.

A：桑迪，你这样做太不负责任了。你知道，老板可能会因为这桩买卖解雇莫里斯。莫里斯需要一份工作养家糊口。你是他的朋友，又是他的领班，应该为他着想才是。

B: I don't think things will be that serious.

B：我认为事情没那么严重。

A: I hope so. If Morris knew what you had done, he would be very sad.

A：但愿如此。如果莫里斯知道你的所作所为，他会很伤心的。

Dialogue 4

A: Roy, can I have a word with you?

A：罗伊，可以和你说句话吗？

B: Sure, Sally. What can I do for you?

B：当然，萨莉。什么事？

A: It's about those products for Zhuoyue Co. Ltd.

A：是有关卖给卓越有限公司的那批产品的事。

B: Gao asked me about them yesterday. No problem. It's solved.

B：高昨天问过我这件事。没问题，已解决了。

A: It may be solved now, Roy, but it puts us in a very embarrassing situation. We told Todd Miller that he'd have the complete order by the end of this month.

A：也许现在解决了，罗伊，可这件事使我们处于非常尴尬的境地。我们原来告诉托德·米勒全部订货可于本月底交付。

B: We had delivery problems ourselves. I've already explained all that to them.

B：我们自己也遇到了交货问题。我已经向他们解释清楚了。

A: Roy, I'm not interested in explanations. I'm more interested in being able to deliver goods on time.

A：罗伊，我对解释不感兴趣。我更感兴趣的是能不能按时交货。

B: Oh, come on, Sally, be reasonable. How can we produce the products if we're missing a vital component?

B：哦，好啦，萨莉，要讲道理。如果我们缺少一种关键元件，我们怎么能生产出产品呢？

A: It shouldn't have been missing. Roy, my salesmen are out there in a very competitive market fighting for orders. When we get customers, they're entitled to good service. They want deliveries on time, not excuses. If we weren't selling the products, would you be interested in my excuses?

A：这种元件本来是不该缺的。罗伊，我的销售人员在竞争非常激烈的市场上为争取订单而拼命。我们一旦找到客户，就应当为他们提供优质服务。他们需要的是按时交货而不是借口。如果我们卖不掉这些产品，你会对我的借口感兴趣吗？

Dialogue 5

A: Miss Zhang, did you come for your pay?

A：张小姐，是为工资一事来的吧？

B: Yes, Mr. Tayler. I don't understand why almost half of my pay is deducted. What's more, I should have had the extra pay for a week's extra work. So I come here to demand a retroactive pay.

B：是的，泰勒先生。我不明白为什么这个月的工资几乎被扣了一半。而且我还应该有一个星期的加班费。所以我要求补发工资。

A: No overtime pay, Miss Zhang. Because you neglected your duty, part of your pay is deducted.

A：张小姐，加班费肯定没有。因为你失职，所以部分工资被扣了。

B: Neglected my duty? Would you please explain it clearly?

B：失职？你能不能说明白点？

A: A notice of criticism about your office has been circulated, do you know?

A：你们办公室被通报批评，你知道吧？

B: Yes. But it is due to Tom's neglect. Tom takes the whole responsibility and he is fired. As for me, I am praised for doing a good job by our office chief.

B：知道。但那是因为汤姆失职。汤姆承担了全部责任，并因此被解雇。而我因为工作干得好受到办公室主任的表扬。

A: Not only Tom but also everyone in your office should take responsibility for it.

A：可对此事你们办公室每个人都负有责任，而不仅仅是汤姆。

B: But Mr. Taylor, no such regulations either in the management rules of our company or in the contract I signed with our company.

B：但泰勒先生，公司的管理条例上并没有这样的规定，我个人与公司签订的合同上也没有这样的条款。

A: You know, Miss Zhang, ours is a foreign enterprise and we have the right to decide the pay of our employees. If you want to keep the job, you must submit to our decision.

A：张小姐，你知道，我们是外资企业，有权决定员工的待遇。如果你想在本公司干下去，就必须服从公司的决定。

B: Yes, you have the right. But you should do according to the law and you must protect the legal rights and interests of the employees.

B：是啊，你们是有权力，但你们也得依法办事，保护员工的合法权益。

A: I have no time to discuss it with you now, Miss Zhang. In a word, you must accept the fact, or you'll be fired.

A：张小姐，我没时间与你讨论。总之，你必须接受现实，否则就会被解雇。

B: But I must get what I should get. If it can't be settled properly, I'll appeal to the law.

B：但我必须得到我应得的报酬。如果此事得不到合理的解决，我将诉诸法律。



Unit7

Complaints抱怨

Top Sentences典型例句

1. He is really unreasonable about our workload.

他毫无理性地给我们增加工作量。

3. He not only gives us too much work, but also is just plain mean about it.

他不但让我们干很多活，而且还非常吝啬。

4. He constantly yells at us or criticizes us, and he is always degrading the employees.

他经常朝我们叫喊或批评我们，还老是侮辱员工的人格。

6. I am really fed up with Lucy. She is a terrible gossip.

我真受够露西了。她是个可恶的饶舌者。

7. It's not only that she gossips, but she also tries to start problems among other employees by spreading rumors and telling lies about her co-workers.

她不仅仅是闲聊，而且散布谣言，对同事撒谎，试图在同事之间挑起事端。

10. What's worse, he has crossed the line too many times with his sexist comments.

更糟糕的是，他多次使用性别歧视的语言。

11. It's his attitude that needs to be changed, not just his words.

他要改变的是他的态度，而不是他说的话。

13. He always makes careless mistakes, and he's a pain to work with.

他总犯粗心的错误，跟他一起工作真是痛苦。

Words and Phrases生词与词组



	awful糟糕的，可怕的
	degrade侮辱……的人格；使降级



	furious狂怒的，暴怒的
	gossip闲谈，聊天；流言



	rumor谣言，传闻
	supervisor监督者，管理者




Fashion Conversations轻松会话

Dialogue 1

A: How are things at the office lately?

A：最近工作情况如何？

B: Just awful. Two weeks ago, we got a new boss,and I can't stand him! He is really unreasonable about our workload. Since he came, I've been so busy that I haven't had time to breathe!

B：糟糕透了。两周前我们来了个新老板，可我真受不了他。他毫无理性地给我们增加工作量。他来了以后，我就忙得连喘气的时间都没有。

A: That bad, huh? What about his personality? Is he a nice guy at least?

A：有那么糟糕吗？他的人品如何？至少他人还不错吧？

B: I should be so lucky. He not only gives us too much work, but also is just plain mean about it. He constantly yells at us or criticizes us, and he is always degrading the employees.

B：我可没那么幸运。他不但让我们干很多活，而且还非常吝啬。他经常朝我们叫喊或批评我们，还老是侮辱员工的人格。

A: What a terrible working environment. Have you tried talking to anyone about it? Maybe the boss of your boss?

A：工作环境太糟糕了！你有没有试过和什么人谈谈，比如你们老板的上司？

B: I was going to, but my boss guessed what I was thinking. He gave me so much work to do that afternoon that I didn't get around to meeting with the supervisor of our department.

B：我有这个打算，可是老板已猜出了我的心思。那天下午他给我派了很多活，我根本抽不出时间去见我们部门的主管。

A: It must be terrible. Why don't you just quit?

A：太可怕了。那你为什么不辞职？

B: If it wasn't for the money, I would quit in a heartbeat. But the problem is, I can't support myself if I don't work.

B：如果不是为了钱，我会立刻辞职。但问题是，如果不上班我连自己也养不活。

A: Yeah, but a boss like that? To deal with him every day, you should get a raise!

A：是这么回事，可老板却又那样？每天去和他沟通沟通，你应该会得到加薪的。

Dialogue 2

A: I am really fed up with Lucy. She is a terrible gossip. I don't know why management hasn't fired her yet.

A：我真受够露西了。她是个可恶的饶舌者。我不知道管理部门为什么到现在还没有解雇她。

B: Do you think management should fire someone just because they gossip?

B：你认为管理部门仅仅因为有人说闲话就会解雇他们吗？

A: It's not only that she gossips, but she also tries to start problems among other employees by spreading rumors and telling lies about her co-workers.

A：她不仅仅是闲聊，而且散布谣言，对同事撒谎，试图在同事之间挑起事端。

B: You shouldn't be so negative. You will always have some co-workers that are harder to work with than others.

B：你不要这么否定她。你总会碰到这样一些同事，与他们共事比跟其他人要困难得多。

A: You only say that because you don't have to work with her. The people in your department seem so capable and nice to be around. Take Helen for example, she is smart and cheerful.

A：你这么说是因为你不用和她共事。你们部门的人好像很能干，也很好交往。以海伦为例，她既聪明，又爽快。

B: Everybody has their strengths and weaknesses. Even Lucy. She might be a gossip, but she is perfect in staying on budget for projects. Helen, on the other hand, spends our project money as there is no tomorrow.

B：每个人都有自己的长处和短处。露西也一样。她或许是个饶舌者，但她在项目预算方面做得很好。从另一方面讲，海伦花我们的项目经费时根本不做长远打算。

A: Is there anyone in the office that is a perfect co-worker? What about Jack?

A：难道办公室就没有一个人是完美的同事吗？杰克怎么样？

B: He is honest, polite and hardworking. The only thing he is lacking is experience.

B：他诚实、有礼貌，而且工作努力。他唯一缺乏的是经验。

Dialogue 3

A: Jenny, how are things going at the office lately?

A：詹妮，最近工作情况如何？

B: Very awful. A month ago, we got a new boss. He not only gives us too much work, but also is very critical. He constantly yells at us or criticizes us. What's worse, he has crossed the line too many times with his sexist comments. This time I am really going to report him for sexual harassment.

B：糟糕透了。一个月前我们来了个新老板。他不仅给我们分配很多工作，而且还非常挑剔。他总是对我们大喊大叫或批评我们。更糟糕的是，他多次使用性别歧视的语言。这次我真的要举报他的性骚扰行为。

A: What happened? Did your boss say something to offend you at work?

A：发生了什么事？你的老板在工作中说冒犯你的话了吗？

B: He constantly lets inappropriate things slip out, referring to the women employees as "girls" or calling us "sweetheart" or "darling".

B：他经常出言不逊，把女员工称作“小女孩”，或叫我们“甜心”或“亲爱的”。

A: Don't you think you are overreacting a little? Calling people by nicknames shouldn't be so bad.

A：你是不是反应有点过激了？叫你们昵称没有那么严重吧？

B: It's about respect. He treats us with such a patronizing attitude, as if we are not equal or not as serious as our male co-workers. It's his attitude that needs to be changed, not just his words.

B：这是关于尊重的问题。他用这样傲慢的态度对待我们，就好像我们与男同事不平等或不如他们那样严肃认真似的。他要改变的是他的态度，而不仅仅是他说的话。

A: What a terrible working environment. Why don't you just quit?

A：多么糟糕的工作环境呀。你为什么不辞职？

Dialogue 4

A: Hi, Ken.

A：嗨，肯。

B: Hi, Lily. What are you so upset about?

B：嗨，莉莉。你为什么事这么生气？

A: I'm furious with Jenny! She's always late.

A：詹妮快气死我了！她总是迟到。

B: Always? Why don't you talk it over with her? Encourage her to be on time, or tell her how much it annoys you!

B：总是？你为什么不和她好好谈一谈？鼓励她准时一点，或者告诉她你对这件事很恼火呢！

A: Look! I've talked till I'm blue in the face. It's out of the question.

A：告诉你，我已经费尽口舌了。要说服她真的是不可能的。

B: There must be something you can do.

B：你一定会有办法的。

A: I doubt it. Last night we went to a concert. Do you know what time we got there? Just in time to go out for the intermission! We missed half of the show!

A：我很怀疑这一点。昨晚我们去听音乐会。你知道我们什么时候到的吗？正好赶上中间的休息时间，我们误了一半的音乐会！

B: I guess you're just wasting your breath then. Time means nothing to Jenny.

B：那我想你确实是徒劳了。时间对詹妮来说是没有用的。

A: You're right. I guess I should just stop doing things with her.

A：是啊。我想我以后不跟她交往了。

B: You don't have to go that far. Just don't waste your time waiting for her.

B：你倒没必要做得太过了。只要别浪费时间等她就行了。

A: I guess you're right. I could just tell her to meet me at the restaurant or movie.

A：我想你说得对。那我就让她在饭馆或是电影院等我。

B: Right. Then if she's late, it's her problem not yours.

B：对。那样的话，她若迟到就是她的问题而与你无关。

A: Thanks for your advice! I appreciate it!

A：谢谢你的建议。非常感谢。

Dialogue 5

A: I'm really fed up with Larry! He's the biggest airhead I've ever met. He always makes careless mistakes, and he's a pain to work with.

A：我真受够了拉里。他是我所见过的最大的傻瓜。他总犯粗心的错误，跟他一起工作真是痛苦。

B: You shouldn't be so negative. If you are negative and start name-calling in the office, it will make a bad working environment for everybody.

B：你不要这么否定他。如果你持否定态度，在办公室骂人，那只会给大家制造一个恶劣的工作环境。

A: You only say that because you don't have to work with him. The people in your department seem so capable and nice to be around. Take Mary for example, she's smart and enthusiastic. I've never met anyone as cheery as she is.

A：你这么说是因为你不用和他共事。你们部门的人好像很能干，很好交往。以玛丽为例，她既精明又热情，我从来没有见过像她这样爽快的人。

B: Everybody has their strengths and weaknesses. Even Mary. She's never willing to stay a little later at the office. She always leaves at 5:00 p.m. sharp.

B：每个人都有自己的长处和弱点。玛丽也如此。她从来不愿意多加一点儿班，总是在下午5点整准时下班。

A: Isn't there anyone in the office that is a perfect coworker? What about Bob? Everybody loves Bob.Even though he's fresh out of college and still a bit green, he is a great co-worker.

