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前　言
随着我国经济的持续高速发展，对外贸易、科技、文化等方面的交流日益频繁。如何用英语简明、快捷、准确地进行交流与沟通，困扰着那些长期没有机会开口或怯于开口，而一时又不可能马上花大量时间去学习英语口语的人们。身边的例子时常提醒我们，能说英语对交流、找工作、升职和加薪有多重要。如何才能有效地利用不多的时间和精力尽快掌握英语口语呢？我们向大家推出了“周计划：拿下英语口语”丛书。
“周计划：拿下英语口语”是一套实用的英语口语书。本丛书的编写旨在帮助读者在日常生活的各种场合进行英语会话实践，从而提高读者的英语表达能力。在编写过程中，我们力求用语生动、准确规范并浅显易懂。本丛书包括：
《周计划：拿下英语口语——商务英语》
《周计划：拿下英语口语——外贸英语》
《周计划：拿下英语口语——旅游英语》
《周计划：拿下英语口语——社交英语》
《周计划：拿下英语口语——文秘英语》
《周计划：拿下英语口语——销售英语》
《周计划：拿下英语口语——休闲英语》
《周计划：拿下英语口语——白领英语》
《周计划：拿下英语口语——酒店与餐饮业英语》
《周计划：拿下英语口语——情景英语》
《周计划：拿下英语口语——应急英语会话宝典》
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，这也是本书创作的初衷。
“周计划：拿下英语口语”是市面上第一套以周为时间单位帮助广大英语学习者练习口语的辅导丛书。“凡事预则立，不预则废”，没有一个完整的学习计划，没有时间上的限制，没有能有效执行的学习进度控制，许多英语学习者的学习最后都会因为各种理由而搁浅。本丛书从时间上、周期上为学习者制订了一套完整的学习计划，可以让广大读者循序渐进，强化训练，逐步提高。
本册《商务英语》分为七个部分。第一周Secretary Routine文秘办公篇，第二周Business Relations商务礼仪篇，第三周Workplace Storm职场风云篇，第四周Employment Practices雇用惯例篇，第五周Trade Preparations贸易准备篇，第六周Foreign Trade Procedure外贸业务流程篇，第七周Business Trip商务旅行篇。同时在每一篇里，每一单元都附有常用生词及短语的注释，便于读者阅读。
本书的主要目的是为了帮助读者提高英语能力，尤其是英语口语的使用和理解能力。书中所涉及的每段对话，都力求做到信息丰富、原汁原味。本丛书所有的配套录音文件可在浙江大学出版社网站上免费下载（网址：www.zjupress.com），从而能够更好地激发读者的兴趣。
编者真诚地希望“周计划：拿下英语口语”丛书能够辅佐广大读者说一口流利地道的英语。由于编者的水平有限，书中错误缺点在所难免，敬请广大学者与读者批评指正。
编　者
2012年初夏





第一周　Secretary Routine 文秘办公篇






星期一　File Keeping 文件归档
核心词汇记一记　Key Words＆Phrases 
alphabetical　　依字母顺序的，字母的　
correspondence　　　　　　通信，信件　
file　　　　　　　　档案；把……归档　
respectively　　　　　分别地，相应地　
经典句型背一背　Useful Sentences　
☆The boss asks me to file the reports in alphabetical order.老板让我按字母的顺序归档。
☆Would you please file these documents for me？能帮我把这些文件归档吗？
☆I'll keep the documents in each file in chronological order.我会按年月顺序将文件排列归档。
☆Please file the letters according to dates.请将信件按日期顺序归档。
☆File the reports in alphabetical order.请将报告按字母顺序归档。
☆Punch the documents evenly and place them squarely in the folder.将文件均匀打孔，并把文件平整地放入文件夹。
☆All letters from Mr.Henry are filed under the document of letter“H”.亨利先生的所有信函都放在以“H”开头的文件夹中。
☆Please put this memo in the pending file until we receive more information on the subject.
请将这张备忘录放入待议的文件中，直到我们得到有关这事的更多信息。
☆The secretary numbers the pages in the report.秘书把报告编了页码。
☆Each customer's order has a number on it.It's kept in a numeric file.每个客户的汇单都有编号，这将被存放在数字文件中。
☆Outgoing and incoming correspondence is kept in this file；invoices and receipts in this one；and product information，reports and business documents in that one.往来函电存在这个文档里，收据发票存在这个文档里，产品信息、报告和商务文件存在那个文档里。
☆Please keep records of all the company's transactions.请记录公司所有交易。
☆You are responsible for keeping all the files in order.你负责把所有文件按顺序归档。
☆The contract is on hold now.合同现已存档。
模仿对话练一练　Situational Dialogues

A：Please file all these reports for me.
B：Do you want me to file them in alphabetical order？
A：No，please file them according to dates.
B：I'll make copies and file them both ways.
A：Great idea！You are an excellent secretary.
B：Of course I am，sir.
A：请替我把这些报告归档。
B：你要我按字母顺序归档吗？
A：不，请依照日期顺序。
B：我会复印一份，然后两种方式各归档一份。
A：好主意，你真是个好秘书。
B：当然是，先生。

A：Would you please file these reports for me？
B：Yes，sir.Should I file them in ascending alphabetical order？
A：Yes.Will you also make copies and file them？
B：Yes，I will.
A：Good.Can you please also list all the documents in those old files？
B：When do you expect it to be finished？
A：Before next Friday will be fine.
B：Alright，sir.
A：请替我把这些报告归档好吗？
B：好的，先生是按字母升序归档吗？
A：是的。请将档内文件复印好，然后归档，好吗？
B：好，我会的。
A：非常好。你能把这些旧档内的所有文件编一下目录吗？
B：你希望我何时完成？
A：下周五之前完成就可以了。
B：好的，先生。

A：Mr.Huang，should I file all these letters and reports now？
B：Yes，Mary.Please file these according to their dates and company names respectively，and the others in ascending alphabetical order.
A：Of course，sir.
B：Mary，would you please organize and list all the documents in this old file？
A：No problem.When do you expect it to be finished，sir？
B：Before Friday will be fine.
A：All right，sir.
A：黄先生，你要我现在就将这些信件和报告归档吗？
B：是的，玛丽。请将这些信件和报告分别按日期及公司名称归档，其他信件和报告按字母升序归档。
A：好的，先生。
B：玛丽，能将这个旧档案中的文件整理并编好目录吗？
A：没问题。你希望我何时完成工作？
B：星期五之前完成就行。
A：好的，先生。

A：Mr.Li，should I file all these documents now？
B：Yes，Linda.Please file these according to their dates and subjects respectively，and the others in ascending alphabetical order.
A：Yes，sir.
B：Linda，would you please re-organize all the documents in this old file according to their subjects？
A：Sure.When do you expect it to be finished，sir？
B：Before next Friday.
A：All right，sir.
A：李先生，你要我现在将这些文件归档吗？
B：是的，琳达。请将这些文件分别按日期和主题归档，其他的则按字母升序归档。
A：好的，先生。
B：琳达，请将此旧档案中的文件按主题重新归类，好吗？
A：没问题。你希望我何时完成工作？
B：下星期五之前。
A：好的，先生。

A：Amelia，did you look up the file I requested？
B：I'm sorry，Mr.Austin.I couldn't find any information on that company，even though I checked all the crossreferences.I don't think it's there.
A：I'm almost sure that information was filed.
B：Would you like me to check again under a different heading？
A：Yes，in fact，I believe I asked you to put it in Mr.Benton's file.
B：Maybe that's why I couldn't find it.All the information on the Benton correspondence is filed under“B”.
A：Then be quick，please.
B：By the way.I'm going to clean out all the old files by tomorrow.Would you like to look through any of them before I throw them away？
A：Of course.But first of all，fetch me those Benton files right now.
B：Yes，sir.
A：阿米莉亚，我要的那些档案资料都找到了吗？
B：对不起，奥斯汀先生尽管我查了全部对照表，仍未找到有关那个公司的任何资料。我想这儿没有。
A：我几乎可以肯定，那份资料已经存档了。
B：让我在别的标题下再查一查好吗？
A：好吧，事实上，我相信我让你把它存到本顿先生名下的档案中了。
B：也许那就是我没有找到它的原因，所有与本顿往来信件的资料都归在“B”字母下。
A：那就抓紧时间找吧。
B：顺便说一下，我准备明天把所有的旧档案都清理一下。我把它们处理掉之前，你还要审核一遍吗？
A：那当然了。但首先快帮我查一下本顿的档案吧。
B：好的，先生。





星期二　Sending a Fax 发传真
核心词汇记一记　Key Words＆Phrases
code number　　　　　　　　　　传真号
contract　　　　　　　　　 合同，契约
fax　　　　　　　　　　　传真；发传真
popular　　　　　　　流行的，受欢迎的
unclear　　　　　　　　　　　不清楚的
经典句型背一背　Useful Sentences
☆I want to send a fax to Sydney.我想给悉尼发个传真。
☆Receive the fax from M Company.收到M公司发来的传真。
☆This fax just arrived five minutes ago.这份传真在5分钟前刚到达。
☆Please send a fax to Mr.Zhang.请给张先生发传真。
☆Would you please send this fax together with this contract to Mr.Green？请将这份传真连同这份合同一起发给格林先生，好吗？
☆I will fax again in ten minutes.10分钟后我会再传一次。
☆He has missed out the fifth page.他遗漏了第5页。
☆The fax machine was out of order.传真机发生故障。
☆Here is a fax for you.这有您的传真。
☆Is this the right place for fax service？请问这里发传真吗？
☆Would you please send this fax for me？你能帮我发份传真吗？
☆I'll send a fax.我要发一份传真。
☆What's the rate for a fax to America？往美国发传真怎么付费？
☆Please fax this document to the head office.请把这份文件传真到总部。
☆This is the code number of the receiver.这是对方的传真号。
模仿对话练一练　Situational Dialoguess

A：Lillian，would you please send me the fax again？
B：What's wrong with it？
A：The fax you sent me just now was very unclear and page three missing.
B：I'm sorry.I'll send you the fax again right now.
A：莉莲，请你再给我发一次传真。
B：怎么啦？
A：你刚才发的传真模糊不清，而且没有第三页。
B：很抱歉，我马上再传一次。

A：Have you sent the fax to the project manager of 3D Company yet？
B：I have tried three times already，sir，but the fax line has been busy.
A：Is there something wrong with their fax machine？
B：Well，perhaps.
A：你给3D公司的项目经理发传真了吗？
B：我试过3次了，先生，但传真线路都占线。
A：他们的传真机出毛病了吗？
B：嗯，可能是的。

A：Lily，have we received the fax from Sun Electric Company yet.
B：Let me check...oh，here it is.It just arrived a few minutes ago.
A：Excellent！I've been expecting it.
B：Is it important？
A：You bet it is.It's about the new contract.
B：Here you are，sir.
A：莉莉，太阳电气公司的传真我们收到了吗？
B：我查一下……喔，在这里。几分钟前刚到。
A：好极了！我等了很久了？
B：这很重要吗？
A：当然啦！这和新合约有关。
B：给你，先生。

A：Sandra，haven't you sent the fax to Mr.Jones yet？
B：I tried，sir，but the fax line has been busy for the last ten minutes.
A：Why would it be busy for so long？
B：Well，maybe it's because fax machines are so popular nowadays.
A：That's too bad.I really need to send that fax.
B：I'll try again in five minutes.
A：桑德拉，你还没给琼斯先生发传真吗？
B：我试过了，先生，但是这10分钟传真线路都占线。
A：为什么会占线这么久呢？
B：嗯，也许是因为现在传真机太普遍了。
A：太糟糕了。我真的急着发那份传真。
B：5分钟后我会再试试。

A：Hi，Jane，would you please help me send this fax？
B：Sure.Where to？
A：England.
B：What is the number？
A：Here you are.
B：It seems the area code is missing.
A：Yes，because I don't know the code of England.Could you check it for me？
B：No problem.Should I send it now？
A：Yes.Thank you.
A：你好，珍妮，你能帮我发个传真吗？
B：当然可以。往哪儿发？
A：英国。
B：电话号码是多少？
A：在这。
B：这好像没有写区号。
A：是的，因为我不知道英国的区号是多少。你能帮我查一下吗？
B：没问题。我现在就给你发吗？
A：是的。谢谢。





星期三　Taking Minutes会议记录
核心词汇记一记　Key Words＆Phrases
agenda　　　　　 议事日程，待议事项（一览表）
attendant　　　　　　　　　　出席者，参加者　
chairman　　　　　　　　　　 主席；会议主持人
memo　　　　　　　　　　　　 备忘录　　　　　
topic　　　　　　　　　　　　话题，主题　　　
经典句型背一背　Useful Sentences
☆Let the minutes show we have agreed upon the main points.让我们在会议记录上记录我们已就几个主要问题达成共识。
☆Let's review the minutes from the last meeting.让我们回顾一下上次会议的纪录。
☆I'm wondering if you can tell me what a secretary should do for a meeting.我不知道你能否告诉我在会议中秘书应该做些什么。
☆What should a secretary do during the meeting？秘书在会议中应该做些什么？
☆Could you show me how should a secretary do during the conference？你能否说一下在会议中秘书该怎样做呢？
☆What is a secretary's duty for a conference？在会议中秘书的职责是干什么呢？
☆How should a secretary do during the meeting？那么在会议期间秘书要怎么做呢？
☆What about the documents and the information？文件和资料怎么办呢？
☆How should the documents and the information be handled？文件和资料该怎么处理呢？
☆What do I do with the documents and the information？我怎么处理这些文件和资料？
☆What am I supposed to do with the documents？我该怎么处理这些文件？
☆I don't know what to do about the documents.对于这些文件，我不知道该怎么办。
☆How am I supposed to take care of the documents？我应该怎样处理这些文件呢？
☆How do I handle the documents？我怎么处理这些文件。
模仿对话练一练　Situational Dialogues

A：I've come to tell you that you'll have to take the minutes this afternoon.
B：OK，but I've never done this kind of work before.
A：You just make a note of the topics that are discussed and the result of the discussion.
B：Let me try.
A：我来告诉你，今天下午的会议，你得做会议记录。
B：好的，不过我以前从来没做过这种工作。
A：你只要把讨论的题目和结果记下就行了。
B：我试试吧

A：Yes，Mr.Dickens，is there something you would like to tell me？
B：I've come to tell you that you'll have to take the minutes this afternoon.
A：Do you mean I'll have to go to the meeting，make notes and write a record of what has happened？
B：That's right.
A：And should I type out the minutes from the notes？
B：Yes，of course.
A：哦，狄更斯先生，您有什么事要跟我说吗？
B：我来告诉你，今天下午的会议，你得做会议记录。
A：您的意思是我得去参加会议，做好笔记，并写个会议记录？
B：正是。
A：那么我还要根据笔记将会议记录打印出来吗？
B：是的，当然啦？

A：Anne，come here.
B：Yes，sir.What would you like to tell me？
A：There will be a meeting this afternoon.I want you to take the minutes of the meeting.
B：Do you mean that I'll go and attend the meeting？
A：Yes.And don't forget to record the proceedings of the meeting.
B：I'm sorry，sir.I have never done that before，and I'm not quite sure about how to take minutes.
A：Take it easy.I'm sure you will do that very well.By the way，after the minutes have been confirmed，give it to the chairman to sign them.
B：I will bear it in my mind.And should I type out the minutes after the meeting？
A：You are right.
A：安妮，过来一下。
B：好的，先生有什么事要吩咐吗？
A：今天下午有个会，我想让你去做会议记录。
B：您是说让我参加那个会议？
A：是的，不要忘了记录会议进程。
B：抱歉，先生，我从来没有做过这个事情，我不是很确定怎样做会议记录。
A：这个很简单，我相信你会完成得很好的。顺便提一下，确认完会议记录后，要交给主席签名。
B：我会记住的，还有，开完会我是不是要把会议记录打印出来？
A：你说得对。

A：Is the room ready for the meeting，Miss Zhou？
B：Yes，I've put the minute-book and some paper copies of the agenda on the table.And paper and pencils have been laid by their name cards on the conference table for each attendant.
A：Thank you.How about the microphone and speakers？
B：I also have got them ready for the meeting.
A：Good，I've come to tell you that you'll have to take the minutes this afternoon.
B：Should I write down every word that everyone says？
A：No，you needn't.That's very difficult and hardly ever necessary.You just make a note of the topics that are discussed and the result of the discussion.
B：And should I type out the minutes from the notes？
A：Yes，of course.
A：周小姐，会议室准备好了吗？
B：是的，我已将会议记录本和一些会议事项的复印件放在桌子上，并且纸和笔都放在每一位出席者的名片旁边。
A：谢谢你，麦克风和扬声器呢？
B：我也准备好了。
A：好极了，我是来告诉你，今天下午由你做会议记录。
B：我要记下每个人说的每句话吗？
A：不是的，那样太难，并且没有必要，你只要记录一下讨论的题目和结果就够了。
B：我还要把会议记录打印出来吗？
A：当然了。

A：Anne，would you please come in for a while？Please also bring along the minutes of yesterday's management meeting.
B：Of course，sir...Here's the minutes of the meeting.
A：How long did the meeting last？
B：The meeting was delayed by thirty minutes and it lasted for two and a half hours.
A：Did the chairman ask for me？
B：Yes，I told him that you were very ill and couldn't attend.
A：All right.Have you handed in my report to him？
B：Yes，I did.Besides，here are all the reports and materials handed out in the meeting.I think you'll have to give some replies.
A：Thank you，Anne.You've done an excellent job！Did they mention the date for the next meeting？
B：No，they didn't.The chairman said he would send a memo to all managers by the end of this week informing them of the date of the next meeting.
A：安妮，你能进来一下吗？同时，请带上昨天的管理层会议记录。
B：当然可以，先生……这就是会议记录。
A：会议进行了多久？
B：会议推迟了30分钟，进行了两个半小时。
A：会议主席问起我吗？
B：是的，我告诉他您病重，所以无法出席。
A：好的，你把我的报告交给他了吗？
B：是的，此外，这是在会议中分发的报告和资料，您也许需做些回答。
A：谢谢你，安妮，你做得非常好。他们提及下次会议的日期了吗？
B：没有，主席说将在本星期内发一份备忘录给各位经理，通知下次的开会日期。





星期四　Working Arrangements工作安排
核心词汇记一记　Key Words＆Phrases
accurate　　　　　　　正确的，精确的
duty　　　　　　　　　责任，义务
figure　　　　　　　　数字，形状
post　　　　　　　　　岗位，职位
quota　　　　　　　　 定额
status　　　　　　　　情形，状况
troublesome　　　　　 麻烦的，讨厌的
经典句型背一背　Useful Sentences
☆You must meet your quota this month.你必须完成这个月的定额。
☆That's your job.那是你的工作。
☆That's what you're here for.那就是你在这儿要做的。
☆The job must be done before you leave today.今天下班之前你必须做完这项工作。
☆Don't leave till you finish this.把这做完了你再回去。
☆I want this done before you leave.我希望你在下班之前把它做完。
☆Stay till this is done.没做完你就别走。
☆How far are you from fulfilling it？你还差多少能做完？
☆I have to meet their expectations.我必须实现他们的期望。
☆You'd better get started.你最好马上就开始做。
☆I have to take an inventory.我得查一下库存。
☆How's the project coming along？那个项目进展如何？
☆How are you doing with the project？那个项目做到哪一步了？
☆One down，more to go.完成了第一项，还要接着干。
☆We're halfway through.我们已经完成一半了。
模仿对话练一练　Situational Dialogues.