A：难道办公室就没有一个人是完美的同事吗？鲍勃怎么样？大家都喜欢他。尽管他刚刚大学毕业还没什么经验，但是个不错的同事。

B: You're right. He's a hard worker, easy to get along with, honest, and he never steals the credit on projects. The only thing he's lacking is experience.

B：你说得对。他工作努力，容易相处，诚实可靠，而且他从来没盗用过项目经费。他唯一缺少的是经验。

A: Maybe that's why he's so nice!

A：也许这就是他为什么这么讨人喜欢的原因。



Unit8

Praising Colleagues夸奖同事

Top Sentences典型例句

1. You speak excellent English.

你的英语讲得很好。

2. You are lucky to have such a considerate husband.

你很幸运有这么体贴的丈夫。

3. Look at that woman with the white chiffon. She looks really marvelous.

看那个穿白色薄纱的女士。她看起来才是真正的气度非凡。

4. You are quite slim, and have a fabulous figure.

你也很苗条，有让人惊叹的身材。

5. Your performance this year has been exceptional.

今年你的表现相当出色。

6. We have a good bunch. They're really easy to work with.

我们有很好的工作伙伴，他们都很容易相处。

7. I see that your customer retention figures are the best in the company. You exceeded sales expectations by ten percent.

我知道你是公司里最能留得住客户的人。你超出了销售目标10个百分点。

8. It's only been one month, but you are familiar with all the business in our company. Well done.

你来公司才一个月就熟悉了我们公司的业务，真不错呀！

9. What impresses me most here is that everyone is very industrious and friendly, responsible and enterprising.

我觉得印象最深的是这儿的每个人都很勤奋、友好，具有责任感和强烈的进取心。

10. He said you are honest, tactful and responsible.

他说你为人诚实，机敏灵活，有责任感。

Words and Phrases生词与词组



	chiffon薄绸；女服的装饰品
	earring耳环



	exceptional杰出的，优越的
	flair天资，眼光



	shabby寒酸，衣衫褴褛的
	superb极好的，卓越的




Fashion Conversations轻松会话

Dialogue 1

A: Mr. Chen, you speak excellent English.

A：陈先生，你的英语讲得很好。

B: Thank you.

B：谢谢。

A: Then where did you learn it?

A：你在哪儿学的？

B: Just in China.

B：就在中国。

A: Have you ever been to any English-speaking country?

A：你到过英语国家吗？

B: No, not yet. But we have a lot of good teachers and we also invite teachers and teaching experts from English-speaking countries.

B：不，还没有。可我们有许多很好的老师，而且我们也从英语国家聘请一些老师和教学专家。

A: It's indeed amazing. Your English is certainly superb.

A：真是了不起。你的英语真的很棒。

B: Thanks.

B：谢谢。

Dialogue 2

A: What a nice dress, Rose. You look marvelous.

A：罗斯，你的套裙好漂亮。你看起来气度非凡。

B: You, too. Where did you get your new hat?

B：你也一样。在哪儿买的新帽子？

A: Friendship Store.

A：友谊商店。

B: Oh, what lovely earrings you have. Are they diamond?

B：哦，多可爱的耳环。是钻石的吗？

A: Yes. It's a birthday present from my husband.

A：是的。是丈夫送我的生日礼物。

B: Well, you are lucky to have such a considerate husband. Mine hasn't bought me a single rose since we married.

B：你很幸运有这么体贴的丈夫。结婚后，我丈夫连一朵玫瑰也没有给我买过。

A: Look at that woman with the white chiffon. She looks really marvelous.

A：看那个穿白色薄纱的女士。她看起来才是真正的气度非凡。

B: She is very fashionable, isn't she?

B：她很时髦，不是吗？

A: Yes. I prefer her dress, and it must be the latest style.

A：是的。我喜欢她穿的套裙，肯定是最新款的。

B: It makes me feel rather shabby.

B：它让我感觉自己很寒酸。

A: Yes. She dresses with an individual flair.

A：是的（我也有同感）。她穿出了个性。

B: I quite agree with you.

B：我很同意你说的。

A: But you are quite slim, and have a fabulous figure.

A：但是你也很苗条，有让人惊叹的身材。

B: Thanks. I am flattered.

B：谢谢。过奖了。

Dialogue 3

A: Hi, Dean. Let's dive right in, shall we?

A：嗨，迪安。我们直接进入主题，好吗？

B: Sounds good.

B：听起来不错。

A: I want to start off by saying good job. Your performance this year has been exceptional.

A：我首先想说你做得很好。今年你的表现相当出色。

B: That's nice to hear that. Thank you.

B：很高兴听你这样说，谢谢你。

A: Your dependability has been a great asset. You're never late, only one day of sick leave this year. And I'm always hearing good things about you from the team.

A：你很值得信赖，这一直是你的优点。你从不迟到，今年也只请过一天病假，而且我常听到你的组员称赞你。

B: We have a good bunch. They're really easy to work with.

B：我们有很好的工作伙伴，他们都很容易相处。

A: They are. I see that your customer retention figures are the best in the company. You exceeded sales expectations by ten percent, and your gross sales are up about nine percent for the second year in a row. Very impressive.

A：是的。我知道你是公司里最能留得住客户的人。你超出了销售目标10个百分点，而总销量已连续两年上升约9％。真让人刮目相看。

Dialogue 4

A: Miss Li, it's only been one month, but you are familiar with all the business in our company. Well done.

A：李小姐，你来公司才一个月就熟悉了我们公司的业务，真不错呀！

B: Thank you very much, Mr. Blake. I shall work harder.

B：谢谢夸奖，布莱克先生。我应多努力才是。

A: What's the difference between your present job and the former one?

A：你觉得在我们这里工作与你以前的工作有什么不同吗？

B: What impresses me most here is that everyone is very industrious and friendly, responsible and enterprising.

B：我觉得印象最深的是这儿的每个人都很勤奋、友好，具有责任感和强烈的进取心。

A: Sure. Our employees are very capable with team spirit and creativity. That's why our company is developing fast.

A：的确。我们的员工都很能干，具有团队精神和创造力。这也是我们公司发展很快的原因。

B: Yes, I share the same feeling. That's why I enjoy working here.

B：是的，我也有同感。这也是我愿意来此就职的原因。

A: But some people think working in foreign enterprises involves busy schedules and great pressure. Do you think so, Miss Li?

A：有人说在外企工作很忙，压力大。李小姐，你是这样认为的吗？

B: Yeah, at least I think I'm really busy, busy answering phones, typing and printing, writing reports and contacting customers. To be frank, I hope I work efficiently but not overtime. In fact, I find sometimes I can work better with pressure.

B：是的，至少我认为工作真的很忙，忙于接电话、打印材料、撰写报告、联系客户。坦率地说，我希望高效率地工作，但不是加班加点。事实上，我发现有时候在压力下能工作会更出色。

A: Yes, that's what we need—work with high efficiency.

A：是，我们最需要的就是高效率的工作。

Dialogue 5

A: What is it, Mrs. Baker?

A：贝克尔夫人，您找我？

B: Take a seat, please, Mr. Wu.

B：请坐，吴先生。

A: Thank you.

A：谢谢。

B: John told me that you are very industrious and achieve a lot in work. He said you are honest, tactful and responsible.

B：我听约翰说你工作勤奋，业绩不错。他还说你为人诚实，机敏灵活，富有责任感。

A: I'm really glad to hear that. John is a good person and he shows much concern for us. Every staff member in our office is cooperative and professional.

A：很高兴听到这些。约翰确实是个好人，他很关心员工。我们那里的每个员工都具有合作精神，很敬业。

B: Yes. I know John is getting along well with all staff members. Maybe that's why Sales Department has been making increasing profits these months. But John is going to be transferred to our main office next month.

B：是的。我知道约翰与员工相处很好。也许这是近几个月来营销部利润月月上升的原因吧。可约翰下个月就要调到公司总部去工作了。

A: Really? That's good news. However, to be frank, we are not willing to part with him.

A：真的吗？这可是个好消息。不过，说真的，我们舍不得他走。

B: Me, too. John appreciates your ability very much. He recommends you as the Sales Manager. I also think you are the right person for the job. What do you think about it?

B：我也是。约翰很欣赏你的才干。他推荐你担任销售部经理。我也认为你是最佳人选。你觉得怎样？

A: That is unexpected. Thank you very much. But I'm afraid I can't do it as well as John did.

A：这我一点也没想到，很感谢你。但我担心我不能干得和约翰一样好。

B: Don't worry. I know you are popular with colleagues and they will give you a hand. I'm sure you'll do as well, or even better than John.

B：别担心。我知道你很得人心，员工会支持你的。我相信你会跟约翰干得一样出色，甚至超过他。

A: Thank you very much. I'll value the opportunity.

A：非常感谢。我会珍惜这个机会的。



Unit9

Warning and Reminding警告与提醒

Top Sentences典型例句

1. You know what you said against me before the director.

你知道你在主任面前怎么说我的坏话的。

2. I want to remind you I was not born yesterday!

我要提醒你我不是小孩子了！

3. I don't know whether you have realized how much you have done to me. I suggest you apologize to me for all the trouble you have caused.

我不知道你是否意识到你对我所做的一切。我建议你最好对你造成的麻烦向我道歉。

4. I can't apologize unless I'm convinced of my fault.

如果你不让我信服的话，我是不会道歉的。

5. Unless you apologize, I'll let you know who you're talking to.

除非你道歉，否则我让你尝尝我的厉害。

6. I remind you. If you ever bother me again, I'll gut you like a fish.

我提醒你。如果你要再干扰我，我就把你碎尸万段。

7. I'd give you a piece of my mind.

我就跟你好好理论理论。

8. Take notice that, you have no right to open a letter that's not yours.

我警告你，不是你的信，你就没有权利拆开。

Words and Phrases生词与词组



	barking mad〈口〉疯的，无理智的；傻的
	gut取出……的内脏；抢劫



	innocent清白的，无罪的
	maniac疯子，狂躁者



	succumb屈从，不再抵抗




Fashion Conversations轻松会话

Dialogue 1

A: How can you do that to me?

A：你怎么能那样对待我呢？

B: What are you talking about?

B：你说什么啊？

A: Don't pretend to be innocent. You know what you said against me before the director.

A：别装蒜。你知道你在主任面前怎么说我的坏话的。

B: You are carrying your jokes too far. I promise I have said absolutely nothing.

B：你玩笑开得太大了。我保证我什么都没说过。

A: Cut it out! Everybody knows about it now. I want to remind you I was not born yesterday!

A：算了吧你！现在大家都知道了。我要提醒你我不是小孩子了！

Dialogue 2

A: I don't know whether you have realized how much you have done to me. I suggest you apologize to me for all the trouble you have caused.

A：我不知道你是否意识到你对我的影响有多大。我建议你最好对你造成的麻烦向我道歉。

B: I'm sorry. But I can't apologize unless I'm convinced of my fault.

B：对不起。但是如果你不让我信服的话，我是不会道歉的。

A: So you are not convinced yet? Well, unless you apologize, I'll let you know who you're talking to.

A：那么你还不信服？好，除非你道歉，否则我让你尝尝我的厉害。

B: I won't succumb to your threats, and I want to let you know who I am.

B：我不会屈服于你的威胁的，我也会让你知道我的厉害。

Dialogue 3

A: I remind you. If you ever bother me again, I'll gut you like a fish. Do you understand me?

A：我提醒你。如果你要再干扰我，我就把你碎尸万段。你听明白了吗？

B: Calm down! You're barking mad.

B：冷静一下！干嘛发这么大火。

A: Don't tell me to calm down! You ruined my life. You've ruined everything. I'll never forgive you.

A：别告诉我消消气儿！你毁了我的生活，毁了我的一切。我永远不会原谅你。

B: You'll be all right.

B：你会好起来的。

A: No, it will never be all right. I'll never forgive you.

A：不，不会好的。我永远不会原谅你。

B: You're insane.

B：你这个精神病。

Dialogue 4

A: Watch where you're going. You almost killed me! I'm learning to drive!

A：开车的时候注意点儿，你差一点儿撞到我。我正在学车过程中。

B: You turned right in front of me. Try using your turn signals next time.

B：你是在我前面右转的，下次转弯的时候记得用转向灯。

A: My speed is not so fast. You can't put this on me. You drive like a maniac.

A：我速度又不快，你不能把责任归咎到我头上。你开起车来像个疯子。

B: Look, buddy, nobody got hurt, so drop it, OK? No harm, no foul.

B：嘿，朋友，我们都没有受伤，你就别再说了，好吗？没出什么事比什么都好。

A: You're lucky, I'm short on time, or I'd...I'd...

A：算你走运，我没有时间与你理论了，否则我就……我就……

B: You'd what?

B：你就怎么样？

A: I'd give you a piece of my mind.

A：我就跟你好好理论理论。

B: Yeah, whatever.

B：好啊，随便你怎么样。

Dialogue 5

A: What do you think you're doing?

A：你这是干什么？

B: I'm just getting myself some bread.

B：我弄点儿面包吃。

A: How dare you do such a thing?

A：你怎么能做这样的事？

B: I'm sorry.

B：对不起。

A: You have no right to help yourself. I'll have none left for tomorrow morning. Another thing, is it you who opened that letter?

A：你没有权利自己动手的。这一来我明天早晨就没有吃的了。还有一件事，是你把那封信拆开的吗？

B: Yes. I'm sorry but...

B：是的。我很抱歉，但是……

A: How could you read this letter?

A：你怎么能读这封信？

B: But it is on my desk.

B：但这信放在我的桌上。

A: It is mine, not yours.

A：这是我的信，不是你的。

B: Oh, I'm very sorry. I didn't know it was yours. I just opened it, and I found it is not mine.

B：哦，很对不起。我不知道这信是你的，我刚刚拆开它，才发现这信不是我的。

A: I'm really annoyed with you. Take notice that, you have no right to open a letter that's not yours.

A：我真是被你惹恼了。我警告你，不是你的信，你就没有权利拆开。


Part6

Engagement and Etiquette

应酬与礼仪



Unit1

Giving a Dinner设宴招待

Top Sentences典型例句

1. This is our traditional seat for the guest of honour.

这是我们招待贵宾的传统座位。

2. When you are in China, do as the Chinese do.

在中国就按中国的习惯来吧。

3. I know nothing of your table manners. It would be in bad taste for a guest to make a blunder.

我对你们席间的礼节不是太懂。如果客人失礼了，那就难堪了。

4. Iced tea and coffee are served in a glass placed on a saucer or coaster.

冰镇的茶或咖啡最好装在带垫或托的杯子里。

5. If there is no spoon, use the tip of a clean knife.

如果没有匙子，那就用干净的刀尖。

6. Only if there is no beverage, and your mouth is scalding, should you spit it out.

只有在没饮料而且嘴被烫痛时才可以吐出来。

7. In a Chinese restaurant, people always have cold dishes and drinks first, then hot dishes and rice. Soup or tea is the last course.

在中国餐馆里吃饭，人们常先边喝酒边吃凉菜，然后是热菜和米饭，最后是汤或茶。

8. I am not familiar with the names of the food. I am at your disposal.

我对菜的名字不是很熟悉。我听从你的安排。

Words and Phrases生词与词组



	blunder错误
	entree〈美〉主菜



	liquor酒，烈性酒
	pincer钳子；（虾、蟹等的）螯



	saucer茶托，茶碟
	scald（被沸水等）烫伤




Fashion Conversations轻松会话

Dialogue 1

A: Mr. Smith, please sit here. This is our traditional seat for the guest of honour.

A：史密斯先生，请坐在这里。这是我们招待贵宾的传统座位。

B: Oh, I'm very honored to be given so much attention.

B：噢，给予如此的关注我十分荣幸。

A: Would you like to use chopsticks or fork and knife?

A：您喜欢用筷子还是刀叉？

B: When you are in China, do as the Chinese do. I'll take chopsticks.

B：在中国就按中国的习惯来吧。我想用筷子。

A: Well, what would you have for a drink?

A：好的，您想喝点什么？

B: Can you make a few suggestions?

B：您可以给我点意见吗？

A: How about Maotai, the best liquor in China?

A：茅台酒怎么样？它是中国最好的白酒。

B: It's quite strong, isn't it?

B：它的酒性很烈，是吗？

A: Yes, rather. But it doesn't go to the head as mostliquors do.

A：是的，挺烈的。但它不像大多数的白酒那么容易上头。

B: OK, I'd like to try it.

B：好吧，我尝一下。

Dialogue 2

A: This is your seat, Mr. Brown. Sit down, please.

A：这是您的位子，布朗先生。请坐。

B: Thank you, Miss Li. I'm really a bit nervous now. I know nothing of your table manners. It would be in bad taste for a guest to make a blunder.

B：谢谢，李小姐。我现在有些不安了。我对你们席间的礼节不是太懂。如果客人失礼了，那就难堪了。

A: Don't worry, Mr. Brown. As for table manners, there is only one rule you must observe. That is tomake yourself at home.

A：不用担心，布朗先生。至于席间的礼节，您只要遵守一条就可以了。那就是像在家里一样不用客气。

B: No wonder people say the Chinese are hospitable. Now, I have seen it with my own eyes.

B：难怪人们都说中国人非常好客。现在我算亲眼看到了。

A: Mr. Brown, which do you prefer, Brandy, Maotai or Wine?

A：布朗先生，您喝哪一种酒？白兰地、茅台，还是葡萄酒？

B: Brandy and Maotai are too strong for me. Just a glass of dry red wine, please.

B： 白兰地和茅台度数太高了，我不行。来杯干红就行了。

A: Would you like to use chopsticks or knife and fork, Mr. Brown?

A：布朗先生，您用筷子还是刀叉？

B: I think I'll try chopsticks and see if I can manage.

B：我想试试筷子，看行不行。

A: Let me show you. Look, at first place both sticks between the thumb and the fore finger, then, keep one still and move the other, so as to make them work like pincers.

A：让我给您示范一下。看，先把两根　筷子放在大拇指和食指之间，接着固定这根而移动另一根，这样就可以使它们像钳子一样灵活了。

B: Let me try... Well, how is that?

B：让我试试……嗨，看怎么样啊？

A: Fine, you are learning fast, Mr. Brown. Well, to your health and success in business, cheers.

A：好极了，您学得真快，布朗先生。好，为您的身体健康、生意兴隆，干杯。

B: Cheers.

B：干杯。

Dialogue 3

A: How should one drink iced tea or coffee, Li Ming?

A：李明，喝冰镇的茶或咖啡应注意什么问题？

B: Preferably, iced tea and coffee are served in a glass placed on a saucer or coaster.

B：冰镇的茶或咖啡最好装在带垫或托的杯子里。

A: How should one use salt.

A：怎样用盐呢？

B: If there is no spoon, use the tip of a clean knife.

B：如果没有匙子，那就用干净的刀尖。

A: How should one handle food that is too hot or spoiled?

A：如何处理太烫的食物或烧坏了的食物？

B: If a bite of food is too hot, quickly take a swallow of water. Only if there is no beverage, and your mouth is scalding, should you spit it out.

B：如果咬了一口太烫的食物，迅速喝口水。只有在没饮料而且嘴被烫痛时才可以吐出来。

A: Thanks a lot.

A：谢谢。

A: What shall we order?

A：我们点什么菜呢？

B: This is my first time in a Chinese restaurant. You order, please. Would you tell me how to eat Chinese food in a restaurant?

B：这是我第一次来中国餐馆。你来点菜吧。你可以先介绍一下怎么在中餐馆用餐吗？

A: All right.

A：好的。

C: Good evening, Sir. Here is the menu. Would you like to order now or later?

C：晚上好，先生。这是菜单。你们是现在点菜还是过一会儿再点？

A: Wait a moment, please. But would you give me a glass of Coke or something to drink? I'm really thirsty.

A：请等一下。请你给我一杯可乐或其他喝的好吗？我真的很渴。

C: OK. I'll come back in a few minutes.

C：好的。我过几分钟再来。

B: Following the Chinese way, what should we have first?

B：按中国人的习惯，我们应该先点什么呢？

A: You know, in a Chinese restaurant, people always have cold dishes and drinks first, then hot dishes and rice. Soup or tea is the last course.

A：在中国餐馆里吃饭，人们常先边喝酒边吃凉菜，然后是热菜和米饭，最后是汤或茶。

B: Oh, that's really different from ours. We have tea or soup first. It's called an appetizer. Then we'll order the entree. Excuse me, but should we call the waiter now? You know, good food in a restaurant always makes my mouth water.

B：哦，这和我们国家的习惯还真不同。我们先喝茶或汤，这叫开胃汤，然后才点主菜。对不起，我们现在可以叫服务员了吗？你知道每当在饭馆里看到美味，我都有点流口水。

A: Ah, I'm also feeling hungry. Let's talk about it more when the food comes.

A：啊，我也饿了。等饭菜来了之后我们再谈吧。

B: That's a good idea.

B：好主意。

Conversation 4

A: What would you like to drink, John?

A：约翰，你想喝点什么？

B: I'd like a glass of beer.

B：我想喝杯啤酒。

A: How about Tsingtao beer? It's one of the most famous beers in China.

A：青岛啤酒怎么样？它是中国最著名的啤酒之一。

B: Oh, I have heard of it before. Let me have a try.

B：哦，我以前就听说过。让我试一试。

A: What would you like to have?

A：您想吃点什么呢？

B: I like Chinese food.

B：我喜欢吃中国菜。

A: What kind of food?

A：哪类菜呢？

B: I am not familiar with the names of the food. I am at your disposal.

B：我对菜的名字不是很熟悉。我听从你的安排。

A: OK, let me order the dishes. Would you like anything else?

A：好吧，让我来点菜吧。你还要其他什么吗？

B: No, that's enough. In America our lunch is usually fast food. It won't last more than one hour.

B：不，已经足够了。在美国我们的午餐一般吃快餐。通常不会超过1个小时。

A: But in China we have a saying "Business is concluded on the table". Please make yourself comfortable.

A：但是在中国我们有一个说法就是“生意是在饭桌上谈出来的”。请不要拘束。

B: Thank you.

B：谢谢。

Dialogue 5

A: Thank you for inviting us to lunch. I am told this is one of the best restaurants in Beijing. I appreciate it very much.

A：谢谢你邀请我们共进午餐。我听说这是北京最好的饭店之一。我对此表示由衷的感谢。

B: You're welcome. Please be seated. Well, how is your visit so far?

B：你太客气了。请坐。对了，你的参观访问进展如何？

A: So far so good. Your staff are taking good care of us. I feel very much at home.

A：目前为止一切都好。你的工作人员都很关照我们。我感觉非常便利自如。

B: I am glad that we have made much progress this time.

B：很高兴此次会谈我们取得了很大进展。

A: Sure, and I'm looking forward to our next round of talks.

A：是的，并且我期待着我们的下一轮会谈。

B: Excuse me, bring us the wine, please. Well, please allow me to propose a toast. Ladies and gentlemen, it is my great pleasure to host this luncheon in our guests' honor. Over the past four years, our two departments have established a very constructive relationship. I'm sure your visit will further enhance our cooperation. Now, let me propose a toast to the success of your visit, and the cooperation of our two departments. Cheers!

B：劳驾，请给我们上酒。那么，请允许我向大家敬酒。女士们，先生们，我非常高兴借此次午宴答谢我们的贵客。在过去的4年里，我们两个部门之间建立了非常富有建设性意义的关系。我相信你们此次访问将会促进我们双方的合作。现在，请允许我在此预祝此次访问成功，我们双方合作成功。干杯！

A: Cheers! Thank you very much, Director Dong. I feel very pleased to join you on this occasion. I fully agree with you, Director Dong. Our relationship is very healthy. One of the major purposes of my visit is to further promote our cooperation. I look forward to sharing experience and exchanging views with my Chinese colleagues in the coming days. To your health, cheers! And once again, thank you for your hospitality.

A：干杯！非常感谢，董主任。很高兴能与你共进午餐。我完全同意，董主任。我们一直保持着良好的关系。我此行的目的之一就是进一步增进彼此间的合作。我期待在未来的几天当中能够与中国同行分享彼此的经验，交换彼此的看法。为你的健康，干杯！再次感谢你的热情款待。

B: Cheers! Ah, here are the dishes! This is steamed bass, and this is sweet and sour ribs, and ah, try this, lettuce in oyster sauce.

B：干杯！哈，菜上来了！这道菜是清蒸鲈鱼，这是糖醋排骨，噢，还有，请尝尝这道耗油生菜。

A: Well, in return for your hospitality, I'd like to present you a small gift from my boss. He asked me to say hello and give this to you in person.

A：嗯，为了回报你的款待，我奉上我老板送给你的小礼物。他让我向你问好，并当面交给你。

B: Thank you and I appreciate it. It's very thoughtful of him. Please give my regards to Mr. Lewis when you are back in Washington. I had a wonderful conversation with him last time.

B：谢谢，我很高兴收到这份礼物。他想得太周到了。回到华盛顿后，请代我向刘易斯先生问好。上次我们谈得非常愉快。

A: I sure will.

A：我一定照办。



Unit2

Dining Etiquette 餐桌礼仪

Top Sentences典型例句

1. Could you tell me a little about dining etiquette?

你能告诉我一些餐桌礼节吗？

2. When dining "family style" do you use the same table manners as when dining in a restaurant?

“家庭式”用餐时的餐饮礼仪与在饭店就餐时相同吗？

3. Cover your mouth and nose with your handkerchief, or if you have no handkerchief, with your napkin.

用手帕捂住嘴和鼻子，如果没有，就用餐巾。

4. Which is better—to send flowers to my hosts before or after a party?

在宴会之前或宴会之后给东道主送花，哪个更好？

5. The custom of taking wine as a gift to a small dinner party is becoming customary.

带酒作为礼物去参加小型宴会正在成为一种习惯。

6. If everyone is having a good time, would it be rude of the hosts to encourage their guests to remain longer?

要是人人都玩得开心，做主人的挽留客人们多待一会儿是否有失斯文呢？

7. Most hostesses want you to relax or prefer to follow their own system of organization by themselves.

多数女主人都希望你轻松轻松或者宁愿按照她们自己的组织方式来行事。

Words and Phrases生词与词组



	at the outside至多
	elaborate复杂的；精心制作的，精巧的



	govern控制，调整
	incumbent负有职责的，义不容辞的



	inebriated酒醉的
	intoxicated喝醉的；极其兴奋的



	irritating恼人的，气人的
	offensive令人作呕的；冒犯的



	place mat餐桌上的垫布
	primary首要的，主要的



	prolong延长，拉长
	repulsive使人反感的；令人厌恶的




Fashion Conversations轻松会话

Dialogue 1

A: Mr. Coffin, could you tell me a little about dining etiquette?

A：科芬先生，你能告诉我一些餐桌礼节吗？

B: OK.

B：可以。

A: What is the primary rule governing table manners?

A：餐桌举止的首要准则是什么？

B: Consideration for others is the most important rule for good table manners. To let anyone see what you have in your mouth is offensive. To make "eating" noises is repulsive. To make a mess is disgusting. To saw away at one's meat with elbows high is to risk poking one's neighbor. The scrape of dragging chairs, raffling knives and forks against the plate, or making other unnecessary noises is thoroughly annoying to those nearby. Avoiding these poor habits makes eating pleasant for all.

B：对他人的体谅是良好餐桌举止的准则。让别人看到你嘴里含的东西是令人作呕的。发出咀嚼声会让人反感。搞得一团糟使人恶心。切肉时胳膊肘高高翘起会有戳着邻座的危险。蹭或拉椅子，使刀叉在盘上发出刺耳的声音，或者别的没必要的噪音对旁边的人来说都是令人讨厌的。避免这些不良习惯能使大家餐饮愉悦。

A: Thanks a lot.

A：多谢。

Dialogue 2

A: When dining "family style" do you use the same table manners as when dining in a restaurant?