A：What's the status on that project I gave you？
B：I'm afraid it's not going too well.
A：What's the problem？
B：We are having trouble putting together some figures.
A：What kind of problems are you running into？
B：Some of the figures are apparently not accurate.
A：How did you guess？
B：They are not even close to last year's figures.
A：我给你的项目进行得如何了？
B：恐怕进行得并不顺利。
A：是什么问题呢？
B：我们把这些数字加在一起有点儿难。
A：你们遇到什么样的问题呢？
B：这些数字有一些明显是不准确的。
A：你怎么知道呢？
B：这些数字与去年的数字相比差很远。

A：Tina，what are you doing now？
B：I am preparing the quotation for a customer.
A：Please process this document on the computer.
B：Yes，sir.May I know by what time you need it to be done？
A：Could you finish it by the end of next week？
B：No problem.
A：Then，I believe I can rely on you.
A：蒂娜，你在做什么？
B：我正在准备给客户的报价单。
A：你把这份文件用电脑处理一下。
B：好的，先生我想知道您什么时候需要。
A：下周末之前能完成么？
B：没问题。
A：那就拜托你了。

A：Tim，what are you doing now？
B：I am preparing the documents for a customer.
A：Please process this one on the computer.
B：Yes，madam.By what time do you need it to be done，please？
A：Could you finish it by the end of the day？
B：Sure.
A：Thanks.
A：蒂姆，你在做什么？
B：我正在准备给客户的文件。
A：你把这份文件用电脑处理一下。
B：好的，女士。请问您什么时候需要？
A：今天完成可以吗？
B：可以。
A：谢谢。

A：Please pass out these handouts at the gate of the company.
B：Do I need to do all of this？
A：Yes，it's your job.
B：Then what's my job range？
A：As a clerk in the general affairs office，you have to do what you're asked.Understand？
B：What a troublesome post！
A：Yes，isn't it？But you have no choice so long as you stay at the post.
B：All right.I'll try my best。
A：请你到公司大门口把这些资料发一下。
B：我必须做这种事情吗？
A：是的，这是你的工作。
B：那么我的工作范围是什么呢？
A：作为行政办公室职员，你必须做给你安排的任何事情。明白吗？
B：这个岗位的事可真多呀！
A：可不是吗！可是你只要在这岗位上就只能这样。
B：那好吧，我会尽力而为的。

A：Good morning，Miss Zhang.So this is your first day here.I hope you'll like your job.
B：Good morning，Mr.Adams.This is the first time for me to do this kind of work.I've got a lot to learn from you.I think I'll enjoy working with you.
A：I hope so，Miss Zhang.Now let me tell you your definite duties here.This is your desk.Please sit down here.
B：Thank you.
A：Miss Zhang，your main duty is to answer phone calls and transfer them to the person wanted.
B：I see.What if the person wanted is out？
A：In that case，you are supposed to ask the caller to leave a message.
B：Is there anything else I should do？
A：Yes，you are responsible for keeping all the files in order.
B：All right.
A：If you have any questions，I will help you.
B：Thank you，Mr.Adams.
A：早晨好，张小姐。今天是你在这里工作的第一天。我希望你喜欢这项工作。
B：早晨好，亚当斯先生，我是第一次干这项工作。我有许多东西要向你学习。我想我会喜欢与你一起工作的。
A：希望如此。我来告诉你在这里的具体职责。这是你的办公桌。请坐这里。
B：谢谢。
A：张小姐，你的主要职责是接电话，然后转给要找的人。
B：我明白了。假如要找的人不在呢？
A：那样的话，你应该请对方留言。
B：还有其他事要我办的吗？
A：是的，你还要负责整理档案。
B：好吧。
A：假如你有什么问题，我会帮助你的。
B：谢谢你，亚当斯先生。





星期五　Reception 接待
核心词汇记一记　Key Words＆Phrases
appointment　　　　　　　　 约会，约定　　
comfortable　　　　　　　　 舒服的　　　　
hesitate　　　　　　　　　　犹豫，踌躇　　
inform　　　　　　　　　　　通知，告知　　
on one's way to　　　　　　在去……的路上
stay　　　　　　　　　　　　逗留，停留　　
经典句型背一背　Useful Sentences
☆Could I ask what you want to see him about？您找他有什么事情可以告诉我吗？
☆I'll tell him that you're here.我来告诉他您到了。
☆I'm glad to meet you.见到您我很高兴。
☆Did you have a good trip？旅途愉快吗？
☆I wish you a pleasant stay here.希望您在这里过得愉快。
☆I'm afraid he's no longer available today.恐怕今天他不回来。
☆Would you come back again some other time？您换个时间再来好吗？
☆Please have a seat.请坐。
☆Please make yourself comfortable.请不要拘束。
☆Thank you for coming all this way.谢谢你远道而来。
☆I'd like to show you our company.我想带您参观我们的公司。
☆What do you think of our company？对我们公司您有何意见？
☆I'm delighted to meet you，Mr.Peter.彼得先生，很高兴认识您。
☆It's a great honor to meet you.认识您真是我莫大的荣幸。
☆Did everything go all right？一切都顺利吧？
☆How wonderful to meet you again！又一次见到您真是太高兴了！
☆It's a pleasure to see you again.很高兴又一次见到您。
☆How is everyone in your family？你全家都好吗？
模仿对话练一练　Situational Dialogues

A：Good morning，Mr.Green.How are you？
B：Fine，thank you.I've an appointment with Mr.Smith.
A：Oh，Mr.Smith is waiting for you.I'll inform him that you're here.（Internal call）Mr.Smith，Mr.Green is here.
C：Please let him in.
A：Yes，Mr.Green.（Turn to the visitor）Please go right in.
B：Thank you.
A：您好，格林先生，近来可好？
B：很好，谢谢。我与史密斯先生。有个约会。
A：噢，史密斯先生正在等您呢。我告诉他您来了。（内线）史密斯先生，格林先生来了。
C：请让他进来。
A：好的，格林先生（转向拜访者）请进吧。
B：谢谢。

A：Excuse me，I'm here to fix the air conditioner.
B：Oh，it's down the hall on your left，next to the water fountain.
A：What's the problem？
B：It has been smoking and making strange noises.
A：OK，I'll take a look at it.
B：Let me know when you finish.
A：对不起，我是来修理空调机的。
B：哦，你沿着左边的走廊走，在喷泉旁。
A：空调有什么问题？
B：它会冒烟，还发出奇怪的声音。
A：好，我检查一下。
B：修好后，请告诉我。

A：Hello，I'd I like to see Mr.Li，the manager，please.
B：You haven't made any appointment，have you？
A：No，I haven't，but I'll take only a few minutes of his time.
B：Please tell me your name，company and the nature of your business.
A：Yes.My name is Lin Tao，the director of Guangzhou Computer Corporation.
B：I see.Wait a minute，please.（After a while）Mr.Lin，Mr.Li can see you now.This way，please.
A：你好，我想见一下你们的经理——李先生。
B：您没有预约，是吗？
A：是的，没有，但我只需要几分钟。
B：请告诉我您的名字、所在公司和业务性质。
A：好的，我叫林涛，广州计算机公司的经理。
B：我知道了，稍等。（过了一会儿）林先生，李先生现在可以见您。请这边走。

A：Nice to meet you again.Come in，please.Let me take your coat.
B：Thanks.
A：Sit down，please.Did you have any trouble on your way？
B：No，your direction was quite right.
A：How long did it take？
B：Only half an hour.
A：Would you like some tea？
B：Yes，please，I'd like some.
A：Milk or sugar？
B：No，only tea please.
A：Here you are.
B：Thanks.
A：很高兴再次见到您，请进。让我给您拿着外套。
B：谢谢。
A：请坐。路上没有什么麻烦吧？
B：没有，你的引导完全正确。
A：大约用了多长时间？
B：仅仅半小时。
A：来杯茶吗？
B：好的，来一杯吧。
A：加糖还是加牛奶？
B：不用，清茶就可以。
A：给您。
B：谢谢。

A：Good morning，sir.May I help you？
B：Good morning，I have an appointment with Mr.George at 10：00.
A：Excuse me，sir，but are you Mr.Carter of the International Trading Company？
B：Yes.That's right.
A：I'm sorry.Mr.Carter，Mr.George is on his way to the office.He has just called and asked you to wait a minute.
B：Well，I'll wait.
A：Would you like something to drink，Mr.Carter？Do you prefer coffee or tea？
B：Thank you.Coffee，please.
A：Here you are，Mr.Carter.This is the cream and this is the sugar.If there's anything else you'd like，please don't hesitate to tell me.
B：Thank you very much.
A：早晨好，先生我可以为您效劳吗？
B：早晨好，我和乔治先生约好在10点见面。
A：对不起，先生，您是国际贸易公司的卡特先生吗？
B：是的，你说对了。
A：很抱歉，卡特先生乔治先生在来办公室的路上。他刚来过电话，请您等一会儿。
B：好吧，我等一会儿。
A：喝点什么吗，卡特先生？您喜欢喝咖啡还是喝茶？
B：谢谢，请给我咖啡。
A：这是给您的咖啡，卡特先生这是奶油，这是糖。如果您还需要其他什么东西，直接告诉我就可以了。
B：非常感谢。





星期六　Telephone Call 电话
核心词汇记一记　Key Words＆Phrases　
carton　　　　　　　　硬纸盒，纸板箱　 
confirm　　　　　　　　　　　电话分机　
extension　　　　　　　　　确定，批准　
forward　　　　　　　　　发送（货物）　
international　　　　　　　　　　国际　
merchandise　　　　　　　　商品，货物　
schedule　　　　　　　　　　　　进度表 
经典句型背一背　Useful Sentences
☆This is David speaking.我是戴维。
☆Is that Mr.Li？是李先生吗？
☆Good morning.Mrs.Abbot here.上午好！我是艾博特夫人。
☆Is that 2343-2435？你的电话号码是2343-2435吗？
☆Hello.International Hotel.Can I help you？您好！这里是国际饭店。我能为您做些什么？
☆I'm sorry，Mr.Smith is not in the office.对不起，史密斯先生不在办公室。
☆He is on a business trip to Hong Kong.他到香港出差去了。
☆This isn't a forwarding company.This is Mr.Walpole.这里不是运输公司，我是沃波尔先生。
☆I wonder if Mary is in.玛丽在家吗？
☆Please allow me to speak with Mr.Wang.我要请王先生讲话。
☆Hello？Is Peter in？喂？请问彼得在吗？
☆I'm sorry，she is away on business at present.很遗憾，她现在外出办事去了。
☆Can anybody else help you？需不需要找其他人接电话？
☆Would you like to leave your company's name？你要留下你的公司名称吗？
☆Can you give me some idea about how long she'll be back？您能告诉我她多久才回来吗？
☆When do you expect him back？你想他什么时候回来呢？
☆He should be back after lunch.他应该在午饭后会回来。
☆I expect him back any moment.我想他随时会回来的。
☆In two hours，I think.我想2小时之内吧。
☆I'll ring again two hours later.我2小时之后再打过来。
☆I'll be waiting for her call.Thank you.那我就等她的电话。谢谢。
模仿对话练一练　Situational Dialoguess

A：Oh，sorry，Mary，I'd better go now.
B：Is the boss coming by？
A：Yeah，and I have to finish this report by five.
B：OK.I'll let you get back to your work.
A：I'll call you again later，OK？
B：OK.
A：噢，抱歉，玛丽，我要挂电话了。
B：是老板过来了吗？
A：是，我在5点之前得完成这个报告。
B：好，你去工作吧。
A：我以后再打给你，好吗？
B：好的。

A：Hello，Microsoft Company.
B：Hello，this is Mr.Morrison Lewis.I'd like to speak to Mr.Baker，please.
A：Just a moment.（pause）I'm sorry，at the moment he's out of the office.Would you like to leave your number？
B：Please have him call me at my office.He knows the number.
A：Of course.
A：您好，微软公司。
B：您好，我是莫里森·路易斯，我想找贝克先生听电话。
A：稍等一下。（过了一会儿）抱歉，他现在不在办公室，您要留下您的号码吗？
B：请让他回我办公室的电话，他知道号码。
A：好的。

A：Good morning，Mr.Clinton's office.
B：Hello.May I speak to Mr.Brown？
A：I'm sorry.You've got the wrong extension.
B：Could you please transfer this call to Mr.Brown's office？
A：Sure，please hold on.
B：Thank you.
A：Mr.Brown is on the line.Go ahead，please.
B：Thank you very much.
A：You are welcome.
A：早上好，克林顿先生办公室。
B：喂，请找布朗先生听电话好吗？
A：对不起，你接错了分机。
B：请你把这个电话转到布朗先生办公室好吗？
A：好的，请不要挂断。
B：谢谢。
A：布朗先生已在线，请讲。
B：非常感谢你。
A：不用客气。

A：Good morning，can I speak to Mr.Li？
B：Speaking.
A：Mr.Li，I'm Susan，Mr.Brown's secretary.Mr.Brown asked me to call you confirming whether we will receive ten cartons of merchandise tomorrow.
B：Sure.I sent a fax message about this matter yesterday.
A：Really？Then I can inform Mr.Brown that everything is okay.
B：Don't worry.Everything is on schedule.
A：Thank you，Mr.Li.Goodbye.
A：早晨好，我想与李先生通电话，可以吗？
B：我就是。
A：李先生，我是苏珊，布朗先生的秘书。布朗先生让我打电话给您，想确定一下，我们明天是否可以收到10箱货物。
B：当然，昨天我已发了传真告知他这件事。
A：真的吗？那就好了，我会通知布朗先生这件事。
B：别担心，一切顺利。
A：谢谢你，李先生，再见。

A：Hello！Is this 114 Information Center？
B：Yes.May I ask who is calling？
A：This is Bill，International Trade Company.
B：What can I do for you？
A：I'd like you to give me some information about a Chinese company.Its name is Shanghai Globe Electric Appliance Factory.
B：Could you repeat the name of the company，please？
A：Shanghai Globe Electric Appliance Factory.
B：Just a moment，please.Let me check about it on the computer.A：Thank you.
A：喂！请问是114信息中心吗？
B：是的。请问您是哪位？
A：我叫比尔，是国际贸易公司的。
B：有什么事吗？
A：我希望你们能提供一些关于一家中国公司的消息。公司名称为上海环球电器厂。
B：可以再说一遍该公司的名称吗？
A：上海环球电器厂。
B：请稍等。让我在电脑里查一下。
A：谢谢。





第二周　Business Relations 商务礼仪篇






星期一　Meeting and Greeting会面与问候
核心词汇记一记　Key Words＆Phrases
acquaintance　　　　　　　　　　相识　
assistant　　　　　　　　　助手，助教 
convenient　　　　　　　便利的，方便的
honor　　　　　　　　　　给……以荣誉 
introduce　　　　　　　　　　　　介绍 
kindness　　　　　　　　　　仁慈，亲切
Los Angeles　　　　　　　　　　洛杉矶 
经典句型背一背　Useful Sentences
☆Glad to meet you.I'm Debra Wang.很高兴见到你。我叫黛布拉·王。
☆May I introduce Mr.Li，my colleague？请让我介绍一下李先生，他是我同事。
☆I'd like to introduce a friend of mine，Peter Zhang.我想介绍一下我的一位朋友，彼得·张。
☆Have you met Sandy from Hong Kong？你见过来自香港的桑迪吗？
☆How are you doing today？今天过得怎么样？
☆Hello，Sam.你好，萨姆。
☆Hello！I haven't seen you for a long time.嗨！好久没见到你了。
☆Great，and you？很好。你呢？
☆I am fine.How about you？我很好。你呢？
☆It's been quite a while，hasn't it？好一阵子没见面了，不是吗？
☆It's nice to see you again.能再次见到你真高兴。
☆Fancy meeting you here！真没想到在这儿见到你！
☆How are things going with you？你好吗？
☆How is the world treating you？近来怎么样？
☆How have your parents been？你父母最近怎么样？
☆I'm honored to make your acquaintance.很荣幸能认识你。
☆Nice to meet you.很高兴见到你。
模仿对话练一练　Situational Dialogues

A：Hi Jack，how's it going？
B：Not too bad.How about yourself？
A：I'm exhausted.I had to work until three o'clock this morning.
B：Take it easy.Don't work too hard.
A：No way.I must get everything ready before noon.
B：Then，take this afternoon off.
A：OK，I will.
A：嗨，杰克，你好吗？
B：还可以。你怎么样？
A：我累死了。我一直干到今天凌晨3：00。
B：悠着点。不要操劳过度。
A：不行啊，我必须在中午前把一切都做好。
B：那么，今天下午就休息一下吧。
A：好的，我会的。

A：I don't believe we've been introduced.I'm Tom Brooks！
B：Nice to meet you，Mr.Brooks.I'm Debra Wang.
A：Please call me Tom.
B：OK，then call me Debra，please.So，are you American，Tom？
A：Yes，I come from California.
B：Great.I have been to California before.Which city？
A：Los Angeles.
A：我想我们还没见过面吧。我叫汤姆·布鲁克斯。
B：很高兴认识你，布鲁克斯先生我叫黛布拉·王。
A：请叫我汤姆。
B：好，请叫我黛布拉。那么汤姆，你是美国人吗？
A：是的，我来自加利福尼亚。
B：太好了，我以前去过加利福尼亚，你来自加利福尼亚哪个城市？
A：洛杉矶。

A：Hi！How are you？
B：Not bad.How about you？I haven't seen you for weeks.
A：Yes.I've been to Hangzhou.I got back last night.
B：Did you enjoy yourself？
A：Very much.Hangzhou is beautiful.Shall I show you some of my photographs？
B：Thank you for your kindness，I like photographs.But sorry，I must be going now.Have a good day.
A：You，too.I hope to see you soon.Goodbye.
B：Goodbye.
A：喂！你好吗？
B：还不错。你怎么样？我已有好几个星期没有见到你了。
A：是啊，我到杭州去了。昨天晚上才回来。
B：过得愉快吗？
A：非常愉快。杭州很美。我给你看几张照片好吗？
B：谢谢你的好意，我挺喜欢照片的。不过，很抱歉，我必须走了。一天好运！
A：祝你也走运。我希望很快再见到你。再见。
B：再见。

A：Good morning，Mr.Brown.
B：Good morning，Tom.
A：How are you？
B：Very well，thank you.And how are you？
A：Fine，thanks.Where are you going？
B：I'm going shopping，and you？
A：I'm going home.
B：Oh，you must come over and see us sometime.I'd like you to meet my son.
A：That's very nice of you.I'd be pleased to come.
B：Very good.Nice to have met you，Tom.Goodbye.
A：Goodbye.
A：布朗先生，早上好。
B：你好，汤姆。
A：您好吗？
B：很好，谢谢你。你怎么样？
A：好，谢谢。您上哪儿去？
B：我去买东西。你呢？
A：我回家去。
B：哦，你应找个时间到我家来看看，见见我的儿子。
A：您太客气了。我十分愿意。
B：很好。见到你太好了，汤姆。再见。
A：再见。

A：Professor Dorr！How nice to see you.
B：It's nice to see you again，too.
A：I don't think you've met my assistant before.This is Mr.Dowson.
B：How do you do？
A：How do you do？Have you visited our company before？
B：Yes，I was here three years ago.
A：Would you like tea or coffee？
B：Tea，please.With milk.
A：I'm afraid we haven't got any milk.I'm very sorry.
B：It doesn't matter.I often drink tea without milk.
A：多尔教授，见到你很高兴。
B：又见到你我也很高兴。
A：我想你还不认识我的助手吧。这位是道森先生。
B：你好！
A：你好！你过去来过我们公司吗？
B：来过，三年前来过。
A：你喝茶还是喝咖啡？
B：喝茶，请加点牛奶。
A：我们这儿没有牛奶。真抱歉。
B：没什么。我经常喝不放奶的茶。





星期二　Giving Suggestions 提建议
核心词汇记一记　Key Words＆Phrases
accumulation　　　　　　　　积聚，堆积物 
apart　　　　　　　　　　　分离，分成零件
contact　　　　　　　　　　　接触，联系　
dealer　　　　　　　　　　　经销商，商人 
dull　　　　　　　　　　　　变迟钝，减少 
forecast　　　　　　　　　　　先见，预见 
garage　　　　　　　汽车间，修车厂，车库 
investigation　　　　　　　　　调查，研究
occupier　　　　　　　　　　居住者，房客 
recommend　　　　　　　　　　　介绍，劝告
经典句型背一背　Useful Sentences
☆Let's call it quits and go home.我们别干了，回家吧。
☆Let's take a coffee break，shall we？让我们休息一下，好吗？
☆You'd feel better if you took a break，even for just a short while.如果你休息一下的话会感觉更好的，即使是休息一会儿。
☆All work and no play makes Jack a dull boy.只工作、不休息，聪明孩子也变傻。
☆We could do it first thing tomorrow morning.我们明天一早就做吧。
模仿对话练一练　Situational Dialogues

A：Hello，Tony.You look a bit worried today.Is anything wrong？
B：Well，yes.There is something wrong actually.
A：Tell me please.Maybe I can give you some advice.
B：Well，last night when I returned from the cinema，I found I'd lost my wallet.
A：That's terrible！I think you should write a note saying where and when you lost it，and how to contact you.
A：你好，托尼。你今天看上去有点不对劲，出什么事了吗？
B：是的，的确有点麻烦。
A：请告诉我，或许我能给你提些建议。
B：昨天我从电影院回来时发现钱包不见了。
A：太糟糕了！我想你应该写一张寻物启事，写明你遗失钱包的时间和地点，以及怎样和你联系。

A：Let's take a coffee break，shall we？
B：I wish I could，but I am occupied.
A：What keeps you so busy？You've been sitting there for hours.You've got to walk around.You can't just stay on computer forever.
B：Well，I'm up to my neck in work.I've got to finish this report.Sarah needs it by noon.I don't want to be scolded if I can't finish my work by the deadline.
A：I understand that，but you'd feel better if you took a break，even for just a short while.You know，all work and no play makes Jack a dull boy.
A：让我们休息一下，好吗？
B：我希望如此，但我很忙。
A：什么工作让你这么忙？你在那儿都坐几个小时了。你得走走。你不能永远只坐在电脑前。
B：我工作忙得团团转。我得完成这份报告，萨拉中午前要的。如果我在截止时间前完不成的话会挨批的，我可不想挨批。
A：这个我明白，但是如果你休息一下的话会感觉更好的，即使是休息一会儿。你知道，只工作、不休息，聪明孩子也变傻。