A：“家庭式”用餐时的餐饮礼仪与在饭店就餐时相同吗？

B: Yes, you use the same table manners, although the environment is not as formal. The dining table, by necessity, is often in a dining room or the kitchen. A pretty cloth or place mats should be used. A centerpiece, although not necessary, is pleasing, and can be arranged by children, to give them a way to participate and to recognize the importance of household appointments.

B：是的，举止应一样，尽管环境不那么正式。必备的餐桌通常摆在饭厅或厨房。应该使用漂亮的布或餐具垫。餐桌中央的装饰品虽不一定非有不可，却会令人心怡，而且可以由孩子们来安排，给他们参与的机会，并让他们认识到家庭聚会的重要性。

A: What is the proper way to sit at a dinner table?

A：餐桌边就座的正确姿势是什么？

B: Ideal posture is to sit straight, but not stiffly, against the back of the chair. Hands, when one is not actually eating, may be in the lap. Tipping one's chair is unforgivable.

B：理想的姿势是背靠椅子坐直，但不要僵硬。未进餐时可把手放在膝上。翘起椅子是不可饶恕的。

A: How is the table set for a formal meal?

A：吃正式餐时饭桌如何摆置？

B: There is only one rule for a formal table and that is everything must be geometrically spaced—the centerpiece in the actual center, the places at equal distances, and all utensils balanced.

B：正式餐桌的规则只有一条，那就是一切均应按几何规则摆放——装饰品放在正中央，餐位间距离相等，餐具摆放对称。

A: What is the proper way to handle a napkin at dinner?

A：宴会上使用餐巾的正确方法是什么？

B: Ordinarily, as soon as you are seated, you put your napkin on your lap. At a formal dinner, however, you wait for your hostess to put hers on her lap first. Remove the napkin from the table, place it on your lap, and unfold it as much as necessary with both hands. When the meal is finished, or if you leave the table during the meal, put the napkin on the left side of your plate, or if the plates have been removed, in the center.

B：通常情况下，就座后就把餐巾放在腿上。不过，正式宴会上应先等女主人把餐巾搁在腿上。把餐巾从桌上拿下，搁在腿上，用双手摊开至需要的大小。吃完饭或中途需要离开餐桌时，把餐巾放在盘子左边，如果盘子被拿走了就搁在中间。

A: How do I know when to start eating as a guest at dinner?

A：作为客人，宴会时我怎样才能知道什么时候开始吃呢？

B: It is incumbent upon the host or hostess to ask guests to begin a hot course after three or four people have been served.

B：在三四位客人分到菜后主人应该请客人们开始吃热菜，以免他们的菜变凉。

A: What if I need to cough, sneeze, or blow my nose?

A：如果我要咳嗽、打喷嚏或擤鼻子该怎么办？

B: Cover your mouth and nose with your handkerchief, or if you have no handkerchief, with your napkin. In an emergency, your hand will do better than nothing at all. It's not necessary to leave the table to perform these functions unless the bout turns out to be prolonged.

B：用手帕捂住嘴和鼻子，如果没有，就用餐巾。紧急情况下，用手也比什么都没有强。做这些事时没必要离开餐桌，除非发作时间持续很长。

A: Thank you very much.

A：多谢。

Dialogue 3

A: Which is better—to send flowers to my hosts before or after a party?

A：在宴会之前或宴会之后给东道主送花，哪个更好？

B: When a party is given especially for you, you should send flowers to your hostess beforehand. Otherwise, flowers sent later as a thank-you for a very special evening are always appreciated. Ordinarily, however, neither a gift sent later nor a note is necessary, and your verbal thanks when you leave is sufficient. A phone call the next day to say how much you enjoyed the evening is always welcome.

B：如果宴会是特意为你举行的，你应该在赴宴前送花。或者，因为度过了一个特别的夜晚而于事后送花以示谢意，这也是受人欣赏的举措。不过一般来说，没有必要在事后送礼物或写感谢函，在离开时口头致谢就足够了。第二天打电话表示那个夜晚你过得很愉快，这倒是受欢迎的做法。

A: Should guests bring gifts of food or wine to their hosts?

A：客人应该带食物或酒去主人家吗？

B: The custom of taking wine as a gift to a small dinner party is becoming customary. It is not too expensive or elaborate and has the advantage that if the hostess does not want to serve it that evening because she has planned another type of wine or a different beverage, she need not do so. She certainly may offer it, but no guest should feel insulted if his hostess says, "Thanks so much! I already have wine planned for dinner, but we'll look forward to enjoying this another time! "

B：带酒作为礼物去参加小型宴会正在成为一种习惯。它不太贵，也不太复杂，而且还有一种优势：如果女主人已经准备了另一种类型的酒或饮料，因此不打算上这种酒，她尽可不上。她当然可以用它款待客人，但如果她说：“非常感谢！我已经为晚餐准备了酒，不过咱们等着下次享用这个吧！”客人也不会感到不悦的。

Dialogue 4

A: How long should a hostess delay dinner for a late-arriving guest?

A：如果有客人迟到，女主人应推迟多久开饭？

B: Fifteen minutes is the established length of time. To wait more than twenty minutes, at the outside, would be showing rudeness to many for the sake of one. When the late guest finally arrives, he or she of course apologizes to the hostess and then is seated.

B：15分钟是个约定俗成的时间，最多20分钟。如果等某一个人超过了20分钟，对别的人就显得很无礼了。迟到的客人终于到来的时候，他或她首先应该向女主人道歉，然后入座。

A: When a guest arrives late and we've already finished the first course, is that course served to the late-arriving guest?

A：如果某位客人到来时我们已经吃完了第一道菜，还给他或她上第一道菜吗？

B: No, the late comer is served whatever course is being eaten at the time he or he arrives, unless the course is dessert. In that case, he or she would eat the entree while others have their desserts.

B：不，迟到的人应该吃他或她到来时大家正在吃的菜——除非这道菜是甜点。在这种情况下，他或她吃主菜而其他人吃甜点。

A: How do the hosts politely end a party?

A：主人如何有礼貌地结束宴会？

B: The first and most effective way to end a party is to close the bar. Offer "one last nightcap" and then—quite obviously—put the liquor away. The hostess may glance at her watch or hide a yawn. If these hints don't work, you can copy Peg Brackin's story about a kindly professor who said loudly to his wife, "Well, my dear, don't you think it's time we went to bed so these good people can go home?"

B：结束宴会的第一种，也是最有效的方法是停止上酒。给客人“最后一杯睡前酒”，然后当着客人的面将酒拿走。女主人可以瞥一眼自己的手表，或者掩饰一个哈欠。如果这些暗示都不奏效，你可模仿佩格·布拉肯关于一位温和的教授的故事。这位教授高声地对妻子说：“我说，亲爱的，你不觉得咱们该上床睡觉，以便这些好人们可以回家了吗？”

A: How do you take your leave at a large party or a small gathering?

A：如何在大型宴会上和小型聚会上告辞？

B: At a large party, locate your host and hostess, wait until they are free to speak to you for a moment, and thank them for a lovely evening. Insist that there is no need for them to see you to the door, find your coat or ask the maid, if there is one, and let yourself out. At a small gathering, say your good-bye to the other guests, thank your host and hostess, find your wraps, and then depart. Nothing is more irritating than the guest who gets his/her coat, says good-bye to the other guests, and twenty minutes later is still standing in the open door talking with her hostess.

B：在大型的宴会上，首先找到你的男主人和女主人，等到他们有空跟你说几句话的时候，谢谢他们给了你这么一个美好的夜晚。要坚持说他们没有必要送你到门口，找到你的外套（或问女仆，如果有女仆的话），然后自己离去。在小的聚会上，则跟其他客人道别，感谢男女主人，找到你的外套，然后离去。最讨厌的莫过于这样的客人：拿了他／她的外套，对别的客人道了再见，而20分钟后还站在敞开的门口跟女主人聊天。

A: If everyone is having a good time, would it be rude of the hosts to encourage their guests to remain longer?

A：要是人人都玩得开心，做主人的挽留客人们多待一会儿是否有失斯文呢？

B: Not at all! It shows you are enjoying their company too, and if their offer to leave seems tentative, it is far friendlier to say, "Oh, don't go, it's Friday night and we can all sleep late tomorrow morning." than to jump up and bring them their coats the minute someone says, "Well, it's getting late..." If, however, they really must leave, one suggestion that they stay is enough. Don't force them to remain if they have a babysitter waiting or are firm in their resolve to go.

B：一点儿也不！这只表示你也乐于与他们相处，而且与其在有人说：“嗯，天不早了……”的时候，就立即跳起来去取他们的外套，不如这样说要礼貌得多：“哦，别走——这是星期五的晚上，明天早上我们大家都可以晚起呢。”但是如果他们执意走，只提议他们别走也就够了。如果他们有个临时保姆在家里等着，或者他们去意已决，就不要留他们。

Dialogue 5

A: How do I handle an inebriated guest?

A：我该怎么对待喝醉的客人？

B: You must refuse to serve him or her more liquor. He or she may become insulted and abusive, but that is preferable to having him or her become more intoxicated. You are then responsible for seeing that a drunken guest is taken home by asking a good friend to take him or her, or you can go yourself if the distance isn't great, or you can call a cab, give the directions, and pay for it.

B：你必须拒绝再给他或她倒酒。他或她也许会恼羞成怒，出言不逊，但这也比让他或她喝得酩酊大醉更可取。那时你就有责任请一位好朋友将喝醉的客人送回家；或者，如果距离不远的话，你也可以亲自送其回家或叫一辆出租车，指明路线，并付车费。

A: I got drunk at a party. Should I have called my hosts the next day and apologized?

A：在一次宴会上我喝醉了。请问第二天我应给主人打电话道歉吗？

B: Yes. If your behavior was insulting or rude and if you disrupted the party, you should apologize immediately. If you felt yourself getting drunk, however, and left the party without embarrassing yourself, the other guests, or your hosts, there is really little to apologize for except perhaps an early departure.

B：是的。如果你当时举止粗鲁无礼，或者打断了宴会的话，应立即道歉。不过，如果你在觉得自己开始不胜酒力的时候就离席，没有使你自己、别的客人以及你的主人难堪，也就实在没什么可以道歉的——除非自己离开过早。

A: May I offer to help my hostess serve or clear the table?

A：我可以提出帮助女主人上菜或撤席吗？

B: Yes, you may offer, but don't insist if she refuses your help. Most hostesses want you to relax or prefer to follow their own system of organization by themselves.

B：是的，你可以提出来，但如果女主人拒绝你的帮助，就别坚持。多数女主人都希望你轻松轻松或者宁愿按照她们自己的组织方式来行事。



Unit3

Dances and Parties舞会派对

Top Sentences典型例句

1. As I know, the band is mostly made up of students from school, but the conductor is a professional musician.

据我所知，这支乐队主要是由学校的学生组成的，不过，乐队指挥是一位职业音乐家。

2. I like the old styles of dance, such as fox-trot, waltz, rumba, tango and so on.

我喜欢老式舞，像狐步舞、华尔兹、伦巴、探戈等。

3. Those flashing lights make everything seem strange.

那些闪光灯把一切都照得稀奇古怪的。

4. I'm afraid I'm not much of a dancer, and I suppose you dance often.

我恐怕不是一个好舞伴，我想你一定经常跳舞吧。

5. She's over there, dancing with that fatty, and enjoying herself.

她在那边，跟那个胖子在跳舞，玩得正开心呢。

6. It's a great dance all right, but I'm fed up with these parties.

舞会是很不错，可我有点儿厌烦这类聚会了。

7. It sounds like you've been to quite a few parties lately.

听起来好像你最近参加了好几个聚会了。

Words and Phrases生词与词组



	mobbed蜂拥进入的；成群围住的
	strobe light频闪灯；闪光灯



	twist转动，旋转




Fashion Conversations轻松会话

Dialogue 1

A: Were you at the dance last weekend, Jane?

A：上周末你参加舞会了，简？

B: Yes, I was. I brought a friend of another school, and I didn't see you there.

B：是的，参加了。我带了别的学校的一位朋友去的，在舞会上我可没见到你。

A: I was there, but there were so many people, and I didn't stay very long. It was a nice dance, wasn't it?

A：我去了，不过舞会上人很多，我没待多久。这舞会很不错，是不是？

B: Yes, I enjoyed it very much. I danced and danced until late into the night. The band played very well, didn't they?

B：是的，我玩得很开心。我跳呀，跳呀，一直跳到深夜。乐队演奏得很棒，是吧？

A: Yes. As I know, the band is mostly made up of students from school, but the conductor is a professional musician.

A：很好。据我所知，这支乐队主要是由学校的学生组成的，不过，乐队指挥是一位职业音乐家。

B: As the New Year's Day is drawing near, we're planning a family dance party. Would you like to join us?

B：元旦快到了，我们正在筹备一个家庭舞会。你愿意参加吗？

A: I'd be delighted to come.

A：我很乐意参加。

B: Bring your friends to the party.

B：把你的朋友也带来吧。

A: Yes, I will.

A：好的，我一定（带来）。

Dialogue 2

A: May I have the first dance?

A：我可以和您跳第一支舞吗？

B: With pleasure!

B：非常荣幸！

A: I know that you are a good dancer. What dances do you like?

A：我知道您是跳舞高手。您喜欢什么舞？

B: I like the old styles of dance, such as fox-trot, waltz, rumba, tango and so on. They're all so graceful.

B：我喜欢老式舞，像狐步舞、华尔兹、伦巴、探戈等。这些舞都非常优美。

A: Why do you like the old styles of dance?

A：您为什么喜欢老式舞呢？

B: Do you think I should like modern dances?

B：您认为我应该喜欢现代舞？

A: I think so, because most young people like modern dances, such as rock'n'roll, the twist, and especially break dancing.

A：我认为应该是，因为大多数年轻人喜欢跳现代舞，比如摇滚舞、扭摆舞，尤其是霹雳舞。

B: Oh, sorry, I don't dance modern dances. Rose can do it well. Why not ask her?