A：Tom，what has happened？You look so upset.
B：I can't cheer myself up.I'm fed up with my job！
A：What's wrong with it？
B：It's becoming more and more boring.And it's unrewarding.
A：Well，why don't you do something interesting in your free time？Go dancing，have a short trip on weekends，visit friends，you can still get a lot of fun！
B：Oh，no，it's no use.My job makes me suffer a lot.You know I'm ambitious，but this job does not give me any hope.
A：If so，have you ever thought of changing your job？
B：Good idea！I'm thinking about it，too.
A：汤姆，怎么啦？你看起来很沮丧。
B：我高兴不起来。我的工作真让我受够了！
A：出了什么问题？
B：工作越来越让人厌烦，而且没有价值。
A：那你为什么不在空闲时间找点有意思的事做呢？跳跳舞，周末去旅行，看看朋友，你会找到很多乐趣的。
B：噢，不，那没有。这工作真让我受罪。你知道我是个雄心勃勃的人，但是这种工作一点前途都没有。
A：如果是这样，你想没想过换个工作？
B：好主意！我也正这么想。

A：Why don't we get ourselves a new car？The old one's falling apart.
B：Oh，what a good idea！
A：What kind shall we get？
B：We could look at an BMW this time，if you like.
A：Yes，fine.
B：When shall we go and look？
A：Why not sometime next week？
B：No，let's go on Saturday.
A：OK.
B：Where shall we go？
A：There's a car dealer down the road.How about going there？
B：No，I don't like that place.Why don't we try the garage Tom recommended？
A：Fine.We'll do that.
A：不如我们买辆新车，那辆旧车快散架了。
B：好主意！
A：买哪个牌子呢？
B：如果你觉得行，我们这次可以去看看“宝马”。
A：好。
B：我们什么时候去看？
A：下周选个时间怎么样？
B：不好，我们星期六去吧。
A：好的。
B：我们去哪儿看？
A：顺这条路下去有家车行，去那怎么样？
B：我不喜欢那里，不如我们去汤姆介绍的那家车库，怎么样？
A：好，就这么办。

A：Excuse me.Mr.Smith，have you read the report I gave you？Would you give some directions about the plan of developing the new product in our firm？
B：Oh，I have talked over the plan with the assistant managers.In my opinion，developing the new product is potential and will produce great economic benefit.However，the management strategy and the fund accumulation are not very concrete.In addition，something should be done carefully about the market investigation and the sale forecasting.
A：I see，Mr.Smith，we'll correct and perfect the report according to your advice.
B：By the way，Mr.Li，please give me the materials you've got about the development of the product in other companies.You'd better make best use of time to make good preparations for the work.
A：That's right.I will report what we've done to you whenever necessary.
A：史密斯先生，你看了我送给你的工作报告了吗？对于公司开发这种新产品的计划，请你给予指示。
B：哦，关于这个计划我已与几位副经理商谈过。我认为这种新产品开发具有很大的潜力，能产生较好的经济效益。不过，关于经营策略及经费筹集问题，我认为还不够明确具体。另外，关于市场调研和销售预测，我觉得还需做些细致的工作。
A：我明白。史密斯先生，我们将根据你的意见对该报告加以修改，使之完善。
B：李先生，请你将已掌握的市场上其他公司开发这种产品的资料送给我看看。关于该产品的开发要抓紧时间，做好准备工作。
A：是的。我将随时向你报告工作进展情况。





星期三　Consolation 慰问
核心词汇记一记　Key Words＆Phrases 
appetite　　　　　　　　　食欲，胃口　
injection　　　　　　　　注射，注射剂 
lumbago　　　　　　　　　　腰部风湿痛 
regard　　　　　　　　　　　关心，注意
symptom　　　　　　　　　　症状，征候 
upset　　　　　　　　　　　　　使不安 
经典句型背一背　Useful Sentences
☆Are you feeling all right？你还好吧？
☆You look good.你看起来好了。
☆You are gaining color.你脸色变好了。
☆You don't look so good.你看起来不太好。
☆What's wrong with you？你怎么啦？
☆Do you have any symptoms？你有什么症状？
☆Are you feeling well？你感觉好吗？
☆What's the trouble？你有什么不舒服？
☆How is your appetite？你的胃口怎么样？
☆I'll get better soon.我马上就会好的。
☆I'm on my legs again.我痊愈了。
模仿对话练一练　Situational Dialogues

A：How are you feeling today？
B：Much better，thank you.
A：How long have you been in this hospital？
B：Three days，but it seems as if I had been here for three years.
A：I brought some fruit for you.Take care of yourself.
B：Thank you for coming all the way to see me.
A：今天你觉得怎么样？
B：好多了，谢谢你。
A：你住院几天了？
B：三天了，但好像过了三年一样。
A：我给你带来一些水果。保重。
B：谢谢你大老远地来看我。

A：Hello，Mark，how's your day？
B：Fine.How about you？
A：Well，not so good，I should say.
B：What happened？
A：You know what？My pet dog was hit by a car last night when we were walking home.
B：You mean your“little Dory”？
A：Yes，oh，my lovely Dory.
B：Oh，that's upsetting.But don't let it get to you.
A：你好，马克。这些天怎么样？
B：很好。你呢？
A：哦，不太好。
B：发生了什么事？
A：你知道吗，昨天在我们回家的路上，我的小狗被车撞了。
B：你指你的“小多俐”？
A：是的，喔，我心爱的多俐呀！
B：噢，真令人不安。可你也别为此难过。

A：Morning，John.How are you doing？
B：Fine，and you？
A：Not bad，family OK？
B：Yes，they are all right.Thanks.How is Helen？
A：Well，she's not so good at the moment.Her mother was rushed to the hospital last week，you know.
B：Oh，I am sorry to hear that.Helen must be so upset.
A：Yes.she is.
B：Please give my regards to her.
A：Yes，I will.
B：Is her mother any better now？
A：I think so.
B：That's good.
A：早上好，约翰。近来怎么样啊？
B：很好，你好吗？
A：还不错，你家里其他人也都好吗？
B：他们都很好，谢谢。海伦怎么样？
A：唉，她现在的情况不是很好。你知道吗，她母亲上星期送医院急救了。
B：哦，真叫人不安。海伦一定非常焦急吧。
A：是的。
B：请代我向她问候。
A：好的。
B：她母亲现在好些了吗？
A：我想是的。
B：那就好了。

A：Hello，Mr.Green，how are you feeling？
B：Oh，I'm feeling all right.
A：How long have you been here？
B：Only three days.
A：What's wrong with you？
B：The doctor says it is lumbago.
A：Did the doctor give you an injection？
B：Oh，yes.He gave me several.
A：How did you feel after the injections？
B：I felt pretty good.
A：I have brought some oranges and grapes for you.
B：Thank you so much.
A：你好，格林先生，你感觉怎么样？
B：哦，我感觉很好。
A：你在这里多久了？
B：只有三天。
A：你哪不舒服呀？
B：医生说是腰部风湿痛。
A：医生给你打过针吗？
B：哦，是的，他给我注射过好几次。
A：注射之后你感觉怎么样？
B：我感到相当好。
A：我带了一些橙子和葡萄给你。
B：非常感谢。

A：Hello！Mr.Brown，glad to see you again.
B：Hello！Lisa，how are you？
A：Very fine，thank you，and you？
B：I'm fine，too.
A：How is/are your family？
B：They are fine，thank you.
A：How is your business？
B：Very good/just so so/not very good/not bad/It's the same as usual.
A：How was your trip？
B：Very good，but I am a little tired，because it's a long trip.
A：哈喽！布朗先生，很高兴又见到您。
B：嗨！丽莎，你好吗？
A：很好，谢谢，那么您呢？
B：我也很好。
A：家人如何？
B：他们都很好，谢谢。
A：生意如何？
B：很好/马马虎虎/不太好/还不错/和平常一样。
A：旅途如何？
B：很好，但是我有点累，因为飞行距离很长。





星期四　Asking for Help 求助
核心词汇记一记　Key Words＆Phrases
appreciate　　　　　　　　　　 鉴赏；感激
arrange　　　　　　　　　　　　　　　安排
edit　　　　　　　　　　　　　编辑，校订
memo　　　　　　　　　　　　　　　备忘录
mind　　　　　　　　　　　　　　　　介意
terrific　　　　　　　　　　　令人恐怖的
washroom　　　　　　　盥洗室，〈美〉厕所
经典句型背一背　Useful Sentences
☆I wonder if you could do me a favor.不知您可否帮我个忙？
☆May I ask a favor of you？我想求你一件事行吗？
☆Would you be so kind as to help me with the job？你愿意帮我做这件事吗？
☆Could you help me write this plan？你能帮我写这个计划吗？
☆It would be a big help if you could arrange the meeting.如果你能安排这个会议的话，就是帮我大忙了。
☆I've got some problems in my work.我工作上遇到了一些困难。
☆If you don't mind.如果不给您添麻烦的话。
☆Can you do me a favor？你能帮我个忙吗？
☆Excuse me，sir.Could you help me put the suitcase onto the luggage rack？打扰一下，先生，您能帮我把这个手提箱放到行李架上吗？
☆Excuse me，sir.I have a problem.Can you help me？先生，对不起，我遇到一个问题。您能帮我吗？
☆Could you tell me something about that？有关那件事，您能否为我提供些情况？
☆You might get me a gift for my daughter，if it isn't too much trouble.如果不麻烦的话，你可以帮我给我女儿买件礼物吗？
☆Could you lend me your dictionary？我能借用一下你的词典吗？
☆Would you mind if I use your laptop？我用一下你的笔记本电脑可以吗？
☆Would it be possible for you to give me a lift？我能搭你的车吗？
☆Do you think I could possibly ask for leave？请问我可不可以请假?
模仿对话练一练　Situational Dialogues

A：Hi，Alex.Would you come with me to Supply？I've got to pick up a load of stuff and I'm afraid I can't carry it all.
B：Sure，Stacy.Let me just grab my coat.
A：Thanks.I appreciate the hand.I'd have to make two or three trips on my own.
B：Don't mention it.I'm glad to help.
A：嗨，亚历克斯。你能跟我去趟总务处吗？我得领一大堆东西，但恐怕我拿不了那么多。
B：没问题，斯塔西。等我拿上大衣。
A：谢谢，多谢你帮忙。要我自己得跑两三趟。
B：不算什么，我很乐意帮忙。

A：This is killing me！Saul，could you come here for a minute？
B：Sure，what's up？
A：I am trying to find the file you gave me this morning.
B：Let me see...here it is.
A：Thanks，sometimes it just takes another pair of eyes.
B：I know.I am the same way.
A：真把我害惨了！索尔，你可以过来一下吗？
B：可以的，什么事？
A：我在找你早上给我的文件。
B：让我看看……在这里。
A：谢谢你，有时候多一双眼睛是很有用的。
B：我知道，我也是这样。

A：Is there anything I can do to help？
B：Well，yes there is，if you don't mind？
A：Name it.
B：My printer is broken.Can you print up a copy for me？
A：Sure，no problem.Do you want me to edit it for you？
B：Please，you write much better than I do.
A：有什么事我可以帮忙吗？
B：的确有，你不介意吧？
A：直说吧。
B：我的打印机坏了。你可以替我复印吗？
A：当然，没问题。你要我替你编辑版面吗？
B：要麻烦你了，再说你的文笔也比我的好。

A：I was wondering how you wanted this memo typed.
B：I'm glad you asked.It's actually a business letter.
A：Oh，I must have read your note wrong.
B：I want it on our company letterhead with the proper inside address.
A：Okay，I think I understand it now.But do you have a sample business letter at hand so I can follow suit？
B：You are lucky！I have a book telling you everything about the forms of business letters.A：That's terrific！Lend it to me now.
A：我不知道你这份备忘录要怎么打。
B：我高兴你来询问这事儿。事实上这是一封商业书信。
A：哦，我一定是把你给我的条子看错了。
B：这封信要有公司的信头，还要有正确的信内地址。
A：好，我想我知道了。不过，你手头有没有商业信的样本让我可以参照的？
B：你真走运。我有本书，里面谈及关于商业书信格式的具体事项。
A：那太好了！现在就借给我吧！

A：Excuse me，Xiao Wang.
B：What can I do for you？
A：Can you keep an eye on the telephone？There will be an important call.
B：Certainly.Will you be gone long？
A：No，I just have to go to the washroom.
B：Go ahead.It will be safe with me.
A：That's very kind of you.
A：劳驾，小王。
B：要我帮你什么忙？
A：你能帮我听一下电话吗？待会儿有一个重要的电话。
B：当然可以，你会去很长时间吗？
A：不会，我只是去洗手间。
B：去吧，这儿交给我没问题。
A：太好了。





星期五　Invitation 邀请
核心词汇记一记　Key Words＆Phrases
appointment　　　　　　　　　　　　　 约会
convenient　　　　　　　　　便利的，方便的
get-together　　　　　　　　　聚会；联欢会
go boating　　　　　　　　　　　　　去划船
spare　　　　　　　　　　　　　 省下，提供
经典句型背一背　Useful Sentences
☆I'd like to make an appointment this Saturday.我想在这个星期六约个时间见面。
☆Can I see you this afternoon？今天下午我可以和您约个时间见面吗？
☆Do you think you could come to my home this afternoon？你看你今天下午能来我家吗？
☆I'd like to make an appointment with you.我想约个时间同你见面。
☆I wonder whether you could spare me half an hour tomorrow.不知你明天能否给我半小时的时间。
☆Thanks for your invitation.I'd be delighted to.谢谢你的邀请。我很高兴去。
☆Thanks.I'd like to have dinner with you on Monday.谢谢。我愿意周一跟你去吃饭。
☆Sure.That would be fun.当然。那应该很好玩的。
☆Sure.That would be wonderful.当然。那应当很不错。
☆What a nice idea！I'd really like that.这个主意真好！我真的很喜欢。
☆What a terrific idea！I'd love to.多棒的主意啊！我愿意。
☆Sounds great！听上去很不错啊。
☆Sounds like fun！听上去挺有意思。
☆Sure（thing）！说定了！
模仿对话练一练　Situational Dialogues

A：Hi，Mr.Wang.Do you feel like going boating with me？
B：Sounds interesting.I haven't gone boating for some time.And what time？
A：How about tomorrow afternoon？
B：Sure.Where shall I meet you？
A：At the gate of the park.
B：Great.I look forward to meeting you.
A：See you then.
B：See you.
A：王先生，您好，您愿意跟我去划船吗？
B：好极了！我已有好长一段时间没去划船了。什么时候去？
A：明天下午如何？
B：好的。我们在哪里见面？
A：公园门口。
B：太好了。到时见。
A：好，再见。
B：再见。

A：I'd like to take you out for dinner.It's my treat.
B：Great，thank you.
A：When is it convenient for you？
B：Any weekend will do.
A：How about this coming Sunday evening？
B：Sounds great.Will you pick me up at my house？
A：Sure.Is seven o'clock alright？
B：That will be fine.See you then.
A：我想请你出去吃饭，我请客。
B：太好了，谢谢你。
A：你什么时间有空？
B：只要是周末都可以。
A：这个星期日晚上怎么样？
B：好极了。你能不能到我家来接我？
A：好啊，7点钟行吗？
B：可以。到时候见。

A：Would you like to come round for a meal on my birthday？
B：Oh yes.Thank you very much.That sounds lovely！What day is your birthday？
A：It's next Friday，the 8th.
B：Oh，well，wait a minute.Let me look in my planner.I'm not sure if I can.I have to play in a tennis match on Friday.Oh，what a pity！
A：How about later in the evening？
B：Oh yes，the evening is better.
A：我生日的时候您愿意来吃饭吗？
B：噢，太谢谢您了，这太好了。哪天是您的生日？
A：下星期五，8号。
B：嗯，好的。等一下，让我查一查我的日程安排。我说不准是否能来。星期五我得参加一场网球赛。哦，太可惜了！
A：晚上晚一些时候行吗？
B：好吧，晚上更好。

A：Hello，Alex.It's Rose here.
B：Hello，Rose.How's everything？
A：Fine，thanks.I'm having several friends over for dinner this Saturday.And I was wondering if you have the time to join us.
B：Sounds good.What time do you want me to come？
A：Is six o'clock all right？
B：That's fine.I think I can make it.By the way，what do you want me to bring？
A：Nothing，Just bring yourself.
A：喂，亚历克斯，我是露丝。
B：喂，露丝。你好吗？
A：很好，谢谢。这星期六我邀了几个朋友过来吃晚饭。不知道你有没有空来参加？
B：听起来真不错。你要我什么时候到？
A：6点好吗？
B：好，我想我来得及。顺便问一下，你要我带什么东西来吗？
A：什么都别带，只要人来就可以了。

A：Hi，Mike.I'm just looking for you.Where are you going？
B：Hi，Jack.I'm going home for the weekend.
A：Why not join us tomorrow for a picnic？
B：Picnic！That's what I'm longing for.Who are the other people？
A：There are lots of us.But one I should refer to you is Big Jim.
B：Big Jim！One of my best old friends！He has been abroad for several years，hasn't he？
A：Yes.He flew home yesterday and suggested old friends have a get-together.So we decided on a picnic at the East Lake.
B：Very nice！How is it arranged？
A：As usual，all of us would bring something there.
A：嗨，迈克，我正找你。你这是去哪儿？
B：噢，杰克。我要回家过周末。
A：为什么不明天一块去野炊呢？
B：野炊？那可是我渴望已久的。另外还有谁去？
A：我们好几个。其中最值得跟你提起的是大个子吉姆。
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：是的。他昨天飞回来了并且建议老朋友们聚聚。因此我们决定到东湖野炊。
B：太好了！怎么安排？
A：像往常一样，我们每个人都带点东西去。





星期六　Declining an Invitation谢绝邀请
核心词汇记一记　Key Words＆Phrases
anyway　　　　　　　　　　　无论如何
casual　　　　　　　　　　　非正式的
picnic　　　　　　　　　　　　　野餐
suburb　　　　　　　　　　市郊，郊区
turn sb.down　　　　　　　　拒绝某人
经典句型背一背　Useful Sentences
☆I'm afraid I can't.我恐怕不能去。
☆Thank you，but I'm afraid I have other plans for that night.谢谢，但是恐怕我那天晚上有别的事。
☆I'm sorry.I can't go to the movie with you.很抱歉，我不能跟你去看电影。
☆I wish I could，but I'm busy.Maybe another time.我希望我能去，可是我太忙了。要不下一次吧。
☆I hate to turn you down，but I must...真不愿意拒绝你，但是我必须……
☆I would like/love to any another time，but I've already made plans.以后有机会我很愿意，但这一次我已经有安排了。
☆Thanks for asking，but...谢谢你来问我，但是……
☆I appreciate your invitation，but I'm afraid I can't.谢谢你的邀请，但是恐怕我不行。
☆I'm afraid I can't，but thanks anyway.恐怕不行，但还是谢谢你。
☆I'm tied up that day/night.What about another time？那天/晚上我有事儿。改日吧。
模仿对话练一练　Situational Dialogues

A：We're having a Christmas party at my home next Friday.Do you think you can come？
B：I'm sorry.I can't come，because our company has a party，too，next Friday.Thank you for asking me.
A：No problem.Maybe next time.
A：下周五在我家将有一个圣诞晚餐会，你能来吗？
B：对不起，我不能去，我们公司下周五也有一个聚会。谢谢你的邀请。
A：没关系，下次吧。

A：I'm calling to see if you would like to have lunch tomorrow.
B：I'm sorry，but this week isn't very convenient for me.
A：Perhaps we can make it later.
B：That would be better.
A：我打电话给您是想知道明天一起吃顿中午饭怎样？
B：对不起，这个星期我都不方便。
A：那么，也许改天吧。
B：好啊。

A：Are you free next Saturday？
B：I'm not sure about it.I'll have to check.What for？
A：We're going to have a picnic in the suburb.
B：Oh，I'm sorry I've already made plans and it's too late to change it.Why didn't you tell me earlier.
A：下周六你有空吗？
B：我不能确定。我看一下。有什么事？
A：我们准备到郊区去野餐。
B：噢，对不起，我已有安排了，而且现在改变计划已为时太晚。你怎么不早点告诉我呢？

A：Hello，Miss Huang.How are you？
B：Hello，Wang.I'm fine，and you？
A：I'm doing fine，too.Well，Miss Huang，we are planning to have a casual get-together and I wonder if you and your husband can join us.
B：That sounds very nice.When will it be？
A：It's next week from this Monday.
B：What a pity！We have another party that day.How I wish we could come！
A：It doesn't matter.Let's wait until next time.
A：喂，黄小姐，你好吗？
B：喂，王，我很好.你呢？
A：我也很好。嗯，黄小姐，我们打算大家小聚一番，不知道您和您丈夫能不能赏光？
B：听起来真不错，什么时候呢？
A：下个星期一。
B：太可惜了！我们那天也有个聚会。真希望我们能去！
A：没关系。下次还有机会。

A：Hi.Jill is speaking.
B：This is Sam.How are things with you，Jill？
A：I'm very well，but very busy.
B：But you've finished your exams，haven't you？
A：Yes，but I've got a lot of things to do.
B：How about coming out with me this evening？
A：I'm sorry，I can't.I've promised to meet a friend.
B：What about the weekend？Are you free then？
A：No，I'm sorry.I've arranged to go to Paris this weekend.
B：But I must see you！What about next week some time？
A：I don't know.I've got so many things to do.
B：Oh，I see.
A：I have to hang up now.Someone wants to use the phone.Goodbye.
A：你好，我是吉尔。
B：我是萨姆。你一切都好吗，吉尔？
A：我很好，就是特别忙。
B：可你已经考完试了，是吗？
A：是考完了。但我有许多事情要做。
B：今晚和我出去怎么样？
A：对不起，不行。我已答应去看一个朋友了。
B：这个周末怎么样？有空吗？
A：对不起，不行。我这个周末安排去巴黎。
B：但是，我一定得见见你。下个星期找个时间行吗？
A：我说不好，我有许多事儿要做。
B：那好吧。
A：我得挂了，别人要用电话，再见！





第三周　Workplace Storm 职场风云篇






星期一　Work Pressure 工作压力
核心词汇记一记　Key Words＆Phrases
cheerful　　　　　　　　　愉快的，高兴的 
diverse　　　　　　　　　不同的，变化多的
essential　　　　　　　　　本质的，实质的
exhausted　　　　　　　　　　　筋疲力尽的
fed up　　　　　　　　　　　　　　 　厌烦
overwhelm　　　　　　　　　　　淹没，覆没
relieve　　　　　　　　　　　　减轻，解除
经典句型背一背　Useful Sentences
☆I feel a little tired from the work.做这工作，我觉得有点儿累。
☆I'm really exhausted.我快累死了。
☆I'm burning the candle at both ends.我在疲于奔命。
☆I've got my irons in too many fires.我参与的事太多了。
☆I'm trying to do too much.我想做的事太多了。
☆I have no time to call my own.我累得分不清东南西北了。
☆I must have tired myself out.我一定过于劳累了。
☆I feel like a lump noodle.我累得不能动了。
☆I'm so busy.I'd really appreciate any help I could get.我忙得四脚朝天。有人帮帮我就好了。
☆I don't even have time to catch my breath.我连喘口气的工夫都没有。
☆I'm too busy to bother with such details.我太忙了，顾不上那么琐碎的事。
☆I'm worn out from the rush hour.这样繁忙使我精疲力竭了。
☆You're working hard.你工作太辛苦了。
☆Take it easy.放轻松些。
☆Don't think about it too much.不要考虑太多。
☆Loosen up！全身放松吧！
☆I am worn out by all this hard work.我被这些艰苦的工作搞得筋疲力尽。
☆I am really overwhelmed with a heavy load.我快被繁重的工作压垮了。
☆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。
☆Every job has its own kind of pressure.Difficult or pressure situations bring out my best characteristics.每种工作都会有压力。困难或压力能激发我的潜能。
模仿对话练一练　Situational Dialogues

A：You're not looking very cheerful.What's the matter with you？
B：Oh，nothing special.I'm just a bit fed up.
A：With your job？
B：With everything，with catching the same bus every morning，sitting in the same office all day and watching the same television programs.
A：You need a vacation.You've been burning the candle at both ends.
A：你看上去情绪不高，怎么了？
B：噢，没什么特别的事情，就是有一点儿烦。
A：烦工作？
B：烦所有的事情，讨厌每天早上赶同一班公交车，讨厌整天坐在同一间办公室里，讨厌看同样的电视节目。
A：你需要放个假了。你最近有点疲于奔命。

（Miss Yang is talking with Mr.Liu about working pressure.）
A：Long time no see，how goes the battle？
B：A bit chaotic but I'm doing well.How are things with you？
A：Good.Are you coming to grips with the new post？
B：Yeah，but my essential tasks have been keeping me really busy.
A：So you're feeling overwhelmed？
B：A bit.My duties are so varied and diverse.I've been having trouble getting a handle on them.
A：No worries.You can handle it.
（杨小姐正和刘先生谈论工作压力。）
A：好久不见，奋战得如何？
B：有一点手忙脚乱，但我做得还不错。你那边事情怎么样？
A：很好。你要开始应付新职务了吗？
B：是啊，但是基本工作就让我忙碌得不得了。
A：所以你觉得有点招架不住？
B：有一点。我的工作非常繁杂、多样化，我一直很烦恼该如何处理。
A：别担心，你应付得来的。

A：Dick，you look pale.What happened？
B：I didn't sleep a wink last night.
A：Did you have something on your mind？You look so concerned！Maybe I can help you！
B：Well，I'm under a lot of pressure.My boss is very pushy.He assigned me two projects.Now the deadlines are near and I still haven't finished one.
A：Is there anything I can do for you？
B：Well，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.
A：I know your feeling.Take it easy.
A：迪克，你面色苍白。怎么了？
B：我昨晚根本没睡觉。
A：你在想什么事吗？你看起来很专注啊。也许我可以帮帮你。
B：我最近压力很大。我老板太严格了，一下让我做2个项目。现在期限就要到了，可我一个都没做完呢。
A：我能帮上什么忙吗？
B：哎，我想我只能靠自己了。现在我只需要一个可以说话的人，让我缓解一下压力。
A：我理解你的感受。放轻松。

A：Derrick，don't you think you should take a vacation？Even one or two days would be fine.
B：There's no way.There's too much work.
A：But you look so exhausted.You need a break！
B：I know.My chances would be better if they would hire more people.
A：They won't hire more people？
B：No.They always want to keep the cost down.I am really overwhelmed with a heavy workload.
A：Maybe you should talk to the manager.
B：Yes.I'm going to bring this up at tomorrow's meeting.
A：德里克，你不觉得应该去休个假吗？一两天也行啊。
B：不行啊，工作太多了。
A：但是你看起来筋疲力尽的。你需要休息！
B：我知道。如果公司多雇点儿人我就会好过多了。
A：他们不多雇人吗？
B：不多雇，他们总想着降低成本。我快被繁重的工作压垮了。
A：也许你应该和经理谈谈。
B：嗯，明天开会的时候我就说。

A：Jack，you look pale.What happened？
B：To be frank，I didn't sleep last night.
A：Did you have something on your mind？You look so worried and exhausted！
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.
A：I know your feeling.Why didn't your company hire more people？
B：They always want to keep the cost down.I am really overwhelmed with a heavy load.
A：Take it easy，Jack.Is there anything I can do for you？
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.
A：Maybe you can talk to your boss.Also，you need a vacation.You've been burning the candle at both ends.
A：杰克，你看上去脸色很苍白，你怎么了？
B：说实话，我昨晚根本没睡觉。
A：你有什么心事吗？你看上去很焦虑，很疲惫。
B：我最近压力很大。我的老板分给我三个项目。现在期限就要到了，可我一个都没做完呢。
A：我理解你的感受。你们公司为什么不多雇些人手呢？
B：他们总是想着降低成本。我快被繁重的工作压垮了。
A：放轻松，杰克。我可以帮得上什么忙吗？
B：我想我只能靠自己了。现在我只需要一个可以说话的人，让我缓解一下压力。
A：也许，你应该和经理谈谈。另外你需要放个假了。你最近有点体力透支了。





星期二　Endless Overwork无休止加班
核心词汇记一记　Key Words＆Phrases
counsel　　　　　　　　　　　咨询
elect　　　　　　　　　　　　选出
establish　　　　　　　建立，设立
immune　　　　　　　　　　 免疫的
log　　　　　　　　把……记入日志
mental　　　　　　 精神的，智力的
relax　　　　　　　　　放松，休息
suicide　　　　　　　　　　　自杀
wage　　　　　　　　　　　　 工资
经典句型背一背　Useful Sentences
☆I'm fed up with the endless overwork.我厌倦了无休止的加班。
☆Wealth will never be as important as health.钱永远不如健康重要。
☆A lot of people suffer from pressure，working day and night.很多人日夜工作，承受很大的压力。
☆Could you stay late？你能晚点儿下班吗？
☆Could you work overtime tonight？你今晚能加班吗？
☆I need you to stay late.我需要你留下来加班。
☆I'm sorry.I can't stay late today.抱歉。我今天不能留下来加班。
☆Okay.I can stay late.好的。我可以留下来。
☆Can I take a taxi as it is very late at night？如果晚上太晚的话我可以打出租车吗？
☆Don't forget to write down your overtime hours on your time sheet.别忘了在你的考勤单上写上你加班的时间。
☆I need to work overtime today.我今天要加班了。
☆I have to finish this up for tomorrow.我必须把这个做完，明天要用。
☆Unfortunately，I must work overtime.很不幸，要加班。
☆I'm working overtime.我要加班。
☆This has to be done.这个必须做完。
☆I have to catch up.我必须赶上。
☆I'm staying late.我必须留下来工作。
☆You can go home.We'll finish the job.你先回家吧，我们把事情做完。
☆I have to work overtime today to get it done.我今天不得不加班才能干完。
模仿对话练一练　Situational Dialogues

A：I hate to do this to you，Alice，but I have to ask you to work overtime.
B：Does it have to be this afternoon，Mr.Fairbanks？I've already made plans.
A：Well，I would have preferred to do it today，but if you've already made plans，we can do it tomorrow.
B：I'd appreciate that，sir.How long do you think you'll need me to stay.
A：我不愿让你这样，艾丽丝，可我不得不请你再加些班。
B：非得在今天下午吗，费尔班克斯先生？我已经有安排了。
A：嗯，能在今天做最好，可是如果你已经作了安排，我们可以明天做。
B：谢谢您，先生。您想让我待多久呢？

A：We'll need to put in overtime.
B：I was afraid of that！
A：There go my weekend plans.
B：Yeah，I have to rearrange my schedule，too.
A：I know，just complaining.
B：We don't really have an option，do we？
A：Okay，what's the plan going to be？
B：We work a couple of hours tonight and tomorrow night.
A：我们得要加班了。
B：我就怕要那样做！
A：我周末有计划。
B：是啊，我也得重新安排我的行程。
A：我知道，只是发发牢骚。
B：我们真的别无选择，对吧？
A：好吧！打算怎么做？
B：我们今晚和明晚工作几个小时。

A：You won't believe who's been elected to do overtime on the Baker account！Me！I've already logged in 10 hours overtime！
B：Wow！Why so much？I thought they were getting you an assistant.
A：They were supposed to，but so far nobody's turned up，and I'm left on my own to do the work.This is the first break I've had all day.
B：They're really running you into the ground.Why don't you ask for some time off？You could take a long weekend and go away somewhere.
A：你想象不到谁被选中加班做贝克项目了。我！我已经加了10个小时班了！
B：哇！怎么这么长啊？我以为他们要给你派名助手呢！
A：应该是。可是到目前为止还没有人来呢，只剩我一人在做这事。这是我一天来头一次休息。
B：他们对你有点太过分了。你为什么不请几天假呢？你可以到某个地方度一个长周末。

A：You look depressed，David.What's the matter？
B：I feel worn out.I'm fed up with the endless overwork.
A：Why not just stop and relax yourself？
B：I have to work to support a whole family.
A：Then you need more care at this rate.We plan to spend the weekend in the country，would you like to join us？You deserve a good rest，you know.
B：Thank you very much.But I have to attend a conference next week in Hong Kong.I'm supposed to get everything prepared this weekend.Thank you again.
A：What a pity！Take care，David.Wealth will never be as important as health.
A：你看上去很沮丧，大卫。怎么了？
B：我很累。厌倦了无休止的加班。
A：别干了，放松一下自己。
B：我要养一大家人啊。
A：那你就更应该保重自己。我们计划着周末到乡村过两天，和我们一起去吧？你应该好好休息一下。
B：非常感谢。我下周还要去香港开会。周末应该准备一下。再次表示感谢。
A：真遗憾。保重，大卫。钱永远不如健康重要。

A：Here is a report that concerns about people committing suicide because of high pressure.
B：Yes，anincreasingnumberofpeoplesufferfrom psychological problems，especially in big cities.
A：Right.It mentioned that students end their lives for the pressureofemployment.Migrantworkerskilled themselves after failing to obtain overdue wages.And some of the social elite fall into mental depression for working stress.
B：People's income in China increases tenfold，or even hundred fold in the past 30 years.But instead of being contented，they get frustrated and depressed.
A：Right.In a fast paced modern society people shoulder more pressure.
B：It's harmful.To my knowledge，long-term mental pressure affects body's immune system.
A：Measures have to be taken to help people.
B：Sports and music sometimes can do some good.
A：But psychological health care center seems to be more and more important.
B：Right.I heard special mental counseling hotlines and websites had been established.
A：Good news.
A：这有一篇关于人们因压力大自杀的报道。
B：是呀，越来越多的人受心理问题的困扰，尤其在大城市。
A：是的。这里提到，学生因为就业压力轻生。民工因工资被拖欠自杀。社会精英因为工作压力精神抑郁。
B：过去30年里，中国人的收入比以前增长了10倍，甚至100倍。但是他们没有满足，反而焦虑、抑郁。
A：没错。在节奏快的现代社会，人们承受更多的压力。
B：是的，这很不好。就我所知，长期的精神压力影响人的免疫系统。
A：应该采取措施了。
B：体育锻炼，听音乐有时确有帮助。
A：但是心理治疗也很重要。
B：对。我听说已经建立了一些专门的咨询热线和网站帮助那些人。
A：这是个好消息。





星期三　Advancement 晋级
核心词汇记一记　Key Words＆Phrases
accountant　　　　　　　会计（员），会计师
career　　　　　　　　　　　　　　　　职业
clerical　　　　　　办公室工作的，办事员的
interest　　　　　　　　　　　　利益；利率
management　　　　　　　　　　管理层，资方
negotiate　　　　　　　　　　　 商议，谈判
position　　　　　　　　　　　 职位，岗位
potential　　　　　　　　　 潜在的，可能的
promotion　　　　　　　　　　　 升职，提拔
secretarial　　　　　　　　 秘书的，书记的
经典句型背一背　Useful Sentences
☆I'd like you to consider my promotion.我想让你考虑一下我的升职问题。
☆I would like to fill the assistant buyer's position.我希望承担助理采购的职位。
☆I can do well in a more responsible position.我能够胜任责任更大的岗位。
☆I'm not just making a request for my own interest，but making an offer for the good of the company.我不仅仅为了自己的利益提出要求，也是为公司着想。
☆When will it be a better time？何时适宜？
☆When will it be appropriate to have this discussion？何时适宜讨论此事？
☆The management has always been considerate about the career development of the employees，hasn't it？管理层不是向来为员工的职业发展着想吗？
☆Let me put it this way：I don't think you are ready for a promotion yet.这样说吧，我认为你还没有为升职做好准备。
☆Can't my accomplishments prove my ability？难道我的业绩不能证明我的能力吗？
☆What will it take for me to demonstrate that I am ready？我要用什么来证明我已经准备好了呢？
☆We're planning to fill the vacant position you're after with somebody from the outside.我们打算从外面调人填补你想得到的空位。
模仿对话练一练　Situational Dialogues

A：Hello，what can I do for you？
B：Well.I've worked here for a year，and I'd like to have a chance of advancement.
A：What job are you applying for？
B：I'd like a secretarial job in the clerical department.
A：Is your English good enough？
B：I hope so.I'm studying English at a language school.
A：你好，我能帮你什么？
B：你好，我在这里工作了一年，我想得到一些提升的机会。
A：你想干什么工作呢？
B：我希望到办公部门做秘书工作。
A：你有足够好的英语水平么？
B：我想是的，我在一所语言学校里学习英语。

A：Miss Li，we are pleased to announce that we are giving you a promotion.
B：really？
A：Yes，wearepromotingyoutoSeniorAccount Representative.
B：Thank you.
A：You're welcome.
B：What an honor this is！
A：We have quite a bit of confidence in you.
B：That means a lot to me.
A：李小姐，我们很高兴地宣布你得到了提升。
B：真的吗？
A：是的，我们将提升你为高级会计代表。
B：谢谢您。
A：不用客气。
B：这是很高的荣誉啊！
A：我们对你很有信心。
B：这对我来说意义非常大。

A：Good morning，sir.
B：Morning.Anything I can do for you？
A：I have been working as an accountant assistant for a year.I'd like to ask for a chance of advancement.
B：What's on your mind？
A：I suppose I could work as a staff accountant in our firm and I'm doing the job indeed，since Mary left last month.
B：Good，I don't think you will be disappointed.Congratulations.
A：Thank you very much.I'll make the best effort.
B：All right.Hope you make better use of your potential in the new position.
A：早上好，先生。
B：早上好。有什么事么？
A：我在公司做助理会计师已经一年了，我想升职。
B：你有什么想法？
A：我想我可以做一个会计师，实际上，从玛丽上个月离开以后，我就是在公司做会计师的工作。
B：好，不会让你失望的。祝贺你。
A：非常感谢。我会尽最大的努力。
B：好的。希望你在新的岗位上更好地发挥你的潜力。

A：I've been working here for ten years and have learned a lot to offer.
B：Are you negotiating a promotion？
A：I want to offer better service to the company.
B：But I need to keep you where you are for at least another year.
A：When will it be a better time to talk about it？
B：Let me put it this way：I don't think you are ready for a promotion yet.
A：Can't my accomplishments prove my ability？
B：To be perfectly frank with you，we're planning to fill the vacant position you're after with somebody from the outside.
A：我在此处已供职十年，学到了很多东西，现在可以回报公司了。
B：你是要求升职吗？
A：我希望更好地回报公司。
B：但我需要你在现有岗位上至少再干一年。
A：何时更适宜谈论升职的事？
B：这样说吧，我认为你还没有为升职做好准备。
A：难道我的业绩不能证明我的能力吗？
B：直说了吧。我们打算从外面调人填补你想得到的空位

A：Good morning，Linda.
B：Good morning，Mr.Smith.
A：Can I be of any help？
B：I've been working as a receptionist for a year and a half.The job is just at my fingertips I'd like a change.
A：What do you intend to do？
B：You know，Mr.Smith，Ms.Jones is going to give birth.She'll quit in a month.I suppose I could take her place as a secretary in the clerical department.
A：Sounds reasonable.Do you know the duties of a secretary？
B：I think so.I've talked about the job with Ms.Jones.The job is concerned with typing，filing，arranging regular meetings，or something else.Now I'm taking a secretarial course in a night school.I think my training and enthusiasm can put me in with the chance.
A：Yes.Opportunities are for those well-prepared.Good luck.
B：Thank you very much，Mr.Smith.I will try my best.
A：早上好，琳达。
B：早上好，史密斯先生。
A：有什么我能做的么？
B：我在公司做接待已经一年半了。对这个工作了如指掌。我想换一份工作。
A：你有什么意向？
B：您知道，史密斯先生，琼斯小姐就要生孩子了，一个月以后她就会辞职，我希望自己能接替她的位置坐办公室的秘书。
A：听上去合理。你知道秘书是做什么的么？
B：我也是这么想的。我和琼斯小姐谈过，秘书的工作涉及：打字、整理文件、安排会议等等。现在我在夜校参加了秘书课程的学习。我想我受的培训和我的热情能为我赢得机会。
A：是的。机会总是给有准备的人。祝你好运。
B：非常感谢，史密斯先生。我会尽我的全力。





星期四　Boss上司， 老板
核心词汇记一记　Key Words＆Phrases
admirable　　　　　令人钦佩的，值的赞美的
ambition　　　　　　　　　　　 野心，雄心
harassment　　　　　　　　　　　　　 骚扰
inappropriate　　　　　不适当的，不相称的
initiative　　　　　　　　　　　　　 主动
loyalty　　　　　　　　　　　　忠诚，忠心
patronizing　俨然以恩人态度的，要人领情的
rude 　　　　　　　　　　　粗鲁的，无礼的
qualify　　　　　　　　　　　　限制，限定
seminar　　　　　　　　研究会，讨论发表会
sexist　　　　　　　　　　 男性至上主义者
spot　　　　　　　　　　 斑点，污点，地点
经典句型背一背　Useful Sentences
☆A boss is the leader of the company and is responsible for most major decisions.老板是公司的领导，负责大部分重要决策。
☆If a boss is weak or makes bad decisions，the company will lose money.That's why a boss is highly paid.如果老板软弱无能或决策失误，公司就会亏损。这就是为什么老板的工资要高的原因。
☆I'm a bit biased against female bosses.我对女性主管有些偏见。
☆An ideal boss should have strong managerial and interpersonal skills.理想的老板应该有很强的管理技能及良好的人际交往技能。
☆An ideal boss should be able to do ten things at once while remaining cool and calm in a scrisis.理想的老板应该能够同时处理十件事情，而且在危机时刻保持镇定。
☆A boss should be self-confident，highly-motivated，aspiring，explorative，trustworthy，unbiased，tactful，open-minded and versatile.老板应该自信，上进心强，雄心勃勃，开拓进取，稳重可靠，毫无偏见，足智多谋，思想开放，多才多艺。
☆What's your ideal boss？你觉得理想的老板应该是怎么样的？
☆It's highly demanding.要求真高啊！
☆He should have excellent language abilities.He needs to convey his ideas clearly.他应该有优秀的语言能力，他需要清楚地表达思想。
☆A good boss should be energetic，enthusiastic，responsible and well organized.优秀的老板应该精力充沛，热情洋溢，对工作负责，井然有序。
☆The new manager seems to be doing a pretty good job.Of course，anyone would be better than that last guy.新经理似乎干得不错。当然，随便谁都比原来的那家伙强。
☆Our managing director's authority stems from his outstanding personal qualities in their own right，more than from his official capacity as such.我们主管的权威来自于他卓越的个人特质，而非职位权限本身。
模仿对话练一练　Situational Dialogues
A：He's a good manager.
B：That's a matter of opinion.
A：What do you mean？
B：I worked with him for two years.That was the worst time in my career.