B：哦，对不起，我不会跳现代舞。罗斯跳得很好。您为什么不去请她呢？

A: Yes, I will. Thank you.

A：是的，我会去的。谢谢您。

B: You are welcome.

B：不客气。

A: I admire your grace.

A：我欣赏您的优美舞姿。

B: That's very kind of you to say so.

B：您太好了，对我说这些。

A: Thanks. I'll go to ask her.

A：谢谢。我去请她。

B: Enjoy yourself!

B：玩得开心！

Dialogue 3

A: We are late for the dance, Lily.

A：李莉，我们参加舞会来迟了。

B: Yes, it's mobbed.

B：是的，人都满了。

A: It's loud, isn't it?

A：声音够大的了，是不是？

B: Yes. Those flashing lights make everything seem strange.

B：是的。那些闪光灯把一切都照得稀奇古怪的。

A: They are called strobe lights, used for atmosphere.

A：那些灯叫频闪灯，是用来制造气氛的。

B: Look, they are dancing gracefully, aren't they?

B：看，他们跳得多优雅，是不是？

A: And they are well matched.

A：而且跳得很合拍。

B: Do you like the fox-trot?

B：你喜欢狐步舞吗？

A: Yes, but I'm only a beginner. I don't know the steps.

A：喜欢，不过我只是个初学者。我还不识（舞）步。

B: Don't worry about that. We should stop to join them, shall we?

B：不要担心这个。我们不聊了，去和他们一起跳，好吗？

A: OK! Let me learn to dance in practice. Thanks in advance for your teaching.

A：好的！让我在实践中学着跳吧，对你的指导我这里先予以致谢啦。

B: My pleasure.

B：不客气。

Dialogue 4

A: How do you like this waltz?

A：你认为这曲华尔兹怎么样？

B: It's very nice. I like it a lot.

B：不错。我非常喜欢。

A: Well, then, may I invite you for the first dance?

A：那好吧，我可以请你跳第一支曲子吗？

B: My pleasure. But I'm afraid I'm not much of a dancer, and I suppose you dance often.

B：我很高兴。可我恐怕不是一个好舞伴，我想你一定经常跳舞吧。

A: Me? Oh, no. In fact, I took up dancing quite recently.

A：我？哦，不。实际上我最近刚学会跳舞。

B: Oh, really? But you're doing the waltz wonderfully well.

B：噢，真的？可是你的华尔兹跳得挺好啊。

A: I'm glad you say so. You dance beautifully, too. It's lucky that I got a partner.

A：谢谢你的夸奖。你的舞跳得也不错。很庆幸有你这样一个舞伴。

B: Thank you for your compliments. It's just that you are a good leader. Do you like modern dances?

B：谢谢你的表扬。你才是个好的领舞者呢。你喜欢现代舞吗？

A: Yes. And what dances do you like best?

A：喜欢。你最喜欢哪种呢？

B: Disco and break dancing.

B：迪斯科和霹雳舞。

A: Oh, well, the music has stopped. Thank you for the dance.

A：哦，好的，音乐停了。谢谢你。

B: My pleasure. Let's go and have a drink.

B：我很荣幸。我们去喝一杯怎么样？

A: Fine.

A：好的。

Dialogue 5

A: Hi, Paul.

A：嗨，保罗。

B: Hi, Phil. This dance is really nice, isn't it?

B：嗨，菲尔。这个舞会太棒了，不是吗？

A: It sure is. Lots of food and drinks.

A：当然。吃的喝的真不少。

B: Where's Sandy?

B：桑迪在哪儿？

A: She's over there, dancing with that fatty, and enjoying herself.

A：她在那边，跟那个胖子在跳舞，玩得正开心呢。

B: Aren't you enjoying yourself?

B：你难道不开心吗？

A: Well, it's a great dance all right, but I'm fed up with these parties.

A：嗯，舞会是很不错，可我有点儿厌烦这类聚会了。

B: It sounds like you've been to quite a few parties lately.

B：听起来好像你最近参加了好几个聚会了。

A: I have. Eight parties in two weeks. If you count this in, it'll be nine.

A：是啊。两个星期8场聚会。要是算上这个，那就是9场了。

B: That sure is a lot.

B：的确不少。

A: Did you come here alone?

A：你是一个人来的吗？

B: No, of course not. Rose is with me. Haven't you met her?

B：不，当然不是。罗斯跟我一起来的，你没见到她吗？

A: No. You have at least one dozen girlfriends. Even if I met her before, I won't be able to remember.

A：没有。你至少有一打女朋友。即使我以前见过她，也记不起来。

B: Rose isn't my girlfriend. She is my sister. Here she comes. Let me introduce her to you. (To Rose) Here, Rose! I'd like you to meet my best partner, Phil Miller. (To Phil) This is Rose, my sister.

B：罗斯不是我女朋友，她是我妹妹。她来了，让我给你介绍一下。（向罗斯）罗斯，过来，来见见我最好的哥们菲尔·米勒。（向菲尔）这是罗斯，我妹妹。

C: Hi, Phil. Paul talks about you a lot.

C：嗨，菲尔。保罗常常说起你。

A: Mostly good things, I hope.

A：我希望大部分是好话。

C: Yeah, of course.

C：是啊，当然了。

B: All right. It's getting late anyway. Good-bye, Phil.

B：好了，时候不早了。再见，菲尔。



Unit4

Attending Weddings参加婚礼

Top Sentences典型例句

1. I guess everyone decides at some point it's time to settle down.

我猜大概每个人都会在某个时间决定自己的归宿。

2. This time I had to go out and get a new dress. I can't wear the same thing every time I go to a wedding.

这次不得不去买套新衣服了。我总不能每次婚礼都穿同一套衣服吧。

3. As soon as you have set your wedding date, you should invite your attendants to serve as members of your bridal party.

当你定下结婚日期，就应邀请你的陪同人员们作为婚礼仪式中的成员。

4. In addition to holding your bouquet and the groom's ring during the ceremony and serving as a witness, the maid of honor is the bride's aid and "consultant".

除了在仪式上持花、负责新郎的戒指和当证婚人外，伴娘还是新娘的帮手和“参谋”。

5. He also makes the presentation to the groom, usually at the rehearsal dinner or at the bachelor dinner, if there is one.

如有彩排宴或未婚男子聚会，在那个场合，他将把礼物送给新郎。

6. I've received an invitation to a wedding but not to the reception, must I send a gift?

我收到一个参加婚礼仪式而不是婚宴的请柬，必须送礼物吗？

7. There is no obligation attached to an invitation to the wedding only, although you may send one if you wish.

应邀参加婚礼仪式的没有送礼的义务。当然，你愿意的话，也可以送。

8. The size or the elaborateness of the wedding should have nothing to do with the amount you spend or give.

婚礼的规模与豪华程度和你所花钱的多少没有任何关系。

Words and Phrases生词与词组



	bouquet花束；芳香
	bridal新婚的，婚礼的



	buddy好朋友，伙伴；搭档
	chore零星工作，杂务



	coincidence巧合；巧合之事
	consultant参谋，顾问



	consult商量，商议
	elope私奔；逃亡



	engagement订婚；约定；保证
	flattered感到荣幸的，开心的



	reception婚宴，宴会；接待，接纳
	rehearsal预演；排练



	the best man男傧相
	usher（婚礼上的）男迎宾员；引座员




Fashion Conversations轻松会话

Dialogue 1

A: Hey, Mary! What are you doing here?

A：嗨，玛丽！你怎么在这里？

B: Henry! It's hard to believe! Are you a friend of the groom?

B：亨利！真是令人难以相信！你是新郎的朋友吗？

A: Yeah. Jack and I work together.

A：是啊。杰克和我是同事。

B: What a coincidence—I work with Jane.

B：真巧——我和简是同事。

A: Jane is the bride. Right?

A：简是新娘，对吗？

B: You mean you didn't know her name?

B：你不晓得她的名字啊？

A: Well, Jack's always been a little secretive about all his girlfriends.

A：嗯，杰克对于所有女朋友的事总是神秘兮兮的。

B: All? How many have there been?

B：所有？到底有过多少个？

A: Enough that when he announced his engagement, everyone said, "He's getting married? Woah—what a shock."

A：相当多的，当他订婚时，大家都说：“他要结婚啦！哇，真令人惊讶。”

B: Hm... well, Jane's friends were surprised, too—she's really involved in her career.

B：啊，简的朋友也都吓一跳——她向来是只热衷于她的事业的。

A: I guess everyone decides at some point it's time to settle down.

A：我猜大概每个人都会在某个时间决定自己的归宿。

B: I just wish they didn't all decide at the same time. Too many of my friends are getting married lately.

B：我只希望他们别在同一时间做决定。我的朋友最近结婚的太多了。

A: Same here! All these weddings are really costing me!

A：我也是一样！这些婚礼差点儿让我破产！

B: And this time I had to go out and get a new dress. I can't wear the same thing every time I go to a wedding.

B：这次不得不去买套新衣服。我总不能每次婚礼都穿同一套衣服吧。

A: Well, you made a wise purchase—you look great in that dress.

A：是呀，你很有眼光——你穿这套新衣服看起来好棒。

B: Gee... thanks, Henry. Oh, look—what a beautiful bride she is!

B：哎！亨利，谢谢你。哦，你看——多漂亮的新娘！

Dialogue 2

A: When are the attendants invited to be in the bridal party?

A：何时邀请陪同人员作为婚礼仪式的成员？

B: As soon as you have set your wedding date, you should invite your attendants to serve as members of your bridal party. This can be done in person, by telephone or by letter.

B：当你定下结婚日期，就应邀请你的陪同人员们作为婚礼仪式中的成员。可以亲自去请，也可打电话或写信。

A: What do we do if one of the attendants backs out the week before the wedding?

A：如果其中的一个陪同人员在婚礼前一周食言了，我们该怎么办？

B: You may, even up to the last day or two, ask another close friend to fill in. The friend should not be offended by a late invitation but rather feel flattered that you feel close enough to count on them in an emergency.

B：你可以——即使到最后一两天——请另一个朋友。这个朋友不会为迟来的邀请生气，反而因为你在紧急的时候如此信任他们而感到荣幸。

A: What are the responsibilities of the maid of honor?

A：伴娘的责任有哪些？

B: In addition to holding your bouquet and the groom's ring during the ceremony and serving as a witness, the maid of honor is the bride's aid and "consultant", relieving the bride of as many chores as she can, especially on the wedding day.

B：除了在仪式上持花、负责新郎的戒指和当证婚人外，伴娘还是新娘的帮手和“参谋”，特别是在婚礼那天，尽力减轻新娘的杂事。

A: What responsibilities does the best man have?

A：男傧相有哪些义务？

B: At some point before the wedding, the best man consults the ushers about a gift for the groom and is then responsible for ordering it and collecting money from the ushers to pay for it. He also makes the presentation to the groom, usually at the rehearsal dinner or at the bachelor dinner, if there is one.

B：在婚礼前的某个时间，男傧相与迎宾员商量送新郎的礼物，然后负责订购礼物和从迎宾员中收集钱款来支付。如有彩排宴或未婚男子聚会，在那个场合，他将把礼物送给新郎。

Dialogue 3

A: I've received an invitation to a wedding but not to the reception. Must I send a gift, Mr. Smith?

A：史密斯先生，我收到一个参加婚礼仪式而不是婚宴的请柬，必须送礼物吗？

B: No. There is no obligation attached to an invitation to the wedding only, although you may send one if you wish.

B：不必。应邀参加婚礼仪式的没有送礼的义务。当然，你愿意的话，也可以送。

A: How much should be spent on a wedding gift?

A：应花多少钱购买结婚礼物？

B: There is no "formula" to determine the amount you should spend on a wedding gift. The size or the elaborateness of the wedding should have nothing to do with the amount you spend or give. Your decision should be based on a combination of two things—your affection for the bride, the groom or their families, and your financial capability.

B：没有“公式”来决定你应花多少钱购买结婚礼物。婚礼的规模与豪华程度和你所花钱的多少没有任何关系。你的决定应建立在两个考虑之上——你与新娘、新郎或与他们家的感情，以及你的经济能力。

Dialogue 4

A: My best buddy is getting married. May I send my gift to his home?

A：我最好的朋友要结婚了，我可以把礼物寄往他家吗？

B: You seldom send a present to the groom. Even though he is your closest friend and you may never have met his bride, your present is sent to her—unless you send two presents, one in courtesy to her and one in affection to him.

B：很少送新郎礼物。即使他是你的好朋友而你可能未见过新娘，你的礼物也应寄给她——除非你寄了两件礼物，一件是出于礼貌送新娘的，另一件是出于感情送新郎的。

A: May duplicate wedding presents be exchanged?

A：同样的两份礼物是否可同商店调换一下？

B: Yes. Whether or not you inform the donor of your action is entirely up to you.

B：可以。是否告诉送礼物的客人全在于你。

A: When a wedding gift arrives broken, what should we do?

A：当收到一件破损的结婚礼物时，我们应该怎么办？

B: Take it back to the store from which it came without mentioning the fact to the donor. However, if it has arrived directly through the mail and the package is insured, the donor should be notified so that he or she can collect insurance.

B：不要告诉送礼者，直接拿到原来的商店。但是，如果礼物是直接邮寄过来的，包裹已保险了，应通知送礼者，这样他或她能得到保险金。

A: Thank you, Mr. Smith.

A：谢谢你，史密斯先生。

Dialogue 5

A: Are the ceremony and reception held in the same place?

A：婚礼和婚宴在同一地点举行吗？

B: No, not usually. Most people are married in a church, and then the wedding party and guests go to another place for the reception. Sometimes, however, they hold the reception in a big room in the church.

B：不一定，通常不在同一个地方。大多数人都在教堂举行婚礼，然后再到别处举办婚宴。但有时也在教堂的大房间里举办婚宴。

A: Where do they go?

A：他们都去哪儿呢？

B: Either they go to a public place such as a hotel, a restaurant, or a club, or to the home of the bride.