A：他是个好经理。
B：仁者见仁，智者见智。
A：此言怎讲？
B：我跟他工作了两年，那是我职业生涯中最糟糕的时期。

A：How would you describe your relationship with your boss？
B：We have a fairly good working relationship，but there was also a rough spot.
A：What do you think are his strengths？
B：Well，he has an amazing ability to analyze information.And he is very good at making the right decision in tough situations.
A：你怎么描述你和老板之间的关系？
B：我们的工作关系十分融洽，不过，也曾有过摩擦。
A：你认为他的长处是什么？
B：喔，他有惊人的信息分析能力，很善于在错综复杂的形势下做出正确的决定。

A：It's said that Mr.Green will be appointed as our head.
B：In that case，I'd rather quit my job.
A：Mr.Green has gotten many excellent achievements，he is qualified for it.
B：I admire his achievements，but that doesn't mean that I'd like to vote for him.
A：To me，that's the last straw.
B：Mr.Green is like a robot，he doesn't give us any slack.
A：Just because of this，you got a prize last month.
B：I don't care much about the prize.
A：听说格林先生要做我们的上司。
B：如果那样的话，我宁愿辞职。
A：格林先生取得了很多业绩，他是称职的。
B：我钦佩他取得的业绩，但并不意味着我会投他的票。
A：对我来说，那是最后一根稻草。
B：格林先生像个机器人，他不让我们有一丝松懈。
A：正因为如此，你上个月拿到了奖金。
B：我不在乎那点奖金。

A：Jenny，how are things going at the office lately？
B：Very awful.A month ago，we got a new boss，and I am totally fed up with him.He is really unreasonable about our workload.Since he came，I've been so busy I haven't had time to breathe.
A：Sounds terrible.What about his personality？Is he a nice guy at least？
B：Not a little.He not only gives us too much work，but also he 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.
A：What happened？Did your boss say something to offend you at work？
B：He constantly lets inappropriate things slip out，referring to the women employees as“girls”or calling us“sweetheart”or“darling”.
A：Don't you think you are overreacting a little？Calling by nicknames shouldn't be so bad.
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.
A：What a terrible working environment.Why don't you just quit.
A：珍妮，最近工作情况如何？
B：糟糕透了。一个月前我们来了新老板，我烦透了他。他毫无道理的给我们增加工作量。自从他上任，我一直很忙，连喘气的机会都没有。
A：听起来很糟糕。他的人品如何？至少人品还不错吧？
B：才不是呢。他不仅给我们分配很多工作，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，他多次使用歧视的语言，这次我真的要举报他的性骚扰行为。
A：发生。了什么事？你的老板在工作中说冒犯你的话了吗？
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：你是不是反应有点过激了？叫你们昵称没有那么严重吧？
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。他要改变的不仅仅是他说的话，更是他的态度。
A：多么糟糕的工作环境呀。你为什么不辞职？

A：Where's our boss！I need him to sign a few documents and contracts.I checked in his office，but he's not there.Is he out of the office now？
B：Yes.Today is Thursday，so the boss went off to his MBA seminar class.He is out of the office every Thursday and Friday mornings.And he has classes all day Saturday.
A：What's he studying？
B：He is finishing up a special continuing education program for executives.He can continue working，taking a few classes in a state university，and in two years he will complete his MBA.
A：Why is he so enthusiastic about completing his MBA？He is no longer a young man.
B：I just heard he might be selected to fill the vacancy in the CEO slot.
A：No wonder he's been so stressed and bossy.Now，he must have lots of homework to do.
B：As far as homework goes，it's a breeze for him.He just has his secretary do his homework.
A：老板在哪里？我要找他签几份文件和合同。我去他办公室找过，可是他不在那儿。他现在下班了吗？
B：是的。今天是周四，所以我们老板去上工商管理硕士的课程了。每周四和周五上午他都不上班。周六全天他也去上课。
A：他学什么呢？
B：他参加了针对管理人员开办的特殊继续教育项目。他可以一边继续工作，一边去州立大学听课，两年就能完成工商管理硕士的全部课程。
A：为什么他如此热切要完成工商管理硕士呢？他已经不是年轻人了。
B：我刚听说他可能被选中接替执行总裁一职。
A：难怪他最近一直很紧张和专横。现在，他要做很多家庭作业了。
B：作业对他而言是轻而易举的事。他只要把作业交给他的秘书就行。





星期五　Deciding to Quit决定走人
核心词汇记一记　Key Words＆Phrases
challenge　　　　　　　　挑战，向……挑战
horizon　　　　　　　　地平线；眼界，见识
immediately　　　　　　立即，马上，直接地
newly-built　　　　　　　　　　　　新建的
opportunity　　　　　　　　　　机会，时机
resignation　　　　　　辞职，辞职书；放弃
tough　　　　　　　　　　　坚强的，坚韧的
经典句型背一背　Useful Sentences
☆Under such circumstances，I have no choice but to go elsewhere.这样的话，我别无选择，只能另谋高就了。
☆I'm sorry to bring up my resignation at this moment.我很抱歉在这个时候提出辞呈。
☆I've decided to study abroad.我已经决定出国念书了。
☆I want to expand my horizons.我想拓展我的视野。
☆I've been here for too long.I want to change my environment.我在这里待得太久了。想换一换环境。
☆I'm quitting because I want to try something different.我辞职是因为我想尝试不一样的东西。
☆I'm running out of steam.I need to take a break.我精疲力竭了，我需要好好休息。
☆If you want to resign，how long of a notice you need to give the company？Four weeks of notice.要是想辞职，要提前多长时间告诉公司？提前4周。
☆Now that you're leaving the company，you can go ahead and do what you want.既然你要离开公司，那就走吧，做自己想做的事去吧。
☆I need to tell you that I've decided to quit.我要告诉你我已经决定辞职了。
☆What's the reason for your resignation？你要辞职的原因是什么？
☆There is no room for the kind of career growth I would like.这里没有我想要的发展事业的机会。
☆I have concluded that my contributions here are not rewarded and my ideas are ignored.我认为我的贡献没有得到回报，我的见解也没有得到重视。
☆To facilitate smooth transition I plan to stay until the end of the month to complete my project and train my replacement.为了能顺利交接，我计划做到这个月底，完成手头的工作，并帮助接替我的员工熟悉情况。
☆It was the chance of a life time 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。
☆I feel I've grown professionally as much as I can here，and I need some new challenges.我觉得在这里学的专业知识已经到了极限，我需要新的挑战。
模仿对话练一练　Situational Dialogues

A：I've made a tough decision.Here is my resignation.
B：Why？I'm thinking about promoting you.
A：To be honest，I've got a better offer.
B：Congratulations！
A：Thank you！I've really enjoyed working with you.However，I think it's about time for me to leave.
A：我做了一个艰难的决定。这是我的辞呈。
B：为什么？我正考虑给你升职呢。
A：老实说，我有一个更好的工作机会。
B：那恭喜你了！
A：谢谢！真的很高兴能与你共事，但该是我离开的时候了

（Kate wants to leave.）
A：I've found a new position at another company.
B：May I ask you why？
A：Well，I feel I've grown professionally as much as I can here，and I need some new challenges.
B：I see.Were there any other reasons？
A：To be honest，the chances for advancement are good，and the money is just too good to turn down.
B：I suppose it's too late to make any sort of counter offer.
A：It was the chance of a lifetime，and I really felt I couldn't turn it down.
B：Well，I'm sad to see you go.But I do want to wish you all the best in your new career.
（凯特想要辞职。）
A：我已经在另一家公司找到了一份新工作。
B：为什么呢？
A：唔，我觉得在这里能学到的专业知识已到了极限，我需要新的挑战。
B：我懂了。还有其他的原因吗？
A：老实说，新公司晋升的机会很好，而且薪水高得简直让人无法拒绝。
B：我想，现在提出任何要让你改变心意的建议都为时太晚了。
A：这是个一生难得的机会，我觉是实在无法拒绝。
B：唔，你要走，我真的很难过，但我真心希望你新工作事事顺利。

A：Hello！John.It's said that you're going to leave the company.Is it true？
B：Yes，Mr.Smith.
A：It comes as a bit of surprise.You know how much I value your work.Could you tell me why？
B：To be honest，I want to work in a company with high pay and more chances for promotion.
A：I'm sorry to hear that.You know our company is a newly-built one.Things will go better with development.
B：Maybe.Thank you for your help，but I still want to leave the company to seek development.
A：Then I hope everything turns out well.
B：Thank you.
A：你好！约翰。听说你要离开公司，是真的吗？
B：是的，史密斯先生。
A：这太突然了。你知道我很看重你的工作。你能告诉我为什么吗？
B：说实话，我想去一家薪水高一些又有较多晋升机会的公司。
A：听你这么说我非常遗憾。你知道我们公司刚成立不久。情况会随着发展好起来的。
B：也许。谢谢您的关照。我还是想离开公司另谋发展。
A：那我祝愿你一切顺利。
B：谢谢。

A：Could you spare a few minutes？
B：Sure.What do you need？
A：Well，I wanted to let you know that I've put in my notice.
B：Really？Why？
A：Well，to be honest，I've got a better offer.
B：Well，that's great news！Congratulations！Where will you be located？
A：The head office is in New York，but I'll be dealing with overseas companies and flying to this side of the world from time to time.
B：It'll be sad to see you go，but it sounds like you've found yourself a great opportunity.
A：I have.I feel lucky.I look forward to dealing with overseas companies and at the same time having a chance to use English more.
A：你能腾出几分钟时间吗？
B：没问题，你需要什么？
A：我想告诉你我辞职了。
B：真的？为什么？
A：嗯，坦白说，我有更好的选择了。
B：啊，那可是个好消息！恭喜你！你要去哪里？
A：那家公司的总部设在纽约，不过我要打理和海外公司的买卖，会经常飞回来的。
B：你要走的话我会很难过，不过看来你找到了更好的机会。
A：是的，我觉得很幸运。我一直希望能同海外公司做生意，并借机会多多锻炼英文。

（The manager is talking with Mary.）
A：I expect you know what I wanted to talk to you about.
B：My letter of resignation，you mean？
A：Well，yes.I thought you were happy here.
B：I am.But they seem very keen，and it's a good offer.More pay，more responsibility.
A：But still secretarial？
B：Yes.
A：Mary，how would you feel about a real challenge？To cut a long-story short，we've decided to create a new post.We're expanding fast，and we need someone to take on complete responsibility for getting orders to our customers.I'm told you're pretty good at that sort of thing.
B：Yes，I've been doing quite a lot of it.
A：So，how would you like to be our Transport Manager？
（经理正与玛丽谈话。）
A：我想你已经知道我打算和你谈些什么。
B：您是说我的辞职信？
A：是的。我原以为你在这里工作是愉快的。
B：我是很愉快。可是他们显得非常恳切，而且工作也不错。工资比这里高，责任也更大。
A：可还是做秘书工作呀？
B：是的。
A：玛丽，你愿意接受真正的挑战吗？长话短说，我们决定增设一个新的岗位。咱们公司发展得很快，因此，需要有人全面负责将货物运交客户的工作。据说你很擅长这方面的工作。
B：是的，这种工作我做过不少。
A：那么，你愿意担任公司的运输经理吗？





星期六　Getting the Sack被炒鱿鱼
核心词汇记一记　Key Words＆Phrases
directorate　　　　　　　董事会，高级职员会
eliminate　　　　　　　　　　　　排除，消除
enormous　　　　　　　　　　 巨大的，庞大的
exactly　　　　　　　　　　　正确地，严密地
frustrating　　　　　挫败的，挫折的，受挫的
force　　　　　　　　　　　　推动，施加压力
initiative　　　　　　　　　　　　　　 主动
mess up　　　　　　　　　　　搞糟，陷入困境
résumé　　　　　　　　　　　　　　　　简历
schedule　　　　　　　　　　 时间表，进度表
unconscious　　　　　　不省人事的，未发觉的
经典句型背一背　Useful Sentences
☆It is said our company plans to cut jobs.据说我们公司要裁员。
☆The company has decided to slash jobs to turn into profit.公司为了扭亏为盈要裁员。
☆I just got laid off.我刚刚下岗了。
☆One of my colleagues is between jobs now.我同事刚刚被炒鱿鱼。
☆If you are late again，the boss will give you the sack.如果你再迟到，老板就会把你炒了。
☆He was fired because of his repeated violations of the company regulations.他因屡次违反公司规定而被解雇。
☆I just heard that ten people are going to be laid off next month.我刚听到公司下个月要裁减十位员工。
☆The company issues a profit warning，plans layoffs.公司发布盈余警讯，计划裁员。
☆He was dismissed due to the lack of initiative.由于缺乏主动性，他被解雇了。
☆It would be better if the chairman resigned of his own accord，rather than as a result of pressure from the board.最好是董事长自动请辞，而不是由董事会施压。
☆I'm going to come straight to the point：the company is not satisfied with your performance，you're dismissed.我直截了当地说吧：公司不满你的表现，你被解雇了。
☆Unless you make cuts and improve performance，you'll have to go.I'm afraid that's the price you pay for the privilege of being head of department.除非你削减费用、提升业绩，否则你得卷铺盖走人。恐怕这就是你当部门主管所要付出的代价。
☆If your job performance doesn't improve，the company may not renew your contract.如果你再不改进工作表现，公司就可能不跟你续约了。
☆Your employment with this company is terminated.你跟这家公司的雇佣关系已经终止了。
模仿对话练一练　Situational Dialogues

A：Mike got fired.
B：When did that happen？
A：I don't know exactly.I found out today.
B：Gee，that's too bad.
A：Yeah.Nice guy.Uh，why do you think he got fired？
B：Oh，he was friendly all right，but I don't think he was vey competent.He was always behind schedule.
A：Yeah，but we all are.
B：Not me.Now，if you don't mind，I've got to get back to work.
A：迈克被炒鱿鱼了。
B：什么时候的事？
A：哪一天我也不清楚，我今天才知道的。
B：哎，真是不幸。
A：是啊，好人一个。呃，你觉得他是为什么给炒鱿鱼的？
B：哦，他为人还很不错嘛，不过我觉得他的能力就太逊色了，老是赶不上进度。
A：是啊，但我们哪个赶上进度了？
B：我可没落后。好了，对不起，我得做事去了。

A：Tim，could you step into my office？I need to talk to you.
B：Sure，I'll be there as soon as I finish this job.
A：I don't mean in ten minutes or half an hour.I mean right now！
B：OK，what's the problem？
A：I'm afraid you're the problem.
B：What do you mean？
A：We're going to have to let you go.
B：Why？I'm the hardest-working person here.
A：Well，you do seem to keep busy，but your work does not meet the quality that we require from our employees.Additionally，you don't work well with the other employees.
A：蒂姆，你能到我的办公室里来一下吗？我需要和你谈谈。
B：好的，一办好这件事我就来。
A：我不是说10分钟或半个钟头以后，我是说立刻就来！
B：好吧，出什么问题啦？
A：恐怕问题就在你身上。
B：你指的是什么？
A：我们得让你走了。
B：为什么？我是这里工作最努力的人了。
A：嗯，你似乎是很忙，但你的工作达不到我们对雇员工作质量的要求。另外，你和其他雇员配合也不太好。

（Hu Qiang was fired.）
A：I am sorry to say that we have to let you go.
B：Why？I work very hard.
A：Well，you are working hard but not efficiently.And you don't work well with other employees.
B：Well，some of those other guys are not the same kind I'd like to communicate with，but if that's important to you，I'll try to get along with them.
A：I'm afraid it's too late.We are downsizing our work force and you'll have to go.
B：It's unfair.
A：We can give you the option of resigning rather than being eliminated because it will look better on your résumé when you apply for another job if you resign.B：OK.I need to think about that for a while.
（胡强被解雇了。）
A：很遗憾，我们得让你走了。
B：为什么？我工作非常努力。
A：这个嘛，你是很努力，但是效率不高。另外，你和其他雇员的工作配合也不太好。
B：因为那些人里有一些是我不想和他们交流的，不过如果这件事在你看来很重要的话，我会注意与他们相处的。
A：恐怕太晚了。我们正在精简人员，你不得不走。
B：这事太不公平了。
A：你可以选择辞职，而不是被终止工作。如果你辞职的话，你再找工作时，简历上这样说明会好看一些。
B：好吧。那我得考虑考虑。

（Linda is talking with Wade.）
A：Hi，stranger！I haven't seen you for ages.What's up？
B：Hi，Linda.I have some bad news.I got fired.
A：Oh，no！That was only one week ago.How come？
B：It's a long story.In short，I didn't do a good job of it，messed up a business deal，a deal that would make ten million dollars and I messed it up.
A：I'm sorry，man.Then what are you going to do now？
B：I'm looking for a job.Mary doesn't know yet.I spent the last several days at a coffee store.A：That's not the way to solve the problem.
（琳达与韦德在谈话。）
A：嗨，老兄！好久没见了，忙什么呢？
B：嗨，琳达。我最近很倒霉啊。我被老板炒了。
A：不会吧！怎么才一个星期，就搞成这样了？
B：说来话长啊。都怪我，我把事情弄砸了。一笔1000万的大买卖让我给毁了。
A：真遗憾，老兄。那你现在怎么办？
B：找工作呗。玛丽还蒙在鼓里。这几天我都待在一家咖啡店里。
A：这也不是办法啊。

A：Please come in，Dick.
B：All right，Mr.Smith.
A：Have a seat over there.How are things going on in the office？
B：Pretty well.Everyone is working hard.
A：But，our business is going down sharply these couple of months.And we've to reduce some staff.。
。
B：You mean I'm among the people who have to go？
A：I'm afraid so.
B：Did I do something wrong？
A：Well，you're the sales manager.But our sales don't go up.
B：But you know I've been working very hard.And I have family to support.
A：I feel sorry，but that's the decision of the directorate.
A：迪克，请进来一下。
B：好的，史密斯先生。
A：坐吧。办公室里情况怎么样？
B：相当好。每个人都在认真工作。
A：但这两个月我们生意滑坡得很厉害。我们不得不裁员。
B：你是说我也是其中之一？
A：恐怕是这样。
B：我哪方面做得不好吗？
A：嗯，你作为销售部经理，并没有使我们的销售增加。
B：可你知道我一直都很努力的。而且我还要养家。
A：我真的很抱歉，但这是董事会的决定。





第四周　Employment practices 雇用惯例篇






星期一　Grooming 服装仪容
核心词汇记一记　Key Words＆Phrases
attention　　　　　　　　注意，关心，关注
candidate　　　　　　　　　候选人，投考者
conservative　　　　　　　 保守的，守旧的
lipstick　　　　　　　　　　　 口红，唇膏
modestly　　　　　　　　　 谨慎地；适当地
onion　　　　　　　　　　　　　　　　洋葱
pepper　　　　　　　　　　　　　　 胡椒粉
profound　　　 深刻的，意义深远的，渊博的
saloon　　　　　大会客室，公共大厅；酒吧间
tomboy　　　　　　　　行为似男孩的顽皮姑娘
经典句型背一背　Useful Sentences
☆This is the most suitable clothing for an interview.这是参加面试最适合穿的衣服了。
☆Shirts can go well with formal occasions.正式场合适宜穿衬衫。
☆Your clothing should be conservative，a skirt or dress is best.你的穿着必须保守一点，裙装或洋装最合适。
☆Make sure your hair is properly groomed.确保头发梳理整齐。
☆Your dressing doesn't match with the job you apply for.你的着装与你要应聘的工作不相符。
☆Wear dark colors such as navy blue.穿深色衣服，例如深蓝色。
☆Iron your clothing to get rid of all wrinkles.衣服要熨烫，不要有褶皱。
☆Clean your fingernails after neatly trimming them.修剪完指甲后要清洗干净。
☆Wear shoes that match the color of your outfit.Black is usually the best.鞋子的颜色和衣服要相称，一般而言黑色最适当。
☆Don't wear a lot of jewelry or large pieces of jewelry.勿穿戴过多或大型的珠宝首饰。
☆Don't wear shoes that are difficult to walk in.不要穿不好走的鞋。
☆Don't wear a lot of perfume.不要喷洒过重的香水。
☆Don't wear heavy makeup.不要浓妆艳抹。
☆Style your hair in such a way that it does not have to be continually brushed away from your face.不要把头发梳成需要时时从脸部拨开的发型。
☆Don't have extremely long fingernails.不要把指甲留得太长。
模仿对话练一练　Situational Dialogues