B：他们要么选一个公共场所，像饭店、餐厅或俱乐部，要么去新娘家。

A: They go to the home of the bride?

A：他们去新娘家？

B: Why do you ask?

B：为什么这样问呢？

A: The Chinese custom is to go to the groom's home—just the opposite.

A：中国人的习惯刚好相反，是在新郎家宴客。

B: Oh! In America the bride's family is responsible for the entire wedding—arrangement, costs, etc. So the reception is held at her home.

B：哦！在美国，婚礼的安排、费用等全部由新娘家负责，所以，请客也在新娘家。

A: That's very expensive for the family of the bride.

A：这对女方家来说是一项很大的负担嘛。

B: Many American fathers joke that they would rather hold the ladder for their daughter to climb down and elope than pay for a wedding.

B：在美国，许多做父亲的常开玩笑说，他们宁愿替女儿扶住梯子，让她从楼上爬下来和情郎私奔，免得为她举行婚礼。

A: Tell me something about the bridal bouquet. Isn't it the custom to throw it?

A：给我讲讲婚礼花束的事儿吧！是不是有扔花的风俗？

B: Yes. When the bride and groom are ready to leave on their honeymoon, all the single girls gather in one place. The bride stands with her back to them and throws her bouquet over her shoulder and they each try to catch it. The one who does will be the next one married.

B：是的。当新婚夫妇准备出去度蜜月时，所有的单身女孩子站在一起，新娘背对着她们，从肩上向后面抛花束，每个女孩子都会尽力去抢它，因为得到花束的人将是下一个结婚的。

A: Maybe I'll be the one.

A：也许我是那一个呢。



Unit5

Festival Etiquette节日礼仪

Top Sentences典型例句

1. We have the Spring Festival's celebrations with feasts and fireworks.

我们设盛宴、燃放焰火来欢度春节。

2. People are busy shopping and wrapping presents for relatives and friends before Christmas Eve.

在圣诞前夕，人们忙于购物，为亲友赠送礼物。

3. The kids hang their stockings over the fireplace for Santa Claus to fill them with candies and toys.

孩子们在灶间挂起他们的长筒袜欢迎圣诞老人把糖果和玩具填满袜子。

4. Not only to welcome the New Year, but also to frighten away evil spirits which are called "Nian".

不仅为了迎接春节，还为了吓跑叫“年”的怪物。

5. On that day, people play all kinds of tricks on each other, and the one easily taken in is called an April fool.

在这天，人们会互相愚弄，最容易上当的人叫四月愚人。

6. It's a way to commemorate a great ancient romantic poet. And the race is a symbol of the attempt to save him.

这是纪念一位伟大的浪漫主义诗人的方式。赛龙舟象征着去救他。

7. I spent hours yesterday evening wrapping presents.

昨天晚上我花了好几个小时来包装礼物。

8. I must remember to buy Christmas cards for all the people I forgot last year.

我得记着给所有我去年漏掉的人买圣诞卡。

9. We've got agreements with some of our friends that we don't give each other presents, but we can't do that with relatives.

我们和一些朋友达成共识，彼此之间不再互送礼物，但是亲戚间却不能那样做。

Words and Phrases生词与词组



	commemorate纪念；庆祝
	decoration装饰，装潢



	firecracker爆竹，鞭炮
	ornament点缀，美化



	punch潘趣酒（用酒、果汁、香料等调和的饮料）
	tinsel闪亮装饰品，金银丝织品




Fashion Conversations轻松会话

Dialogue 1

A: Hi, Mr. Li. Do you celebrate Christmas in China?

A：嗨，李先生。在中国你们欢庆圣诞节吗？

B: No, we have the Spring Festival's celebrations with feasts and fireworks.

B：不，我们设盛宴、燃放焰火来欢度春节。

A: But Christmas is the most important holiday of the year in the west. People are busy shopping and wrapping presents for relatives and friends before Christmas Eve.

A：可圣诞节在西方是最重要的节日。在圣诞前夕，人们忙于购物，为亲友赠送礼物。

B: That sounds exciting.

B：听起来真带劲儿。

A: The kids hang their stockings over the fireplace for Santa Claus to fill them with candies and toys. By the way, what are you going to do on Christmas?

A：孩子们在灶间挂起他们的长筒袜欢迎圣诞老人把糖果和玩具填满袜子。顺便问一下，圣诞节你要干什么？

B: Mr. Marker and his wife have invited me to Christmas dinner.

B：马克尔先生和夫人邀请我参加圣诞晚宴。

A: Sounds great.

A：太好了。

Dialogue 2

A: I'm so happy that the Spring Festival is coming soon!

A：真高兴，春节马上就要到了！

B: I think it's an important festival in China.

B：我想那是中国的一个重要节日。

A: You bet.

A：你说对了。

B: Can you tell me anything about it?

B：你能告诉我与这个节日有关的事情吗？

A: Yes. We Chinese people play with firecrackers during the festival.

A：可以。我们中国人在春节燃放鞭炮。

B: Why?

B：为什么呢？

A: Not only to welcome the New Year, but also to frighten away evil spirits which are called "Nian".

A：不仅为了迎接春节，还为了吓跑叫“年”的怪物。

B: Really?

B：真的吗？

A: Yes. It's a famous legend about Spring Festival.

A：是的，这是一个关于春节的著名传说。

B: How interesting!

B：太有意思了！

Dialogue 3

A: I heard tomorrow is April Fool's Day. Can you tell me something about it?

A：我听说明天是愚人节。你能给我讲讲愚人节的事儿吗？

B: On that day, people play all kinds of tricks on each other, and the one easily taken in is called an April fool.

B：在这天，人们会互相愚弄，最容易上当的人叫四月愚人。

A: An April fool?

A：四月愚人？

B: Be careful tomorrow! And can you tell me about some Chinese festivals?

B：明天可要小心呀！你能给我说说中国的节日吗？

A: China has a lot of traditional festivals. For example, we celebrate the Spring Festival and Dragon Boat Festival.

A：中国人有很多传统节日。比如我们过春节和端午节。

B: What will you do this Spring Festival?

B：今年春节你怎么过？

A: I'll go back to have a reunion with my family.

A：我要回去和家人团聚。

B: Will you make dumplings?

B：你们包饺子吗？

A: Certainly.

A：当然。

B: Could you tell me the origin of the Dragon Boat Festival?

B：给我讲讲端午节的来历好吗？

A: Yes. It's a way to commemorate a great ancient romantic poet. And the race is a symbol of the attempt to save him.

A：可以。这是纪念一位伟大的浪漫主义诗人的方式。赛龙舟象征着去救他。

B: I see. Did they succeed in the end?

B：我明白了。最后救回来了吗？

A: Of course not. He drowned.

A：当然没有。他淹死了。

Dialogue 4

A: Is everything ready for the Christmas party?

A：圣诞晚会的一切都准备好了吗？

B: Almost. I've put up the decorations and decorated the Christmas tree with plenty of tinsels and ornaments.

B：差不多了。我已经挂好了装饰物，也用了很多闪亮的小玩意儿装饰了圣诞树。

A: I like the big star on the top of the tree. I'll put the presents under the tree later. How's the food?

A：我喜欢树最上面的那颗大星星。等会儿我把礼物放到树下。吃的呢？

B: I've already prepared most of it and we've got plenty of snack foods—you know, potato chips, cookies, and the like. Are you going to make the punch?

B：大部分我已经准备好了。我们有很多零食，像薯片、饼干等。你准备做潘趣酒吗？

A: Yes, I've bought all the things to go in it. It won't take long to make. How many people are coming to the party?

A：是的，我已经买来了所有做潘趣酒要用的东西。做起来用不了多久。会有多少人来参加晚会？

B: I think everyone will be coming. Dave can't come because he has to go to his parents' home and they live in Scotland.

B：我想大家都会来吧。戴夫不会来，因为他要去他父母家，他们住在苏格兰。

A: Do we have Christmas pudding?

A：有圣诞布丁吗？

B: Yes, we do. I hope we have enough for everyone. Did you send out all your Christmas cards in time?

B：有。希望够大家吃的。所有的圣诞卡片你都及时送出去了吗？

A: Yes, I did. I sent most of them a week ago. I've brought some with me to the party to give to people in person.

A：送了。大部分一周前就寄出去了。我还带了些，到晚会上亲自给他们。

B: I did the same. I spent hours yesterday evening wrapping presents. I hope I didn't forget someone!

B：我也是。昨天晚上我花了好几个小时来包装礼物。希望我没有忘记谁。

A: I hope you didn't forget mine!

A：希望你没有忘记我的！

Dialogue 5

A: It'll be Christmas in three weeks.

A：再过3周就到圣诞节了。

B: What? Good Lord, I haven't done everything about it yet.

B：什么？上帝啊，我还一点儿准备都没有呢！

A: Well, there's still time.

A：嗯，还有时间。

B: Not very much. I must remember to buy Christmas cards for all the people I forgot last year.

B：时间不多了。我得记着给所有我去年漏掉的人买圣诞卡。

A: And then there are presents for all your relatives.

A：还有给你所有亲戚的礼物。

B: Yes. There's that horrid little nephew of mine. What shall I get him?

B：对。还有我那个顽皮的小侄子。我要为他买什么呢？

A: He's got too many toys already. I think your brother spoils him.

A：他已经有太多的玩具了，我觉得你弟弟把他惯坏了。

C: It's going to be an expensive time for you. Do you have to give presents to everyone?

C：你要破费了。你得给所有的人送礼物吗？

B: Yes, I'm afraid so. Well, we've got agreements with some of our friends that we don't give each other presents, but we can't do that with relatives.

B：是的，恐怕是这样。嗯，我们和一些朋友达成共识，彼此之间不再互送礼物，但是亲戚间却不能那样做。

C: And Christmas cards?

C：送圣诞卡吗？

A: There's not much chance of saving money there, I'm afraid. Last year I sent 67 and got 73 back.

A：恐怕这不能省。去年我送出去了67张圣诞卡，收回了73张。



Unit6

Etiquette for Visiting Patients探病礼仪

Top Sentences典型例句

1. What about going to the hospital and having a general checkup?

您去医院做一次全面检查，怎么样？

2. If you think it's really necessary, I'm entirely in your hands.

如果你认为真的有必要的话，我完全听从你的安排。

3. The doctor is about to give me another endoscope examination to see whether the ulcer will have healed up.

医生还要给我进行一次内窥镜检查，看看溃疡面是否都愈合了。

4. I've brought some magazines for you. I hope they'll keep you from getting bored while you're in the hospital.

我给你带来了一些杂志。希望你在住院期间不会感到无聊。

5. Don't worry about the business. You'd better have a good rest, and regain your health.

别操心生意上的事情。好好休息，早日康复。

6. I was just about to call to tell you how I appreciate the flowers you sent me.

我正要打电话告诉你，你送的花我真是太喜欢了。

Words and Phrases生词与词组



	endoscope内窥镜；内窥仪
	groggy体弱的，不稳的；酒醉的



	splitting裂开似的，剧烈的；滑稽的
	ulcer溃疡；腐败




Fashion Conversations轻松会话

Dialogue 1

A: Good morning, Mr. Smith. Oh, what's the matter? Aren't you feeling well?

A：早上好，史密斯先生。哎呀，怎么回事？您不舒服吗？

B: I'm afraid I feel rather uncomfortable this morning. I had a splitting headache last night.

B：今早我感到很不舒服。昨晚我头痛得厉害。

A: Oh, I'm sorry to hear that. Is it any better now?

A：啊，真太遗憾了！您现在好一些吗？

B: Yes, thanks. I took a couple of aspirins last night and sweated it out. But I still feel rather groggy.

B：是的，谢谢。昨晚我吃了两片阿斯匹林，出了一身汗。不过，仍然感到头昏眼花的。

A: That's too bad. We'll have to do something about it. Shall I call a doctor?

A：那太糟了。我们得带您去看看病。我去请医生好吗？

B: Please don't bother. It's nothing serious. I'll be all right soon.

B：请别麻烦了。我的病不厉害，很快就会好的。

A: It's no bother. Look, what about going to the hospital and having a general checkup?

A：不麻烦。这样吧，您去医院做一次全面检查，怎么样？

B: Well, if you think it's really necessary, I'm entirely in your hands.

B：嗯，如果你认为真的有必要的话，我完全听从你的安排。

A: Good, I'll go and make all the arrangements.

A：那好，我去安排一下。

Dialogue 2

A: How are you feeling today, Miss Qi?

A：齐小姐，你今天感觉怎样？

B: I'm much better. The stomachache is gone, and the doctor is about to give me another endoscope examination to see whether the ulcer will have healed up.

B：好多了。胃不疼了，医生还要给我进行一次内窥镜检查，看看溃疡面是否都愈合了。

A: That's good. Well, these are for you. I hope you will like them.

A：太好了。哦，这是送给你的。希望你喜欢。

B: How beautiful these flowers are! Thank you.

B：多美的花啊！谢谢你。

A: I've brought some magazines for you. I hope they'll keep you from getting bored while you're in the hospital.

A：我给你带来了一些杂志。希望你在住院期间不会感到无聊。

B: You're so thoughtful!

B：你想得真周到！

A: It's time for me to leave. I hope you will recover soon. See you later.

A：我该走了。希望你尽快康复。再见。

B: Thank you for coming. Good-bye.

B：谢谢你来看我。再见。

Dialogue 3

A: Hello, Wharton speaking. Who's calling, please?

A：您好，我是沃顿。请问您是哪位？

B: This is Ann Jones. Mr. Wharton, I heard you're in the hospital, and I feel very sorry.

B：我是安·琼斯。沃赖先生，听说您住院了，我感到很遗憾。

A: Nothing serious, only a minor operation. I wanted to go home after the operation, but the doctor insisted I stay in the hospital for a couple of days. I'm only a little weak.

A：没什么大不了的，仅仅是个小手术而已。手术后我就想回家，但医生坚持要我住几天院。我仅仅是有点虚弱罢了。

B: Since you've overworked yourself.