A：Hello，Jack.How do you like my dressing？I am going to attend an interview and I am applying for a maths teacher.
B：Well，to be honest your dressing doesn't exactly match the job.Look，your skirt is beautiful but it is too short.Your makeup is too thick and the color of your lipstick doesn't match your skin.
A：Really，what shall I do then？
B：You can just be neatly and modestly dressed.Don't wear heavy makeup or lots of perfume.Don't deck yourself up with fine clothes，but enrich your mind with profound knowledge.
A：Thank you very much，Jack.I've learned a lot from you.
A：你好，杰克。你看我这身装扮如何？我要去参加面试，我应聘的是数学教师。
B：说实话，你这身打扮不适合教师这份工作。你看，你的裙子虽然很漂亮，可是太短了。另外你的妆化得太浓了，而且口红颜色也不适合你的肤色。
A：真的吗？那我该怎么办？
B：你只要穿着整洁大方就行了。不要化浓妆或喷过多的香水。不要用华丽的衣服装饰自己，而要用渊博的知识丰富自己。
A：非常感谢，杰克！我从你这儿学到了很多知识呢！

A：As an experienced interviewer，could you tell me what kind of behavior the interviewer hates most？
B：Rudeness.You are not expected to chew gum，sniff，use slang or smoke without being invited to do so.
A：OK.I am very shy.I think I might shake in my boots the moment I meet the interviewer.
B：You'd better overcome your nervousness.It is considered an indication that you lack selfconfidence.
A：Is there anything else that I should pay attention to in an interview？
B：Yes.Don't eat onions or peppers before you come.If so，you will have bad breath.
A：作为一名有经验的面试官，您能告诉我面试过程中考官最讨厌什么样的行为？
B：粗鲁。面试中不要嚼口香糖、擤鼻子、满嘴俚语或未经允许就吸烟。
A：知道了。我很害羞。我恐怕见到考官就吓得浑身发抖。
B：你最好要克服紧张情绪，这是缺乏自信心的表现。
A：在面试中还有什么注意事项吗？
B：面试前不要吃洋葱或辣椒之类的东西。不然，口中会有异味。

A：What would you think if I part my hair on the side？
B：A little to the left is OK.You should choose a tie to go with your suit.
A：I fear I would tense up during the interview.
B：Come on Just do your best to sell yourself.
A：What about giving me a practice test？
B：All right.Now straighten your posture.
A：Shoot！I cannot be a graceful lady.I don't want to stop being a tomboy.
B：Gosh！I should warn you to watch what you say.
A：我把头分边怎么样？
B：靠左分一点就好。你应该找条领带配西装。
A：我很怕面试的时候会紧张。
B：别怕，尽力推销自己就是了。
A：给我个模拟测验好吗？
B：好的，坐直。
A：见鬼。我就是扮不了淑女，我真想继续当个假小子。
B：天啊！我可警告你别乱说话。

（Nancy meets Brian on her way home.）
A：Brian，a company called me for an interview.
B：That's great！You need to prepare for it.
A：How？
B：Get your hair done at a good hair saloon.Tell them you are.
going for a job interview.
A：Okay.
B：Buy an expensive suit.
A：How expensive？
B：The more expensive，the better.
A：Is a white blouse okay？
B：Yeah，fine.And dressing shoes.
A：How about makeup？
B：Not much makeup.
（南茜在回家的路上遇见布莱恩。）
A：布莱恩，有公司让我去面试了。
B：太好了！你得准备一下。
A：怎么准备？
B：去个好发廊做一下头发，告诉他们你是要去找工作面试的。
A：好的。
B：买一套贵套装。
A：多贵的？
B：越贵越好。
A：白衬衣行吗？
B：行，穿皮鞋。
A：化妆吗？
B：别化太重。

（Jack wants to buy a set of suit and a tie for all interviews，and the seller gives him some advice.）
A：I want to buy a set of suit and a tie for a job interview tomorrow.
B：Congratulations.And have you chosen them？
A：Can you give me some suggestions？
B：Of course.Generally，in formal situation，boys always wear black suit or dark blue suit，and also a white shirt.
A：I'd prefer to the black one.And what kind of tie is suitable？
B：It's easy to choose.What color do you like？
A：I like red very much.
B：Oh，no.Red color is not fit for interview because it indicates power.How about a lighter color one？
A：Okay，it's up to you.I have no idea about it.
B：Well，I'll choose this light blue for you.
A：That's perfect.Thank you.
B：You are welcome.
（杰克想买适合面试时穿的西服和领带，售货员给了他一些建议）
A：我想买一套西服和一条领带用来参加明天的面试。
B：祝贺你。那你挑好了吗？
A：你能给我一些建议吗？
B：当然可以。一般在正式场合下，男士都穿黑色或深蓝色的西装，并且常配一件白色衬衣。
A：我比较喜欢黑色的。那什么样式的领带比较合适呢？
B：这很好选择。你喜欢什么颜色的？
A：我最喜欢红色的。
B：噢，不行，红色的不适合面试时戴，因为它象征的是权力。浅一点颜色的如何？
A：好，一切由你决定。我对这些一点概念都没有。
B：那好，我就为你选这条浅蓝色的吧！
A：太完美了，谢谢你。
B：不用谢。





星期二　Recruiting Personnel人员招聘
核心词汇记一记　Key Words＆Phrases
assistant　　　　　　　　　　助手，助教
certificate　　　　　　　　证书，证明书
competent　　　　　　　有能力的，胜任的
induct　　　　　　　　 使……就任，上任
reference　　　　　　　　参考，参考书目
rope　　　　　　　　　　　　　　 绳，索
经典句型背一背　Useful Sentences
☆Do you still have that vacancy？你们的那个职位依然空缺吗？
☆Are you hiring people now？你们现在招聘人吗？
☆Could you tell me if you have an opening for a secretary？你能告诉我你们这儿是否有秘书的空缺吗？
☆Would you need a waiter？你们需要一名侍者吗？
☆Tom referred me to your company.汤姆推荐我到你们公司。
☆Hello，I very much appreciate your acknowledgment of my application for the position of accountant.你好，我向贵公司询问会计员职位有无空缺一事，恳请答复，我将十分感谢。
☆Hello，I want to apply for the position advertised in Sunday's paper.你好，我想申请星期日报纸广告上那个职位。
☆I'm asking about your advertisement for a cashier in today's newspaper.我想询问你们在今天的报纸上招聘出纳员的广告。
☆Hello，I'm calling in answer to your advertisement in yesterday's Yangtse Evening News for an English telephone operator.你好，我打电话来是想应聘你们昨天在《扬子晚报》登广告招聘的英语话务员一职。
☆Who is going to take over his work after he leaves？他走了之后，谁将接管他的工作？
☆It's urgent.We'll find another person to replace him as soon as possible.这是紧急的。我们得尽快找到另一个人来替代他。
☆We will have a group meeting to decide who is going to get this position.我们将开一个集体会议来决定谁将得到这个职位。
☆We haven't found an eligible candidate.我们还没有找到非常合适的候选人。
☆It seems that Bob is qualified to get this position.看上去，鲍勃很有资格得到这个职位。
☆What kind of people do you want to employ？你想雇用什么样的人呢？
☆We'll require a four-year degree candidate，preferably in marketing.我们要求本科学历，最好是营销专业的候选者。
☆We'll require two years'working experience.我们要求两年的工作经历。
☆The person needs to be outgoing，very organized，and able to work independently.候选者得是外向，有组织性，且能独立工作的人。
☆Are there any specific qualifications for the first-round interview？第一轮面试有什么特别的资格要求吗？
☆All the candidates should have a bachelor's degree.所有候选者必须有学士学位。
☆Specialty in marketing is preferable.最好是专修营销的。
☆A good command of English is of great importance.良好的英语水平将极其重要。
模仿对话练一练　Situational Dialogues

A：Hello，I am Li Ming.And I'm calling in reference to your Administrative Assistant position.
B：How did you learn about this position？
A：I noticed you had a“Help Wanted”sign in the street.
B：Really？
A：Yes，it told me this is a great company.And you could use someone like me.I'd like to make an interview time with you as soon as possible.
B：How about tomorrow morning？
A：Certainly.Thank you.
A：喂，我叫李明。我打电话来是询问有关你们行政助理职位的事。
B：你怎么知道有这个职位的？
A：我注意到你们在街上贴的招聘启事了。
B：真的吗？
A：是的，启事上说贵公司是一个好公司。而且贵公司可能会雇用像我这样的人。我希望能尽快跟你们约个时间面谈。
B：明天上午怎么样？
A：当然可以。谢谢你。

A：We need a good replacement.Since Alice left，Bob has been working overtime for a whole week.How is our recruitment going？
B：Here are the résumé s and cover letters for you.They faxed in over the weekend.And these are the responses we received by e-mail from our Internet ads on Saturday.
A：Internet job ads sure are effective，any decent candidates？
B：We have many qualified applicants.That shouldn't be a problem.
A：Remember，it's a company policy to interview every qualified applicant.Screen these fifty applications and choose 10 candidates for me by the end of the day.We will have the first round interview tomorrow.
B：OK.I'll need to reserve the small conference room for tomorrow's interview.
A：我们需要一个很好的替补人选。自从艾丽斯走后鲍勃已经加了整整一星期班了。招聘进行的怎样？
B：这里有一些简历和求职信，都是周末传真过来的。还有这些是我们周六刊登网上广告所收到的电子邮件。
A：网上招聘广告真的很有效。有合适的人选吗？
B：合格的人选不少，应该不成问题。
A：记住，公司规定要对每个合格的应征者进行面试。今天下班前帮我从这50个求职者中筛选出10名。明天我们准备进行第一轮面试。
B：没问题。我现在去预订明天面试要用的小会议室。

A：Did you meet the new girl in our sales department？She is taking the place of Maggie during her maternity leave.
B：Did they finally fill that post？How come I haven't seen her？She must have not been inducted just yet.
A：I guess not，they haven't officially introduced her to the whole staff yet.She barely started yesterday.
B：Is she just working temporarily？What are they going to do when Maggie comes back from leave？
A：If the new girl is competent，maybe they'll promote her when that time comes.
B：That would be a nice little reward，now wouldn't it？If that happened，Maggie would just fume！
A：You're right.If they promoted her for working in Maggie's spot a few months，it would probably affect everyone's morale.
B：It's the management's decision，I guess.Anyway，she's new.She'll probably need someone to show her the ropes.Let's go to talk to her now.
A：你见过我们销售部新来的女孩吗？玛吉休产假期间。这个女孩来接替她的工作。
B：他们终于有人接替工作了吗？我怎么一直没见过那个女孩？到现在她肯定还没有正式上任。
A：我想不会。他们还没有正式把她向全体员工介绍。她昨天才刚刚开始上班。
B：她只是临时工吗？玛吉休假回来后他们打算怎么办？
A：如果这个新来的女孩很能干，他们也许会在玛吉回来之前提拔她。
B：这也许是个不错的奖赏，不是吗？如果是那样，玛吉会气死的！
A：你说得对。如果他们因为这个女孩在玛吉的位子上干了几个月就提拔她的话，这可能会影响到大家的士气。
B：我想，这是主管领导的决定。不管怎样，她是新来的，她很可能需要有人告诉她一些内情。我们现在就去找她谈谈吧！

A：I wish our competition would quit poaching our people！When Susan resigned last week to work for Sunburst，she was our fourth employee to leave us for them！
B：Have you ever considered that perhaps we have a morale problem among our employees？If everyone is discontent with their work，of course they won't stick around.
A：Well，those who do leave will soon find out the grass isn't as green on the other side of the fence as they thought it was.I know Sunburst is suffering from inbreeding.
B：Inbreeding is a big drawback from snitching most of their employees from only one or two companies.
A：With Susan leaving，we should probably look to take someone new on board.
B：Our human resources department is working on it.It's not easy to recruit new employees every few months！It's hard to find qualified people.
A：Maybe we should start shopping around the competitor's people.
A：我希望我们之间的竞争能使我们的员工不再被挖走！苏珊上周辞职去旭阳公司工作，她是第四个离开我们去为他们工作的员工。
B：你想过没有，也许我们的员工中存在着士气问题？如果大家对自己的工作都不满意，他们当然不会留在这里。
A：可是那些离开的人很快就会发现那边的情况并不像他们想的那样好。我知道旭阳公司现在经受着近亲繁殖之苦。
B：近亲繁殖是公司发展的一大障碍，这是因为他们的大多数员工都是从一个或两个公司偷挖去的。
A：由于苏珊离开了，我们可能还需要找新人来接替工作。
B：我们人力资源部门正在做这件事。每隔几个月就招聘新员工可不是件容易的事，要找称职的就更难。
A：或许我们应该开始好好物色一下竞争对手的员工了。

A：Hello.This is the Human Resources Department.Can I help you？
B：Hello.My name is Lucy Green.I am a graduate from Stanford University.I am calling to require about the position of an editor in today's morning newspaper.
A：Thank you for calling.This position is still available.Could you send your résumé along with your final diploma and other relevant certificates？
B：Sorry，what do you mean by relevant certificates？
A：I mean any certificates to show your special skills and language proficiency，such as certificate of foreign language，computer certificate，and so on.
B：Oh，I see.I was wondering if you could arrange an interview for me，please.
A：OK，we will process all the applications soon.As soon as we have decided on the candidates to be interviewed，I will let you know.So could you let me have your phone number，Ms Green？
B：Certainly.My phone number is 6972-8888.I am looking forward to hearing from you.
A：您好，人力资源部。您有什么事？
B：您好。我是露西·格林，斯坦福大学的毕业生。我打电话来询问您登在今天早报上招聘编辑这一职位的情况。
A：谢谢你打电话给我们。这一职位现在还空着。你能把你的简历、最终学历证明和其他相关证书寄给我们吗？
B：对不起，您说的相关证书是什么意思？
A：相关证书指任何能证明你的特殊技能和语言水平的证书，比如外语证书、计算机证书等。
B：我明白了。我想知道您能否给我安排一次面试。
A：我们会首先处理所有的申请。一旦确定了面试人选，我们会立即通知你。格林女士，能给我们留下您的电话吗？
B：当然可以。我的电话是6972-8888。希望能收到您的电话。





星期三　Résumé 求职简历
核心词汇记一记　Key Words＆Phrases
candidate　　　　　　　　候选人，投考者
director　　　　　　　　　　 主任，主管
fluently　　　　　　　　 流利地，通畅地
impression　　　　　　　　　 印象，感想
intellect　　　　　　　　　　　　　智力
marital　　　　　　　　　　　　　婚姻的
vacancy　　　　　　　　　空，空白，空缺
经典句型背一背　Useful Sentences
☆Ability to deal with personnel at all levels effectively.善于同各种人员打交道。
☆Have positive work attitude and be willing and able to work diligently without supervision.有积极的工作态度，愿意和能够在没有监督的情况下勤奋地工作。
☆Young，bright，energetic with strong career-ambition.年轻、聪明、精力充沛，并有很强的事业心。
☆Good people management and communication skills.良好的人员管理和交际能力。
☆Be able to work under high pressure and time limitation.能够在高压力下和时间限制下进行工作。
☆Be elegant and with nice personality.举止优雅、个人性格好。
☆Have good managerial skills and organizational capabilities.有良好的管理艺术和组织能力。
☆The main qualities required are preparedness to work hard，ability to learn，ambition and good health.主要必备素质是吃苦耐劳精神好、学习能力优、事业心强和身体棒。
☆Have good and extensive social connections.具有良好而广泛的社会关系。
☆Being active，creative and innovative is a plus.思想活跃、有首创和革新精神尤佳。
模仿对话练一练　Situational Dialogues

A：Hi，this is Lisa speaking.
B：Hi.
A：I wanted to make sure you received my résumé.
B：Yes，we got it.Let me review you résumé and I'll give you a call.
A：Great，you may find my contact way on my résumé.
B：OK，you should be hearing from me in the next couple of days.
A：Very well，I'm looking forward to it.
A：你好，我是琳达。
B：你好。
A：我想确认你们是否收到了我的简历。
B：是的，收到了。让我看看你的简历，然后再给你回电话。
A：太好了。你可以在我的简历上找到联系方式。
B：好的，几天内你就会收到我的回复。
A：很好。我正期待着呢。

A：Let's review all the résumé s we received last month for our vacancy in the R＆D Department.
B：This one looks great.The applicant had six years of working experience in the field of data communication.Also，he was in charge of the computer division of the Bank of China.
A：His education background is also quite outstanding.He graduated from Xi'an Jiaotong University in data communication and later obtained a master's degree from Harvard.
B：Yes.His résumé is very impressive.Looking just at that，I'd say he is qualified.
A：我们来看一下上个月收到的应聘研发部门空缺职位的所有简历。
B：这份看起来不错！应聘者有六年数据通信领域的工作经验。他曾在中国银行计算机处担任过主管。
A：他的教育背景也相当不错。他毕业于西安交通大学数据通信专业，后来在哈佛获得硕士学位。
B：是的。他的简历给人印象很深。单从简历看，我认为他是合适人选。

（A girl sent her A girl sent her résumé to a company for a position.A few minutes later，she phoned to make sure whether the résumé is received.）
A：Hi，this is Jane Lin.I faxed my A girl sent her résumé to you a few minutes ago.And I want to make sure you received it.
B：Yes，we got it.
A：Great.I'm very interested in talking with you some more about this position.
B：Well，let me review your résumé and I'll give you a call.
A：Great，you may call me at either my office or at home.
B：OK，you should be hearing from me in the next couple of days.
A：I look forward to it.
B：Thank you for calling.
A：Thanks.
（一个女孩把简历传真到了一个公司去应征一个职位。几分钟后她打电话确认简历是否收到了。）
A：我是林简，我在几分钟前把我的简历传真给你们了。我想确认你们是否收到了。
B：是的，我们收到了。
A：那很好，我很有兴趣多谈一些关于这个职务的事。
B：我先看看你的简历，随后会打电话给你。
A：好，你可以打电话到我的办公室或家里。
B：好的，几天内你会收到我的回复。
A：我期待着。
B：谢谢你打电话来。
A：谢谢。

A：Could you help me revise my résumé before I send it out to the Human Resources Department？
B：Sure，let me have a look...Personal Information，Career Goals，EducationalBackground，WorkingExperience，Computer Skills，Personality...I think your résumé looks great，but why don't you cover your Language Skills into it？I know you can speak English，Spanish and Japanese very fluently.
A：But I don't think languages are quite related to the position I apply for.You know I want to be a computer engineer.Shouldn't everything I put on my résumé have something to do with　my field？
B：I think people would be impressed by your language abilities.Only a few people could speak three foreign languages.Your language skill says something about your talents and experience.
A：My résumé is just a piece of paper.Do you think the manager of Human Resources Department can tell if I am talented and well-rounded by just looking at my résumé？
B：You're right.The résumé is limited in how much it can tell someone about a person.But it can be helpful in giving a good impression to a potential employer.
A：我把简历寄给人力资源部之前，你能帮我修改一下吗？
B：当然可以。让我看看……个人信息、求职意向、教育背景、工作经验、电脑技能、个人性格……你的简历看上去不错，但是为什么你不把自己的语言水平这项包括进去呢？我知道你讲英语、西班牙语和日语都很流利。
A：但是我认为语言能力和我应聘的职位没有什么关系。我想做一名电脑工程师。我写进简历的东西不是都应该和我的研究领域相关吗？
B：我想人们会对你的语言能力留下深刻的印象。没有多少人能讲三门外语。你的语言水平可以说明你的才华和经历。
A：我的简历只不过是一张纸而已。你觉得人力资源部经理仅仅看一下简历就能知道我是个有才华、全面发展的人吗？
B：你说得对。简历在说明一个人有多大能力方面是有限的。但是简历可以帮助你给未来的雇主留下良好的印象。