B：那是因为您工作过度劳累所致。

A: Miss Jones, how's the business? You must be overburdened. I'll be back at work as soon as possible.

A：琼斯小姐，生意怎样？您的工作肯定超负荷了。我会尽快回来上班的。

B: Don't worry about the business. You'd better have a good rest, and regain your health.

B：别操心生意上的事情。好好休息，早日康复。

A: Thank you.

A：谢谢。

B: Mr. Remsen and I will see you when you're back at home. I'll contact you again in a day or two. Take good care of yourself. Good-bye.

B：您出院回家后，雷姆森先生和我要来看您。我过一两天还会跟您联系的，您多保重。再见。

A: Good-bye.

A：再见。

Dialogue 4

A: Oh, hello, Betty, how are you?

A：哦，你好，贝蒂，你现在怎么样？

B: I'm much better. Thank you. I was just about to call to tell you how I appreciate the flowers you sent me.

B：好多了。谢谢你。我正要打电话告诉你，你送的花我真是太喜欢了。

A: I'm glad you like them, Betty. Your husband, Fred, said yellow roses are your favorite.

A：我很高兴你喜欢它们，贝蒂。你丈夫弗雷德说你喜欢黄玫瑰。

B: Yes, they're really beautiful. Thank you so much.

B：是的，黄玫瑰真的很美。太感谢你了。

A: That's my pleasure, Betty. Just hope you're feeling better.

A：不用谢，贝蒂。我多希望你好起来啊。

B: I am. The doctor says I can go home the day after tomorrow.

B：我是好起来了。医生说我后天就能出院了。

A: Day after tomorrow—so soon—wow, Betty, that's marvelous. I bet Fred was happy to hear that.

A：后天——这么快——哇，贝蒂，棒极了！弗雷德听到这个好消息，肯定高兴得很吧。

B: He doesn't know it yet. I found it out only an hour ago. I couldn't have reached him so soon.

B：他还不知道呢。我也只是一小时前才知道的，我不可能那么快就告诉他的。

A: He'll be so pleased when you tell him. Carlos was just talking to him and he said he was getting ready to drive over to see you.

A：那你告诉他时，他肯定会很高兴的。刚才卡洛斯刚跟他交谈过，他还说要开车前来看你呢。

B: When did he say that?

B：他啥时说的？

A: Oh, about half an hour ago. He'd be there at the hospital any time now.

A：嗯，大约半小时前吧。现在他随时都有可能到。

B: Here he is now. He's walking toward the room.

B：他来了。正朝这边走来呢。

A: Betty, if Fred's there, you go ahead and tell him the good news. I'll hang up and we can talk later.

A：贝蒂，既然弗雷德已经来了，那就把这个好消息告诉他吧。那我挂了，我们以后再谈吧。

B: Oh, before you hang up, I want to tell you again how much I love the flowers.

B：噢，你挂断之前，我还想再次告诉你，我真的非常喜欢这些花。

A: Well, you know it gave me a lot of pleasure to send them to you. Now tell him your news. I'll be seeing you when you're home. Bye.

A：嗯，你知道的，送花给你对于我来说也有无比的快慰。现在把好消息告诉他吧。等你出院回家后，我再来看你。再见。

B: Bye.

B：再见。

Dialogue 5

A: Hello, Mrs. Brown. I hope you're feeling better today.

A：您好，布朗夫人。我觉得您今天好多了。

B: Oh, yes. Thank you. I'm feeling much better now. The doctor gave me some antibiotics. I think the fever's almost gone.

B：哦，是的。谢谢。我现在感觉好多了。医生给我开了些抗生素。我想烧该退得差不多了。

A: That's good and you look well. By the way, how do you find the hospital here?

A：好，您看起来气色不错。顺便问一下，您觉得这家医院怎样？

B: Both the doctors and nurses are very nice indeed.

B：医师和护士确实都不错。

A: Glad to know that. Are you allowed to have some fruit? I've brought you some oranges.

A：得知这个消息很高兴。您能吃点水果吗？我给你带了些橘子。

B: That's very kind of you. Thank you very much.

B：您真好。谢谢您。

A: Is there anything at all I can do for you?

A：我能为您做些什么吗？

B: No, I don't think so. Thank you.

B：不，不必了。谢谢您。

A: All right. I'd better not stay too long, you need more rest. I'll come again tomorrow.

A：好的。我就不待太长时间了，您需要好好休息。明天我会再来的。

B: Please don't. I'm much better now. I know you are very busy.

B：不用了。现在我好多了。我知道您很忙。

A: Don't mention it. Good-bye and take good care of yourself.

A：没关系。您要好好照顾自己，再见。

B: Bye.

B：再见。



Unit7

Congratulation Etiquette祝贺礼仪

Top Sentences典型例句

1. We're happy to know that you have opened a costume designing company. Congratulations!

我们非常高兴得知您创办了一家服装设计公司。恭喜！

2. I wish your new company a great success.

祝您的新公司取得巨大成功。

3. I heard from Louisa that you are now a father. Congratulations!

我听路易莎说你做爸爸了。恭喜你！

4. Please tell your wife to take good care of herself.

请转告你太太好好注意身体。

5. Now, make a wish and blow out the candle.

现在你许个愿，然后吹蜡烛。

6. All the local newspapers carry this news. You're great.

所有本地的报纸都刊登了这条消息。你真了不起。

7. Without your support, I wouldn't be what I'm today.

没有你的支持，我是不会有今天的。

8. I sincerely wish you a big success in your new post.

我真诚地祝愿你在新岗位上取得巨大成功。

9. As a long-term main supplier, our company will render better service to your company.

作为贵公司的长期主要供应商，我们公司将为你们提供更优质的服务。

Words and Phrases生词与词组



	render提供，给予
	compliment道贺；赞美的话，恭维




Fashion Conversations轻松会话

Dialogue 1

A: Hello, Mr. Gordon. My name is Chen Li. I'm the manager's secretary of Beijing ABS Company.

A：您好，戈登先生。我叫陈丽，是北京ABS公司的经理秘书。

B: How do you do, Miss Chen?

B：您好，陈小姐。

A: How do you do, Mr. Gordon? We're happy to know that you have opened a costume designing company. Congratulations!

A：您好，戈登先生。我们非常高兴得知您创办了一家服装设计公司。恭喜！

B: Thank you for your compliments.

B：谢谢你们的道喜。

A: On behalf of Beijing ABS Company, I wish your new company a great success.

A：我代表北京ABS公司，祝您的新公司取得巨大成功。

B: Thank you very much.

B：非常感谢。

Dialogue 2

A: Oh, Roger, I heard from Louisa that you are now a father. Congratulations!

A：啊，罗杰，我听路易莎说你做爸爸了。恭喜你！

B: Thank you. My wife gave birth to a baby last week.

B：谢谢你。我的妻子上周生了个宝宝。

A: Are they doing fine?

A：他们现在都好吧？

B: Yes. But the baby's crying is keeping me up every night.

B：是的。不过孩子的哭声使我每晚都难以入睡。

A: It's a sign that you have a healthy baby. Is it a boy or a girl?

A：那说明你的孩子很健康。是男孩还是女孩？

B: A girl.

B：是女孩。

A: She must be very cute. What's her name?

A：她一定很可爱。叫什么名字？

B: Sophia.

B：叫索菲娅。

A: That's nice. Please tell your wife to take good care of herself.

A：很好。请转告你太太好好注意身体。

B: Thank you. Good-bye.

B：谢谢你。再见。

Dialogue 3

A: Happy birthday, Peter.

A：彼得，生日快乐！

B: Happy birthday to you, Peter.

B：祝你生日快乐，彼得。

C: Thank you. Oh, it is a nice cake.

C：谢谢。噢，这么好的蛋糕。

B: Look, Peter, here is your name and some congratulations on it, too.

B：彼得，瞧，这里是你的名字，还有一些祝词呢。

A: Peter, may I light the candle now, or would you like to do it yourself?

A：彼得，我现在点蜡烛好吗？或者你想自己点？

C: Let me do it myself.

C：我自己来吧。

B: Let us sing "Happy Birthday" to Peter.

B：我们一起为彼得唱生日快乐歌。

D: Now Peter, make a wish and blow out the candle.

D：彼得，现在你许个愿，然后吹蜡烛。

D: Ah! He blows out the candles all at once.

D：啊！他一次就吹灭了所有蜡烛。

A: OK. Shall I cut the cake now?

A：好了。我可以切蛋糕了吗？

B: Oh, wait. Why don't you let Peter do it?

B：呃，等等，干嘛不叫彼得自己切呢？

C: All right, I'll do it myself.

C：好吧，我自己来。

Dialogue 4

A: Martin Healy here.

A：我是马丁·希利。

B: Martin, congratulations on your promotion! All the local newspapers carry this news. You're great.

B：马丁，祝贺你升职了。所有本地的报纸都刊登了这条消息。你真了不起。

A: Thank you. But the new position means more work...

A：谢谢你。但新的职位意味着更多的工作……

B: And more fun, more pay. We are proud of you.

B：还有更大的乐趣，更多的报酬。我们为你自豪。

A: I'm proud of you, too. Without your support, I wouldn't be what I'm today.

A：我也为你骄傲。没有你的支持，我是不会有今天的。

B: You deserve it. Your abilities and hard work paid.

B：你是当之无愧的。这些是你才干和勤劳的结果。

A: I'm flattered. Please give my regards to your family.

A：过奖了。请代我向你家人问好。

B: Thanks. Wish you the best. Bye.

B：谢谢。祝你好运。再见。

A: Bye.

A：再见。

Dialogue 5

A: How are you, Mr. Black? This is Wang Ming calling.

A：布莱克先生，你好吗？我是王明。

B: I'm fine, thanks, and how about you?

B：我很好，谢谢。你好吗？

A: Just fine. I've heard the news that you've become the General Manager of the company. I am calling to congratulate you on the promotion. With the position second to chairman, I'm sure you'll make a greater contribution to your company. I sincerely wish you a big success in your new post.

A：我也很好。听说你已升任公司的总经理了。我来电话祝贺你的升迁。你成了仅次于董事长的人物了，肯定会对贵公司做出更大的贡献。我真诚地祝愿你在新岗位上取得巨大成功。

B: Thank you. As a long-term main supplier, our company will render better service to your company.I personally continue to count on your help in the future.

B：谢谢你。作为贵公司的长期主要供应商，我们公司将为你们提供更优质的服务。我个人也期望将来能继续得到你的帮助。

A: Sure, I need your help, too. Best wishes in your new position. Good-bye.

A：当然，我也需要你的帮助。祝你在新的职位上万事如意。再见。

B: Thanks for calling. Good-bye.

B：谢谢你来电祝贺。再见。



Unit8

Dressing Etiquette着装礼仪

Top Sentences典型例句

1. You are wearing pretty casual attire.

你今天的着装真的很随意。

2. My company dress code is not strict.

我公司对穿着的要求不是很严格。

3. I know some companies ask their employees to dress according to some strict rules.

我知道有些公司要求他们的员工按照严格的规定着装。

4. That's their way of telling him that his new style of dressing is not quite acceptable.

那是他们告诉他，他的新式着装风格还不能被大家接受。

5. So you need a high-powered image.

那么你需要的是高级主管的形象。

6. You can add a bright colored scarf, so you won't look too deadly black.

你可以戴一条亮色的丝巾，这样就不会看起来一团漆黑了。

7. It seems kind of weird, with the rest of us in white shirts, dark suits and ties.

这让人感到怪怪的，因为我们其他人都穿白衬衫、黑西装，打着领带。

8. Even if our company didn't have a dress code, I still think people should wear formal clothes to work.

即使我们公司没有着装规定，我也认为我们上班应该穿正式的服装。

Words and Phrases生词与词组



	attire衣着；盛装
	blazer运动上衣



	brush梳头发
	caramel焦糖色；褐色



	hose长统袜
	obesity肥胖，过胖



	outfit全套服装；全套装备
	pantsuit（女）套装；长裤和衣服配成套的便服



	portray扮演；表现
	ridiculous可笑的，荒谬的



	sneakers（复）运动鞋
	weird怪诞的；奇特的




Fashion Conversations轻松会话

Dialogue 1

A: Are you going to the company? You are wearing pretty casual attire.

A：你是要去公司吗？你今天的着装真的很随意。

B: My company dress code is not strict.

B：我公司对穿着的要求不是很严格。

A: You are lucky. I know some companies ask their employees to dress according to some strict rules.

A：你很幸运。我知道有些公司要求他们的员工按照严格的规定着装。

B: Some of these rules seem ridiculous.

B：有些规定非常荒谬。

A: If you don't have rules, you can pick and choose depending on your mood, the weather, what's clean...

A：如果没有着装上的规定，就可以随意选择衣服，可以根据自己的心情、天气状况、哪件衣服干净而选择……

B: I don't like to be told what to wear to work.

B：我不愿意别人告诉我穿什么衣服上班。

A: I think the dress code seems to depend on position.

A：我觉得着装的规则和职位有关系。

B: Yes. Upper management does not dress down, even on Fridays.

B：是的。高层管理人员的服装从来不会随随便便的，哪怕是在周五。

A: What does business casual mean to your company?

A：商务便装在你们公司是如何诠释的？

B: We are not required to wear hose. Open toe shoes and sleeveless tops are OK. Make-up and jewelry are optional and hair can be up or down as long as it's combed or brushed.

B：公司不要求穿长统袜；露脚趾的鞋子和无袖上衣都可以穿；化妆和首饰不作要求，头发只要梳理过，盘头或披发都可以。

Dialogue 2

A: Did you notice the way that Jack came to work yesterday? Ever since he came back from that conference in Seattle, he's been coming to work dressed in jeans and sneakers.

A：你注意到杰克昨天上班的穿着了吗？自从他从西雅图开会回来后，他就一直穿着牛仔裤和运动鞋。

B: I guess the working atmosphere is a lot more relaxed and casual in Seattle. He has been really influenced by the way people do things on the west coast. There isn't a large division between home and office, so people there want to work in the clothes they feel most relaxed.