A：Could you do me a favor and proofread my résumé before I send it out to the Human Resources Department？
B：Sure，let me take a look...Personal Information，Education，Experience，Training...I think you should add another section for Language.You speak three languages，so you might as well put that on your résumé.
A：But languages don't have anything to do with engineering.Shouldn't everything I put on my résumé have something to do with my field？
B：Not necessarily.I think people would be impressed by your language abilities.It says something about your level of intellect and experience.Also，I think human resources directors want to see more of a well-rounded person in a résumé.
A：It's just a piece of paper，you think that they can tell if I am a well-rounded person by looking at it？
B：Well，you're right.The résumé is limited in how much it can tell someone about a person.That's why job interviews are important to let people know the real you that they can't see from a piece of paper.But résumécan be helpful in explaining things and giving a good impression to a potential employer.
A：我把简历寄给人力资源部之前，你能帮忙校对一下吗？
B：当然可以，让我看看……个人信息、教育、经历、培训……我认为你应该把语言这一项再加上。你会讲三种语言，所以你最好把这些写进简历。
A：可是语言与工程技术没什么关系。我写进简历的东西不一定都与我的研究领域相关吧？
B：不一定。我想人们会对你的语言能力留下深刻印象。这能说明你的智商水平和经历。而且，我认为人力资源部门的领导希望从简历中更多地了解一下一个更全面发展的人才。
A：这只不过是一张纸，你认为他们看一下就能知道我是个全面发展的人才吗？
B：好了，你说得对，简历在说明一个人有多大能力方面确实是有限的。这也是为什么求职面试那么重要，它能让人们了解真实的你，这是他们从纸上无法看出来的。可是简历在说明一些情况方面还是有帮助的，而且能给你未来的雇主留下良好印象。





星期四　A Brief Introduction to Oneself自我介绍
核心词汇记一记　Key Words＆Phrases
finance　　　　　　　　　 金融，财政学
hometown　　　　　　　　　　　　　家乡
permanent　　　　　　　　　　　 永久的
recommendation　　　　　　　　　　推荐
resident　　　　　　　　居住的，常驻的
tense　　　　　　　　　 紧张的，拉紧的
经典句型背一背　Useful Sentences
☆May I have your name？请问你的名字叫什么？
☆First，can you tell me a little about yourself？首先，请自我介绍一下，可以吗？
☆Where are you living now？你现在住哪儿？
☆My hometown is Nanjing.我的家乡是南京。
☆May I ask how old you are？方便告诉我你的年龄吗？
☆What part of the country do you come from？你是哪里人？
☆Are you nearsighted or farsighted？你是近视还是远视？
☆I'm going to be twenty-three next Tuesday.下星期二我就23岁了。
☆Your name，please？请问你的名字叫什么？
☆May I have your name？能告诉我你的名字吗？
☆Please give me your name.请告诉我你的名字。
☆I live in Changping.我住在昌平。
☆My（permanent）address is Xuzhou.我的（长住）地址是徐州。
☆I was born in Zhengzhou.我出生在郑州。
☆Well，why don't you begin by telling me a little about yourself？先简要介绍一下你自己吧。
☆Can you furnish a letter of recommendation from your former company？你能让你以前的公司提供一封推荐信吗？
模仿对话练一练　Situational Dialogues

A：You are Ms.Julia Wang？I'm Peter Lewis.Sit down，please.
B：Yes，thank you.Nice to meet you，Mr.Lewis.
A：Well，why don't you begin by telling me a little about yourself？
B：I graduated from Fudan University three years ago.My major is international finance.
A：你是朱莉娅·王小姐吗？我是彼得·刘易斯。请坐。
B：是的，谢谢。见到你很高兴，刘易斯先生。
A：先简要介绍一下你自己吧。
B：我三年前毕业复旦大学。我的专业是国际金融。

A：Nice to meet you.
B：Nice to meet you，too.
A：What's your family name/surname？
B：My family name is Zhang.
A：May I ask your telephone number？
B：My telephone number is 8886-6655.
A：Where do you live？
B：I'm living in Beijing.
A：见到你很高兴。
B：见到你我也很高兴。
A：你姓什么？
B：我姓张。
A：我可以问一下你的电话号码吗？
B：我的电话是8886-6655。
A：你住在哪？
B：我住在北京？

A：Good morning.Your name，please？
B：My name is Li Hua.
A：Yes，Mr.Li，when were you born？
B：I was born on Aril 2，1986.I'm 22 years old now.
A：Where do you live？
B：I'm living at Room 323，Building 21，N.P.U.
A：Can you leave me your phone number？
B：Gladly，8302-4761.
A：早上好！你叫什么名字？
B：我叫李华。
A：好，李先生，你何时出生的？
B：我生于1986年4月2日，我27岁了。
A：你住哪儿？
B：我住在西工大21号宿舍323室。
A：能给我留下你的电话号码吗？
B：很乐意，8302-4761.

（Xu Dong is talking with Miss Sun.）
A：Where do you live？
B：I live at 524 Jianguo Road，Beijing.
A：Are you a resident of Beijing？
B：No.
A：Where is your domicile？
B：My domicile is Shandong.
A：Give me your telephone number，please.
B：（My telephone number is）8946-6495.
（徐东正与孙小姐谈话。）
A：你住哪里？
B：我住在北京市建国路524号。
A：你是北京人吗？
B：不是。
A：你的籍贯是哪里？
B：我的籍贯是山东。
A：请给我你的电话号码。
B：（我的电话号码是）8946-6495.

A：Good morning，madam.I'm Wu Fan.I'm coming for the job you've advertised in yesterday's newspaper.Is it still vacant？
B：Yes.Could you tell me something about yourself？
A：For the past four years，I've been working for a software company.
B：Do you have any special skills？
A：I graduated from Wuhan University and my major was computer programming.I think my training combined with experience make an ideal employee.
B：Why did you leave your last position？
A：The prospects were not very good.I've always wanted a nice and steady job.B：What attracted you to this job？
A：I'm interested in the idea of developing a business like yours.
B：We'll have to take you on three months'probation first.
A：No problem.
B：The starting salary is not high，but raises will be given according to your performance.
A：Thank you.
A：早上好，夫人。我是吴帆。我来应聘昨天报纸广告登的工作。那个职位还空着吗？
B：是的，你能介绍一下自己吗？
A：过去4年里，我一直为一家软件公司工作。
B：你有什么专长吗？
A：我毕业于武汉大学，程序设计专业。我想我受过的训练和我的工作经验能使我胜任这份工作。
B：你为什么离开上一个工作岗位？
A：那份工作的前景不是很好。我一直想找一份好的、稳定一点的工作。
B：你为什么想应聘这份工作？
A：我对贵公司开拓业务的理念很感兴趣。
B：你得先试用3个月。
A：没问题。
B：起薪不是很高，但公司会根据你的表现提高薪水。
A：谢谢。





星期五　Qualifications求职资格
核心词汇记一记　Key Words＆Phrases
approximately　　　　　　　 近似地，大约
background　　　　　　　　　　 背景，后台
fluently　　　　　　　　　 流利地，通畅地
microcomputer　　　　　　　　　微型计算机
qualification　　　　　　　　　资格，条件
shorthand　　　　　　　　　　　　　　速记
stenography　　　　　　　　　速记，速记法
经典句型背一背　Useful Sentences
☆How do you think of your proficiency in spoken English？你认为自己英语口语流利程度如何？
☆I think my English is good enough to communicate with people in English-speaking countries.我认为自己能用英语和英语国家的人很好地交流。
☆What other foreign languages do you speak？你还会讲其他外语吗？
☆I have a good command of Japanese and French besides English.除了英语之外，我还精通日语和法语。
☆Have you gotten any special training in this field？你在这个领域受过特殊培训吗？
☆Have you obtained any certificate of technical qualifications？你获得过什么专业证书吗？
☆Do you have any other special skills？你有什么特殊技能吗？
☆I have received an Accountant's Qualification Certificate.我获得了会计师资格证书。
☆I am skillful with computer operation.我的计算机操作技术很好。
☆I am good at operating a typewriter，a fax machine and a photostat.我能熟练使用打印机、传真机和复印机。
☆I have received some special training in typing and shorthand.我在打字和速记方面接受过专门培训。
☆I can type 100 words per minute and I take shorthand at 90 words per minute.我的打字速度为每分钟100词，速记为每分钟90词。
模仿对话练一练　Situational Dialogues

A：Have you any experience with a computer？
B：I have approximately three-year experience using a computer.
A：What kind of computers are you experienced in？
B：I'm experienced in IBM-PC and Great Wall computers.
A：Do you drive？
B：I began to drive my first car at 20.
A：你有使用电脑的经验吗？
B：我有大约三年操作电脑的经验。
A：你熟悉哪种电脑？
B：我熟悉IBM-PC和长城电脑。
A：你会开车吗？
B：我20岁时就开始开我的第一部车了。

A：How many languages do you speak？
B：Three.Besides Chinese，my mother tongue，I can also speak English and French.
A：You mean you can read and write in English and French？
B：No，I can masterly say and speak English，but I can only carry on a simple conversation in French.
A：Which band of College English Test have you passed？
B：Band Six.
A：你会讲几种语言？
B：三种，除了我的母语中文以外，我还可以讲英语和法语。
A：你意思是说英语和法语你都可以读和写吗？
B：不是。我可以熟练地说和写英语，但是对于法语则只会一些简单的对话。
A：大学英语考试过了几级？
B：六级.

A：How did you find this position？
B：I found it on the Internet.
A：Are you clear about this position？
B：Kind of.I'd like to know more about it.
A：How do you see yourself fit in the picture？
B：I believe it fits my background and experience.I can do well in this position.
A：你是怎么找到这个职位的？
B：在因特网上看到的。
A：你对这个职位了解吗？
B：知道一点儿，我想再多了解一些。
A：你觉得自己怎么能适合这里的工作？
B：我觉得这个职位比较适合我的背景和经验，我一定能在这个职位上做好。

A：How are your typing skills？
B：I've been typing for many years.I can type 75 words per minute.
A：Can you dictate？
B：Yes，sir.I can take dictation.
A：What certificates of technical qualifications have you received？
B：I've received a Computer Operator's Qualification Certificate.
A：Do you have any special training in office skills？
B：Yes，I do.I have received some special training in typing and stenography.Besides，I'm good at operating common office machines，such as a fax machine，a Xerox machine and a microcomputer.
A：你的打字技巧怎样？
B：我打字已经多年了。我每分钟打75个词。
A：你会笔录吗？
B：是的，先生。我会做笔录。
A：你有什么技术资格证书？
B：我已获得了电脑操作员资格证书。
A：你受过文秘培训吗？
B：是的。我接受过打字和速记的特殊训练。此外，我会熟练使用办公室的常用设备，如传真机、复印机、微型计算机等。

A：Our advertisement says English competence is an important requirement of this position.Then how do you think of your proficiency in written and spoken English？
B：I can speak and write English fluently.I have passed the CambridgeExaminationsandIhavetheCambridge Proficiency Certificate.
A：What other foreign languages do you speak？
B：I have a good command of Japanese and French besides English.
A：I must say you speak very fluent English.But we still have to test your language skills.Can you translate this report from Chinese into English？
B：Certainly.
A：我们的招聘广告要求这个职位的应聘者应当具有相当好的英语水平。那么，你认为自己的书面英语和口语能力如何呢？
B：我能用英语熟练地进行会话和写作。我通过了剑桥能力考试，并带来了证书。
A：你还会讲其他外语吗？
B：除了英语之外，我还精通日语和法语。
A：我必须承认你的英语很流利。但我们还是要测试一下你的语言水平。你能把这份中文报告翻译成英文吗？
B：当然可以。





星期六　Fair Pay 公平薪酬
核心词汇记一记　Key Words＆Phrases
capacity　　　　　　　智能，才能，能力
commission　　　　　　　　　　　　佣金
earn　　　　　　　　　　　　　　挣，赚
previous　　　　　　　　　　在……以前
reasonable　　　　　　　　　　　合理的
salary　　　　　　　　　　　薪金，工资
standard　　　　　　　　　　　　标准的
经典句型背一背　Useful Sentences
☆Have you ever turned down a salary increase？你曾经拒绝过加薪吗？
☆All new employees begin at a standard salary of 2，300 yuan per month.所有新雇用的员工以每月2300元的标准薪开始。
☆I am willing to serve on trial for some months at a low salary.开始试用，本人愿以低微的薪金工作数月。
☆What salary do you expect to earn？您的期望薪水是多少？
☆How much money are you presently earning？你目前挣多少钱？
☆How much do you make at your current job？你目前的工作挣多少钱？
☆How about your present pay？你目前的薪水是多少？
☆How much money do you get now？你目前挣多少钱？
☆What is your monthly salary now？你目前的月薪是多少？
☆What is your asking price？你要求的薪水是多少？
☆I'm presently making five thousand yuan a month.我目前的薪水是5000元。
☆I'm looking for five thousand yuan a month.我希望的月薪是5000元。
☆I'm asking in the five thousand yuan a month.我要求（希望）的月薪是5000元。
☆I'd like 50，000 yuan.我想要5万元。
模仿对话练一练　Situational Dialogues

A：What kind of salary did you get at the previous job？
B：Well.I got one thousand eight hundred yuan per month.
A：I see.I believe we can offer you two thousand at the start.
B：That would be more than I have expected.
A：When can you start to work？
B：How about early next month.
A：你以前的工作岗位能得到多少工资呢？
B：一个月1800元吧。
A：我知道了，我想我们能给你2000元作为起薪。
B：这真是比我想的多。
A：你什么时候可以开始工作呢？
B：下个月初怎么样？

A：What salary are you expecting？
B：In regard to salary，I'll leave it to you to decide after you have seen the kind of work I can do.
A：En.The salary would be￥4，500 to start，with increases given according to your performance.
B：That sounds good to me.
A：You should be hearing from us within a few days.
B：Thank you.
A：你希望的薪金是多少？
B：关于薪水，请考验我的工作后再作定夺。
A：嗯。你的起薪将是4，500元，此后会根据你的业绩提升。
B：听来不错。
A：我们几天内给你答复。
B：谢谢。

A：How much money are you looking for in this job？
B：Based on my skills and experience，I am looking for 4，000 yuan a month.
A：That's a little more than we had planned.
B：I think you'll find I'm worth it.
A：We'll start you off at 3，000 yuan a month，and after three months，we'll give you 4，000 yuan.
B：OK.Thank you.
A：你希望的薪水是多少？
B：根据我的能力和经验，我希望月薪是4000元。
A：这比我们计划的多了一些。
B：我想你会发现我值得拿那些钱。
A：开始每个月给你3000元，三个月后，每个月给你4000元。
B：好吧。谢谢.

A：Do you have any particular conditions that you would like the company to take into consideration？
B：Oh，just one thing：could you give me some idea of the pay？
A：What salary do you get in your present position？
B：3，000 yuan per month.
A：What starting salary would you expect here？
B：4，000 yuan per month.
A：No problem，we pay 4，000 yuan per month.Plus a 20%commission on all.Do you have any other questions？
B：No，that's all.
A：您有什么需要本公司特别考虑的问题吗？
B：噢，只有一件：能请您说明一下薪水吗？
A：您现在的薪水是多少？
B：每月3000元人民币。
A：您希望起薪是多少？
B：月薪4000元人民币。
A：没问题，我们每月付给您4000元。另加20%的佣金。您还有别的问题吗？
B：没有了，就这些。

（The interviewer is talking with the applicant.）
A：Are you paid on a commission or a salary basis now？
B：I'm paid on a salary.
A：What salary would you expect in our company？
B：I'd like to learn more about my job before discussing this question.
A：How much do you hope to get a month here？
B：You can decide on my capacity and experience.
A：What starting salary would you expect here？
B：I have no definite requirements concerning salary.I think you will treat me fairly on this point.What I care about most right now is the chance to get the job，so I don't care much as long as your offer is reasonable.
（主试人正与应试人谈话。）
A：你现在拿取的是佣金还是薪水？
B：我拿薪水。
A：你希望我们公司有什么样的工资待遇？
B：在谈这个问题前我希望能对工作有更多的了解。
A：你在这里希望一个月拿多少钱？
B：您可以根据我的能力和经验来确定我的工资。
A：你希望我们这里的起薪是多少？
B：我对工资没有具体要求。我想贵公司会在这点上公平对我。我注重的是找对工作的机会，所以只要条件合理，我不会计较太多。





第五周　Trade Preparations 贸易准备篇






星期一　Demanding an Appointment要求会面
核心词汇记一记　Key Words＆Phrases
book　　　　　　　　　　　　　 预订
definite　　　　　　 明确的，一定的
interview　　　　　　　　　　 会见
schedule　　　　　　　　　　 日程表
sharp　　精明，敏捷；正点地，准时地
special　　　　　　　特别的，特殊的
经典句型背一背　Useful Sentences
☆Can you help me make an appointment to see Mr.Taylor？请问能否帮我安排一下会见泰勒先生？
☆I'd like to make an appointment to see Mr.Wang.我想安排一个约会去看王先生。
☆Tomorrow morning is all booked up.明天早晨的预约都排满了。
☆Will 10 a.m.be convenient？上午10点钟方便吗？
☆Let me check Mr.Xu's schedule.让我来查下许先生的日程表。
☆What time would be more convenient for you？你看什么时间比较方便？
☆Are you free tonight？今晚有空吗？
☆I'd like to make an appointment next Monday.我希望能在下个星期一约个时间。
☆I'd like to fix an appointment with you.我想和您约个时间见面。
☆I'd like to see Dr.Smith this afternoon.我今天下午想看史密斯博士。
☆I'd like to have you dance with me tonight.我想约你今晚和我跳舞去。
☆I want to know if you're free on Wednesday.不知你星期三是否有空？
☆Are you doing anything special tonight？今天晚上你有什么特别的事吗？
☆Are you free this Friday evening？本星期五晚上你有空吗？
☆Do you have any plans for this Sunday？本周日你有什么计划吗？
☆Will Mr.Smith be able to see me this Wednesday？本周三史密斯先生能见我吗？
☆Would you make an appointment for me？你可以给我约个时间见面吗？
模仿对话练一练　Situational Dialogues

A：Hello.May I speak to Mr.Williams，please？
B：This is George Williams speaking.
A：Good morning，Mr.Williams.This is Li Yong from ICBC.
B：Good morning，Mr.Li.
A：I'd like to make an appointment with you.Are you free this afternoon？
B：Sorry，I'm busy today.Come and see me on Thursday at eight o'clock sharp.
A：That's all right.
B：I'll be waiting for you in my office.
A：您好。我想和威廉姆斯先生说话可以吗？
B：我就是乔治·威廉姆斯。
A：早上好，威廉姆斯先生。我是中国工商银行的李勇。
B：早上好，李先生。
A：我想能和您约个时间。今天下午您有空吗？
B：对不起，我今天很忙。你在周四8点整来见我吧。
A：好的。
B：我在办公室里等你。

A：Hello，this is Wang Ming.May I speak to Julia，please？
B：Yes，speaking.
A：I need to make an appointment with your manager today.
B：OK.What time is it？
A：Three o'clock this afternoon.I'll call at his office.
B：OK.I'll arrange it for you.
A：喂，我是王明，我可以和朱丽娅通话吗？
B：我就是，请讲？
A：我想今天与你们经理约个会面时间。
B：好啊。什么时间？
A：下午3点，我去他的办公室。
B：可以。我会安排的。

A：Hello，Mr.Green's office.
B：Hello，could I speak to Mr.Green，please？
A：Who's calling，please？
B：Mr.Henry.
A：I'm sorry.He's out just now.
B：When will he be back？
A：I'm not sure.Can I take a message？
B：OK.I'd like to make an appointment with him tomorrow.
A：你好。这里是格林先生的办公室。
B：你好。我可以和格林先生通话吗？
A：请问您是谁？
B：我是亨利。
A：对不起，他刚出去。
B：他什么时候回来？
A：我不敢确定，我能给您捎口信吗？
B：可以。我想预约和他明天见面。

A：May I speak to Becky，please？
B：I'm sorry，he isn't in right now.May I help you？
A：Well，I'd like to make an appointment with him tomorrow.This is Anderson of the Century Corporation.
B：I'm afraid he won't be free tomorrow.Would sometime later be all right？
A：Well，I'd prefer tomorrow.But if that can't be arranged，what about the day after tomorrow？
B：Suppose you call back this afternoon.Then you can fix a definite time with him.
A：我能和贝基先生通话吗？
B：对不起，他这会儿不在。你有什么事？
A：嗯，我想明天约见贝基先生我是世纪公司的安德森先生。
B：恐怕他明天没有空。稍后某个时间行吗？
A：啊，我希望明天。不过如果不能安排在明天，后天怎么样？
B：你今天下午再打个电话吧，这样你可以与他约定具体时间。

（Mr.Taylor's secretary is arranging an appointment.）
A：General Manager's office.May I help you？
B：Yes.I'd like to make an appointment for a business interview.
A：All right.May I know your name and your company？
B：My name's Li Qing and my company is Ameritech.
A：I see.Our General Manager can see you this Thursday.Do you prefer morning or afternoon？
B：Morning is best for me.
A：Would 10：00 be all right？
B：That would be fine.
A：Good.We'll expect you then at 10：00 on Thursday.
B：Thank you very much.
（泰勒先生的秘书正在安排约会）
A：总经理办公室。您有什么事？
B：是的。我想定个生意约会。
A：好的。您叫什么名字？什么公司？
B：我叫李清。美国技术公司。
A：我明白了。我们总经理可以在这个星期四见您。您喜欢上午还是下午？
B：我喜欢上午。
A：10点可以吗？
B：那很好。
A：好。那么我们就在星期四10点等您。
B：非常感谢。