B：我猜西雅图那边的工作氛围一定比较轻松随意。他是真的受到西海岸人们穿着打扮方式的影响了。在那里，家和办公室没有太大差别，所以人们想穿着自己感到最舒服的衣服上班。

A: Maybe so. But it seems kind of weird, with the rest of us in white shirts, dark suits and ties.

A：也许是这样吧。但还是感到怪怪的，因为我们其他人都穿白衬衫、黑西装，打着领带。

B: Yes. By the way, didn't you hear what Jack found on his desk this morning?

B：是呀。还有，你没听说杰克今天早上在他的办公桌上发现什么了吗？

A: What's that?

A：什么东西？

B: The management decided to give him a pair of brand new leather shoes. That's their way of telling him that his new style of dressing is not quite acceptable.

B：管理部门决定送给他一双崭新的皮鞋。那是他们告诉他，他的新式着装风格还不能被大家接受。

Dialogue 3

A: Could you help me to pick up an outfit to wear to work tomorrow? Tomorrow is the first day I'll work in the new department, and I want to make a good impression on everybody.

A：你可以帮我选套明天上班穿的行头吗？明天可是我去新部门上班的第一天，我想给大家留下好印象。

B: I see. Are these two suits your choices to wear tomorrow?

B：我明白了。这两套西服是你选好明天穿的吗？

A: Yeah, but I can't decide which one is better. Well, my new position is the District Manager.

A：是的，但我不知道哪一套更好。嗯，我的新职位是区域经理。

B: So you need a high-powered image.

B：那么你需要的是高级主管的形象。

A: Right. What do you think of this black A-line dress with the caramel zip-front jacket?

A：对。你觉得这条黑色A字裙配这件黄褐色的前拉锁夹克怎么样？

B: They are nice, but a little too girlish. If you really want to wear the A-line dress, you had better have this black 3-buttoned blazer over it.

B：很漂亮，但是有点小女孩气。如果你真想穿A字裙，你最好配这件黑色3颗扣子的西装外套。

A: But, don't you feel it's too dull? Everything is black.

A：但是，你不觉得太暗了吗？一身都是黑的。

B: You can add a bright colored scarf, so you won't look too deadly black.

B：你可以戴一条亮色的丝巾，这样就不会看起来一团漆黑了。

A: All right. How about the other pantsuits?

A：好的。另外那套裤装怎么样？

B: Everything is nice except the low-cut top. You need to look more professional, not sexy.

B：除了那件低胸的上衣外都很好。你需要看起来职业一点，而不是性感。

Dialogue 4

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

A：即使我们公司没有着装规定，我也认为我们上班应该穿正式的服装。

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

B：我看不一定……人们还是想穿自己感到最舒服的衣服。

A: Maybe it's true for some positions in information technology, but I think the marketing and sales staff should dress like a success. They can't attend a business meeting in jeans. It's not respectful to their clients.

A：对某些信息技术类岗位可能如此，但我认为市场部和销售部的员工的穿着应该像成功人士。他们不能穿着牛仔裤出席商务会议。这是对客户的不尊重。

B: I think what you wear is overrated. I would rather be a simple and honest sales person than a painted, well-dressed salesman.

B：我认为你太高估穿着的作用了。我宁愿做一个穿着朴素而诚实可信的推销员，也不愿做穿着华丽讲究的业务员。

A: It's not as simple as that. People judge you by your appearance, whether you like it or not. The image you portray to others is so important in business. It's your image and how others perceive you that make the difference between winning and losing a sale.

A：事情没有那么简单。无论你喜欢与否，人们都会以貌取人。你展示给其他人的形象在商务活动中是非常重要的。你的形象和其他人对你的看法将决定你能否做成一笔生意。

B: Maybe you're right, but I want to take my jeans and sneakers every day.

B：也许你说得对，但我还是想天天穿牛仔裤和运动鞋。

Dialogue 5

A: Mary, are you going to the interview?

A：玛丽，你要去面试吗？

B: Yes. How do you like my look?

B：是啊。你看我打扮得怎么样？

A: Terrible. Take a mirror and look at yourself! Sexy clothes, fancy jewelry and heavy make-up. Do you want to leave your future boss such an impression?

A：太糟了，你自己拿镜子照照吧。性感的衣服，怪异的首饰，还化着浓妆。你想给未来的老板留下这样的印象吗？

B: Of course not! But what should I wear?

B：当然不想！那我应该穿什么呢？

A: Your dress should be very formal.

A：你的穿着应该非常正式。

B: I don't know what to wear. You know, I'm fat, so it's hard to buy suitable clothes.

B：我不知道该穿什么好。你知道，我很胖，所以很难买到合适的衣服。

A: OK. Let me give you some advice. Do not wear clothes which are too thin or too thick.

A：好吧。让我给你提几个建议吧。别穿质地太厚或太薄的衣服。

B: Yes, I know. That may reveal my obesity.

B：是，这我知道，它们会暴露我肥胖的身材。

A: So you'd better wear your overcoat, which may conceal your shortcomings.

A：所以你最好穿大衣，这样能遮掩短处。

B: OK, thank you. I think the best way to find suitable clothes is to lose weight.

B：好的，谢谢你。我觉得找到合适衣服的最好办法还是减肥。



Unit9

Outings野外放松

Top Sentences典型例句

1. Why not join us tomorrow for a picnic?

为什么不明天一块去野炊呢？

2. Just breathe that fresh air, and you can almost taste its freshness.

只要呼吸一下这里的空气，几乎就能尝到它的新鲜味道。

3. Many Guiliners, especially the old and the young, will climb mountains here in the morning.

每天早上这都有很多桂林人来爬山，尤其是老人和年轻人。

4. I just like wildlife, and you don't get to see too much of it in the city.

我只是喜欢野生动物，在城市里你根本没机会看到它们。

5. I want to spend two days in the mountains with friends. The city is too noisy.

我想和朋友去山里玩两天。城里太闹腾了。

6. How about having a trip to the country and taking a good look at the small towns and villages?

去乡间旅游一趟，好好看一看小镇和村庄，怎么样？

7. It will be nice to leave the noisy city for the peaceful sounds of a country town.

远离喧嚣的城市，去享受一下小镇的宁静祥和是很美妙的。

Words and Phrases生词与词组



	binoculars双筒望远镜
	gorgeous极好的；令人十分愉快的；华丽的



	immortal神；永生不灭者
	indigenous土生土长的；固有的



	lodging出租房间，住宿宿舍
	picturesque风景如画的，美丽的



	popsicle棒冰
	sausage香肠



	soothing慰藉的；使人宽心的




Fashion Conversations轻松会话

Dialogue 1

A: Hi, Mike, I'm just looking for you. Where are you going?

A：嗨，迈克，我正找你。你这是去哪儿？

B: Hi, Linda, I'm going home for the weekend.

B：噢，琳达，我要回家过周末。

A: Why not join us tomorrow for a picnic?

A：为什么不明天一块去野炊呢？

B: Picnic? That's what I'm longing for. Who are the other people?

B：野炊？那可是我渴望已久的。另外还有谁去？

A: There are a lot of us. But one I should refer to you is big Jim.

A：我们好几个人。其中最值得跟你提起的是大个子吉姆。

B: Big Jim! One of my best old friends! He has been abroad for several years, hasn't he?

B：大个子吉姆！我最要好的老朋友！他不是出国好几年了吗？

A: Yes. He flew home yesterday and suggested old friends have a get-together. So we decided on a picnic at the West Lake.

A：是的。他昨天回来了，并且建议老朋友们聚聚。因此我们决定到西湖边野炊。

B: Very nice! How is it arranged?

B：太好了！怎么安排？

A: As usual, all of us would bring something there.

A：像往常一样，我们每个人都带点东西。

Dialogue 2

A: Wow! What a beautiful scenic spot. It's so open. Just breathe that fresh air, and you can almost taste its freshness.

A：哇！多么漂亮的观光胜地，这么宽广。只要呼吸一下这里的空气，几乎就能尝到它的新鲜味道。

B: You can have a birds-eye view of Guilin City from the top of the mountain.

B：你从山顶可以俯瞰桂林城。

A: Wonderful! I'll often come here for mountain climbing.

A：太棒了！以后我要经常来这里爬山。

B: You should. Many Guiliners, especially the old and the young, will climb mountains here in the morning.

B：你应该来。每天早上这都有很多桂林人来爬山，尤其是老人和年轻人。

A: No wonder people say: Even the immortals would rather be Guiliners.

A：难怪人们说：宁做桂林人，不做神仙。

B: Quick! Pass me your binoculars. Look at that bird. I've never seen one of those before. It's indigenous to Guilin, and an endangered species too. This is lucky.

B：快！把你的望远镜给我。看看那只鸟。我从来没见过那种鸟。它是桂林本土的鸟类，而且是濒临灭绝的一种。我们运气真好。

A: I didn't know you liked bird watching.

A：我以前不知道你喜欢观察鸟。

B: I don't really. I just like wildlife, and you don't get to see too much of it in the city. This place is full of it.

B：也不尽然。我只是喜欢野生动物，在城市里你根本没机会看到它们，而这里竟有这么多。

Dialogue 3

A: Where are you going to play this weekend?

A：这个周末你打算去哪儿玩？

B: I have not given it much thought. Do you have any good suggestions?

B：还没想好。你有什么好建议？

A: I want to spend two days in the mountains with friends. The city is too noisy. Do you know Tanzhe Temple?

A：我想和朋友去山里玩两天。城里太闹腾了。知道潭柘寺吗？

B: I have been there. It is in the middle of the mountains. It is not noisy there and you have to be a vegetarian.

B：我去过，在半山腰上。那儿可不“闹腾”，而且还要“吃素”。

A: Do you want to climb the mountain with us?

A：你们愿意跟我们一起去爬山吗？

B: Does it have enough lodging?

B：能住得下吗？

A: No problem. The temple is quite large.

A：没问题。寺庙很大。

B: There are many ancient pine trees there. It is especially quiet at night. It is wonderful to listen to the monks chanting while listening to the soothing sound of the winds in the pine trees.

B：那儿有很多古松。晚上特别幽静。一边听着和尚念经，一边听着松涛声，可真妙极了！

A: I'm getting a little excited now. What clothes should I wear?

A：我现在就有点儿激动了。我该穿什么衣服呢？

B: Take some thick clothes with you. It is rather cold there at night. If you wear the T-shirt you're wearing, you will become a "popsicle".

B：带点厚衣服。那里晚上是很凉的。你要是穿现在的T恤，非冻成“冰棍”不可。

A: Anything else should I bring?

A：还要带别的吗？

B: If you like taking pictures, you may bring a camera.

B：如果你喜欢照相，可以带上照相机。

A: Needless to say.

A：这还用说！

Dialogue 4

A: Friday finally arrives! Tom, what are you going to do this weekend?

A：总算到了星期五。汤姆，周末怎么安排的啊？

B: Well, I've got no idea. I've been busy the whole week and I really need relaxation. Any suggestions?

B：嗯，我还没想好。我这个星期一直在忙，确实需要放松一下。你有何高见？

A: How about having a trip to the country and taking a good look at the small towns and villages?

A：去乡间旅游一趟，好好看一看小镇和村庄，怎么样？

B: Good idea. It will be nice to leave the noisy city for the peaceful sounds of a country town.

B：好主意。远离喧嚣的城市，去享受一下小镇的宁静祥和是很美妙的。

A: I'm really looking forward to taking a walk along the country road—enjoying the fresh air, beautiful scenery and peaceful atmosphere.

A：我一直渴望在乡间小路上散散步，享受那里的新鲜空气、美丽的景色和宁静的气氛。

B: It will be gorgeous. We can stay there for two days—take a walk, do a bit of camping and hiking, and forget all the pressure from work.

B：那一定绝妙无比。我们可以在那待两天，散散步，做一些露营和远足活动，忘掉工作带来的所有压力。

A: Yes. We can spend the night with villagers there. It's said that they are friendly and generous. And things are much cheaper away from the city.

A：可以呀。我们晚上可以住在村民家里。据说他们既友好又大方。而且离开城市一切都比较便宜。

B: OK. Let's make a detailed itinerary.

B：行。我们一起来制订一个详细的旅行计划吧。

Dialogue 5

A: A lovely day, isn't it?

A：今天天气真不错，不是吗？

B: Yes. It's warm and sunny with a gentle breeze.

B：是啊。阳光灿烂，风和日丽。

A: It's a pity if we stay at home on such a lovely day.

A：这样好的天气，待在家里太可惜了！

B: How about going sightseeing?

B：我们出去逛一逛，如何？

A: Yes, we can go out for a picnic by bicycle.

A：对，我们可以骑自行车去郊游野餐。

B: Good idea! These days we've been busy working. Now it is time for us to relax.

B：好极了！这些天我们一直忙于工作，现在该好好放松一下了。

A: Where shall we go? I'm not familiar with the city.

A：那我们去哪儿呢？我对这城市不大熟悉。

B: Let's go to the Wild Plant Garden at the East Lake. It's just 30 minutes away. The scene there is picturesque. And we can have a picnic there.

B：我们去东湖野生植物园吧。只有30分钟的路程。那儿风景如画，还可以在那里野餐呢。

A: OK. What shall we take?

A：好的。我们应该带些什么呢？

B: Some cakes, boiled eggs, sausages, hams, a roast duck and two cans of beer.

B：蛋糕、熟鸡蛋、香肠、火腿、一只烤鸭和两听啤酒。

A: So much food! Anything else?

A：带这么多吃的！还带别的吗？

B: Of course not only food. We can take badminton bats and other balls. There is a wide lawn there, we can play ball.

B：当然不光是带食物啰。我们可以带羽毛球拍及其他球类。那儿有一个大草坪，我们可以玩球呢。

A: Really interesting! Let's be quick. We shall have a good time, I'm sure.

A：真有趣。我们快点吧。今天我们一定会玩得很开心的。

B: Oh, don't forget to take a camera!

B：噢，别忘了带上照相机！
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