星期二　Plighting the Time约定时间
核心词汇记一记　Key Words＆Phrases
calendar　　　　　　　　　日历，历法
cancel　　　　　　　　　　取消，删去
proposal　　　　　　　　　提议，建议
reserve　　　　　　　　　 预订，预约
经典句型背一背　Useful Sentences
☆This afternoon will be fine for me.今天下午我可以。
☆Next Wednesday would be all right for me.下周三我方便。
☆Any time will be fine for me./Anytime is all right.任何时间我都方便。
☆Can you come to my house at three o'clock tomorrow afternoon？您可以明天下午3点到我家里来吗？
☆How about around one o'clock tomorrow afternoon？明天下午大约1点的时候可以吗？
☆He'll be free then.那时他有空。
☆That will be fine with me./That would be fine with me.这个时间对我很合适。
☆I'm usually at the office on weekdays.周末我通常会在办公室。
☆I'm usually at home on Saturday afternoons.周六下午我通常会在家。
☆I'm free this week.这周我有空。
☆I'm free after three this afternoon.今天下午3点以后我有空。
☆Please come anytime you like.您随时可以过来跟我见面。
☆Please come and see me anytime next week.下周您随时可以过来跟我见面。
☆Any time between three and five.3点到5点之间的任何时间都可以。
☆I'm free after three o'clock.3点以后我就有空了。
模仿对话练一练　Situational Dialogues

A：I'd like to make an appointment with Professor Smith.Would 9：00 tomorrow be all right？
B：I'm afraid not.She doesn't have any openings in the morning.
A：Could I possibly make it early in the afternoon？
B：No.That's not good，either.But give me your number and I'll call you if somebody cancels.
A：That's all right.
A：我想与史密斯教授事先预约。明天9点钟怎么样？
B：恐怕不行。她明天早上没有时间。
A：那我下午早一点的时间可以吗？
B：不，也不行。但是你可以把你的电话号码告诉我，如果有人取消预约的话我好给你打电话。
A：可以。

A：Is Mr.Zhang in，please？
B：Speaking.
A：This is Chen Jing from Meisi Company，Mr.Zhang.
B：Oh，Miss Chen，how are you？
A：Fine，thank you.Mr.Du wants me to let you know he's free next Monday.He's expecting you at three o'clock in the afternoon in his office.
B：3 p.m.Monday.Good.I'll be there.
A：We shall expect you then.
B：Thank you for calling.
A：请问张先生在吗？
B：我是。
A：张先生，我是北京美思公司的陈静。
B：哦，陈小姐，你好吗？
A：很好，谢谢你。杜先生要我告诉您他下星期一有空。他将在下午3点在他的办公室等您。
B：星期一下午3点。好，我会来的。
A：我们期待您的到来。
B：谢谢你的来电。

A：I would like to make an appointment with you，possibly the latter part of May.What do you think？
B：Let me check my calendar.Unfortunately，I have plans to travel around that time.How about the first week of June？
A：We would like to meet with you on June 2nd.Is that all right with you？
B：June 2nd is fine with us.Will you come alone？Do you need accommodations of any kind？
A：I will be accompanied by one of my colleagues.Could you kindly send me a map showing how to get there from the airport？And could you be kind to reserve two single rooms for us for the night of June 1st and 2nd？
B：No problem.
A：我想与您约在5月底。不知您意下如何？
B：让我查一下行程表。很抱歉，我的行程表中已经安排了出差。6月的第一个星期怎么样呢？
A：我们希望安排在6月2日。您方便吗？
B：6月2日没有问题。请问只有您一位吗？需要安排食宿吗？
A：我和我的同事共两位。您可以提供机场至贵公司的地图吗？除此之外，您能帮我们订6月1日及2日两间单人房吗？
B：没问题。

A：Mr.Bush，there is something I'd like to talk over with you.Would sometime this week be convenient for you'？
B：Let me check.Would Thursday morning be all right？
A：That'll be fine.Suppose I come to your office at about nine.Or would you prefer some other time？
B：No，nine is all right.
A：布什先生，我有事想与你谈谈，你看这个星期哪个时间你方便？
B：我查一查。星期四上午如何？
A：好。那我9点左右到你办公室怎么样，或你另定某个时间？
B：不用，9点就可以。

A：In regard to your proposal，Mr.Zhang，there are several points I'd like to discuss with you as soon as possible.Would Tuesday be convenient for you？
B：Let me see.Tuesday is all booked up.What about Wednesday morning？
A：Wednesday morning will be fine.
B：All right.I'll come over to your office Wednesday morning at 9：30.
A：Good.I'll be expecting you.
A：张先生，关于你的建议有几点我想尽快与你商议一下。你星期二方便吗？
B：我看看。星期二太忙。星期三上午可以吗？
A：星期三早上可以。
B：好的。星期三上午9点半我到你的办公室去。
A：好的，我等你。





星期三　Attending the Exhibition参加展会
核心词汇记一记　Key Words＆Phrases
brochure　　　　　　　　　　　 小册子
catalog　　　　　　　　　目录，目录册
exhibit　　　　　　　　　陈列品；展览
guarantee　　　　　　　　保证书，担保
manage　　　　　　　　　　　处理，应付
showroom　　　　　（商品样品的）陈列室
specifications　　　　　　规格；说明书
经典句型背一背　Useful Sentences
☆This is our most recently developed product.这是我们最近开发的产品。
☆You may be interested in some of the items.你也许对某些产品感兴趣。
☆What about having a look at the sample first？先看一看样品吧？
☆What about placing a trial order？何不先试订货？
☆Would it be possible for me to have a closer look at your samples？可以让我仔细看一下你们的样品吗？
☆I'd like to introduce you to our company.Is there anything in particular you'd like to know？我将向你介绍我们的公司，你有什么特别想知道的吗？
☆Perhaps you've heard our product's name.Would you like to know more about it？也许你已听说过我们产品的名称，你想知道更多一点儿吗？
☆This is the price list，but it serves as a guideline only.Is there anything you are particularly interested in？这是价目表，仅供参考。你有特别感兴趣的商品吗？
☆Do you have specific request for packing？Here are the samples of packing available now，you may have a look.你们对包装有什么特殊要求吗？这是我们目前用的包装样品，你可以看一下。
☆We really need more specific information about your technology.我们需要与贵公司技术更相关的信息。
☆Could I have your latest catalogues or something that tells me about your company？可以给我一些贵公司最近的商品目录或者一些有关的说明资料吗?
模仿对话练一练　Situational Dialogues

A：We're in the market for machine tools.What can you offer in this line？
B：What type do you have in mind exactly？
A：Well，mainly lathe.We're also interested in shapers，grinders，and milling machines...Ah！These are the machines we're interested in.
B：Look，the specifications are at the bottom of the page.
A：Pretty sturdy machines，I should say.Is your showroom far from here？When can we see them？
B：No，it's only a 20-minute car ride.Whenever you want，I'm at your service.
A：I will be free tomorrow afternoon.Suppose we make it，say，two o'clock tomorrow afternoon.Could you manage that？
B：Yes.
A：我们想购买机床，贵公司有没有这方面的报价？
B：您需要的机型具体是哪种？
A：主要是车床，但我们对（牛头）刨床、磨床、铣床也有兴趣……啊！这些正是我们感兴趣的机器。
B：看，这页的下边还有规格说明呢。
A：应该说，这机器看起来很耐用。你们的展示间离这里远吗？我们什么时候可以去看看机器？
B：不远，只要20分钟的车程。随时都可以，我乐意效劳。
A：我明天下午就有空。我们就说定明天下午两点，您能够安排吗？
B：可以的.

A：I represent the Hassan Trading Company.We're interested in importing a complete bottling？
machine for exhibit and sale in our country.If satisfactory，we may consider further orders.
B：Well，this unit here on display is a full scale assembly of our latest machines.How do you think about it？
A：Very splendid.How about patent rights？
B：We have five international patents which we are ready to sell.
A：I can consider it.Do you have any literature I can take with me？
B：Yes，here are some catalogs and brochures.
A：What about the price list？Does it have a guarantee to go with it？
B：Just a moment，please.
A：Will I have to wait long？
B：No.
 　　　　　　　　（A moment later）
B：Here it is，with it.
A：我是哈森贸易公司的代表，我们想要进口一整套装瓶机，以备在我国展示和销售。如果满意的话，我们可以考虑进一步的订单。
B：哦，这里所展示的装置是本公司最新机器的全套设备。您觉得怎么样？
A：很不错。它的专利权怎么样呢？
B：我们有5项国际专利可以出售。
A：我会考虑的。你们还有什么说明书可以让我带走的吗？
B：有的，这里是一些目录和小册子。
A：价格表呢？有没有附保证书呢？
B：请稍候。
A：我要等很久吗？
B：不会的。
（过了一会儿）
B：给您，附有保证书。

A：The facility and design of the Trade Show are great，don't you think so？
B：Yes.They're much better than last year.They have done a very good job this time.
A：I'm glad our booth is on the first floor.More people can see our display.
B：If someone wants to see us，they can look at this floor plan.It shows where all the companies have their booths.
A：Let me see that.I didn't get one when I came in.
B：Really？They didn't give you one with your ticket？
A：No.I can't see Haier on this floor plan.Don't they have a booth here？
B：They must.Let me look at that...Oh，here it is，Haier.It's on the second floor.
A：Yes，I find it.It is next to the Gree booth.
A：展览会的设备和设计好极了，你认为呢？
B：是的，比去年好多了。他们这次做得很好。
A：我很高兴我们的展位在一楼。有更多的人可以看到我们的展示。
B：如果有人想找我们，他们可以察看这个示意图。它清楚地标示出所有公司的展位所在。
A：让我看看。我进来的时候没有拿到。
B：是吗？他们没有把它附在你的门票上吗？
A：没有。我没有在示意图上看到海尔公司。它们应该有展位吧？
B：他们一定有。让我看看示意图。……哦，在这儿，海尔，在二楼。
A：是，我找到了，在格力展位旁边。

A：This is terrible，May.I'm going to phone head office to talk about it.
B：OK，and ask them to send us some more brochures and order forms.
A：Hello？Hello？Hello，this is Tony，phoning from England.We're at the conference.
C：Hello，Tony.Is everything OK？
A：Well，a few problems actually.The exhibition stand is right at the back and it's tiny.And we have very few brochures and order forms.
C：Hello，Tony.Can you hear me？
A：Yes.
C：That sounds terrible.We ordered a stand near the entrance！Didn't you talk to the conference manager？
A：Yes，but.
C：I want you to deal with it today，please，Tony！We spent a lot of money on that stand and we'll send the brochures immediately.
A：Well，I'll do my best，but I don't think we can change it.
C：Tony，if you can't do it，then I'll phone the conference manager myself.And another thing，can you try to find a good agent there to act for us in Britain？Did you remember？To help with the publicity and so on？
A：OK.I'll do my best.I'll phone you again tomorrow，bye.
A：太糟糕了，梅。我要打电话回总部汇报一下。
B：好吧，让他们再送点儿宣传册和订单来。
A：喂？喂？你好，我是托尼，我是从英国打来的，我们在展会呢。
C：你好，托尼。一切顺利吗？
A：其实是有些问题。我们的展位很小，在最后边。我们的宣传册和订单也很少。
C：喂，托尼，能听到吗？
A：能。
C：听起来很糟糕啊。我们订的展位是靠近入口的，你没和展会经理谈吗？
A：谈了，可是……
C：我希望你今天把这事解决，托尼。我们订那个展位花了很多钱的，宣传册会立刻送过去的。
A：好吧，我尽力，但是我觉得改变不了了。
C：托尼，如果你解决不了，我会亲自给展会经理打电话。另外，你能不能在那边找个好的代理？还记得这件事吗？找个代理为我们做宣传之类的活动。
A：好的，我会尽力的，明天再给你打电话，再见。

A：Mr.Zhou，I found a wide variety of articles in the fair，and all your products look very attractive.
B：I'm very glad you like our products，Mr.White.They are very popular with the users both at home and abroad in recent years.I'm sure they'll find a ready market in your area，too.
A：I'm willing to give your products a try，but your delivery must be up to sample.
B：Certainly.It's our principle in business to“Honor the contract and keep our promise”.
A：When can you deliver the goods？
B：It's hard to say.It depends on what you choose and how large the quantity you want.
A：Are you sure you can deliver the goods on time？
B：Yes.We can ensure you what we promise in the contract.
A：Direct business contact is good for both sides.
B：I agree.Mr.White，if you want to know more about our products，we can provide some technical data.
A：Thank you，Mr.Zhou.Now that I have a better understanding of your products and your business principles，to tell the truth，I really appreciate them.Shall we work out a deal tomorrow？
B：Fine.I'll be waiting for you tomorrow morning.
A：周先生，我发现交易会上展品丰富多彩，你们的产品非常引人注目。
B：怀特先生，我很高兴你喜欢我们的产品。近年来我们的产品非常受国内外用户的欢迎，我确信在你们市场上也会走俏。
A：我愿意试销你们的产品，不过交货必须和这里展示的样品相符。
B：当然。我们做生意的原则就是“履行合同，从不食言”。
A：何时可以交货？
B：难说。要看你选哪种产品，量有多大。
A：你能保证准时交货吗？
B：没问题。合同上怎么说我们就会怎么做。
A：直接进行业务联系对双方都有益处。
B：我赞成。怀特先生，如果你想多了解我们的产品，我们可以提供技术资料。
A：谢谢，周先生。现在我对你们的产品和生。意原则有了较好的了解，说实话，我很欣赏这一切。明天我们达成交易行吗？
B：好。明天早晨我等你。





星期四　Business Meals商务会餐
核心词汇记一记　Key Words＆Phrases
alcoholic　　　　　　　　　　　　 含酒精的
beverage　　　　　　　　　　　　　　　饮料
cocktail　　　　　　　　　　　　　　鸡尾酒
craft　　　　　　　　　　　　　　工艺，手艺
marvelous　　引起惊异的，不可思议的，非凡的
specially　　　　　　　　　　　　　　特别地
splendid　　　　　　　　　　 壮丽的，辉煌的
tapas　　　　　　　（西班牙餐馆的）餐前小吃
typical　　　　　　　　　　典型的，象征性的
经典句型背一背　Useful Sentences
☆We'd like to hold a dinner in your honor.我们想为您设宴洗尘。
☆I'd like to invite you to dinner this evening at Heinemann Roast Duck Restaurant.今晚我想请您去和平门烤鸭店吃饭。
☆It's good to start with a cup of Chinese tea.从一杯中国茶开始我们的谈话，实在是太好了。
☆I'm very pleased you could come to the dinner party，Mr.Bush.布什先生，您能来参加宴会，我太高兴了。
☆Our president wants to have dinner with you while you're here.我们董事长想趁您在这里的时候请您吃晚饭。
☆This restaurant is famous for its delicious taste and freshness.这家餐厅以味美新鲜而闻名。
☆I propose a toast to the health of everyone here and to the success of our negotiation.
我提议，为各位的健康以及我们谈判的成功干杯！
☆I wish to propose a toast to our friendship and cooperation.我提议为我们的友谊和合作干杯。
☆After you've relaxed briefly at the hotel，shall we have dinner together？您在旅馆稍稍休息一下后，我们一起去吃晚餐好吗？
☆We're giving a buffet dinner in honor of the New York Trade Delegation at 7：30 at China Hotel this evening.Would you like to join us？我们今晚7：30在中国大酒店特备自助餐欢迎纽约贸易代表团，你能来吗？
☆May we have the pleasure of inviting you to join us to have dinner at Garden Hotel at 7 tomorrow evening？我们可以邀请您明晚7点在花园大酒店吃饭吗？
☆That's very kind of you.I'd be delighted to come.您真好，我很高兴来。
☆Mr.Zhang wants to have dinner with you while you're here.张先生想趁您在这里的时候请您吃饭。
☆May I invite you to dinner at a Chinese restaurant？我请您到中国餐馆吃饭好吗？
☆I'd like to take you out to dinner this evening.我今晚想请您出去吃饭。
☆Why don't you join me for dinner？一道吃晚餐怎么样？
☆I'd very much like you to our dinner.我非常希望您能来参加我们的晚宴。
☆We should be very delighted if you were able to come and have dinner with us.如果您能同我们一起进餐，我们将很高兴。
☆Would you honor us with a visit？如蒙光临，不胜荣幸。
模仿对话练一练　Situational Dialogues

A：Welcome.Please sit down.Mr.Green.
B：Thank you very much for preparing such a splendid dinner specially for me.
A：Don't mention it.What would you like to drink？
B：Brandy，please.
A：OK，let's begin.To our friendship！
B：Bottoms up！
B：Thank you.
A：Help yourself，please.
A：欢迎光临。格林先生，请坐。
B：谢谢您为我特意准备如此丰盛的晚餐。
A：别客气。想喝点什么？
B：请来瓶白兰地吧。
A：好的，现在开始。为了我们之间的友谊，干杯！
B：干杯！
B：谢谢你。
A：请随意。

（Miss Sun is having meal with Mark.）
A：Welcome，Miss Sun.
B：Thank you for your entertaining me.
A：Today I invite you to enjoy the seafood.Please make yourself at home.
B：Excuse me，what business are you looking after in Germany？
A：I am running Chinese arts and crafts.
B：What arts and crafts are you interested in this time？
A：I hope to import some silk in Hangzhou to Germany.Can you help me？
B：Sure，I'll certainly help you do it.
（孙小姐正与马克用餐。）
A：孙小姐，欢迎欢迎。
B：谢谢你的招待。
A：今天我请你吃海鲜，请不必客气。
B：请问，你在德国做什么生意？
A：我经营中国的工艺品。
B：这次来，你对什么工艺品感兴趣呢？
A：想把杭州丝绸进口到德国，你能否提供些帮助？
B：好的，我会尽力协助你的。

A：I wonder if you've had any plans for tonight？
B：Not yet at the moment.
A：Then we'd like to hold a dinner in your honor.What about six o'clock at Garden Restaurant to have a typical Chinese food？Is that a convenient hour？
B：Yes，that's very kind of you.I'd be delighted to come.
A：Please ask your wife to join us for dinner tonight.
B：Thank you.It's very thoughtful of you.I think she would be glad to go with me.
A：不知你们今晚有没有安排。
B：目前还没有。
A：那我们就设宴为你们洗尘吧。6点钟在花园饭店吃顿地道的中国菜，怎么样？时间方便吗？
B：合适，你真好。我很高兴前来。
A：请您的夫人今晚一起来用餐。
B：谢谢你。你考虑得太周到了。我想她会很高兴和我一起去的。

A：Could you tell me what's a formal cocktail party like here？
B：Err，alcoholic beverages and tapas are served，sometimes sandwich or bread.
A：What？
B：Err...I mean there are only beer，champagne，wine，whisky，soft drinks and generally some small snacks to eat.But no other food like rice，fish and meat that can make you full.
A：Oh，I should have known this earlier or I'll not be hungry tonight.Ha...
B：Ha...You can have dinner afterwards.
A：你能告诉我这里正式的鸡尾酒会是怎样的吗？
B：嗯，一些含酒精的饮料和一些餐前小吃，有时有三明治或面包。
A：什么？
B：嗯，我的意思是只有一些啤酒、香槟、葡萄酒、威士忌酒、软饮料和通常的一些小吃，而没有米饭、鱼、肉和面包等食物来填饱你的肚子。
A：唉，我该早点知道就好了，否则今晚不会去饿肚子了。哈哈……
B：哈哈……你可以随后再去吃晚饭。

A：Well，here comes Beijing roast duck.Please help yourself，Mr.Black.
B：Yes，thank you.It's very delicious.Is it one of your famous dishes？
A：Yes.Do you like Chinese food？
B：Sure.It's marvelous，the best in the world，I think.How many courses are there in a Chinese banquet？
A：Usually 10.Please try some Mao-tai.It's well-known in China.
B：Yes，thanks a lot.Well，today I really don't know how to thank you for preparing such a splendid banquet.
A：That's our pleasure.Mr.Black，what has impressed you most during your stay in Beijing？
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.
A：嗯，北京烤鸭来了。布莱克先生，请您自便。
B：好的，谢谢。真好吃，这是你们的一道名菜吗？
A：是的，您喜欢中国菜吗？
B：当然。中国菜妙极了，我想它是世界上最好吃的菜，中国式宴会要有几道菜？
A：一般十道。来点茅台酒，这酒在中国是十分有名的。
B：好的，谢谢。您准备了这样丰盛的宴会，我真不知怎样感谢您才好。
A：我们很高兴这样做。布莱克先生，您在北京逗留期间什么留给您印象最深？
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。





星期五　Presenting Gifts礼尚往来
核心词汇记一记　Key Words＆Phrases
branch　　　　　　　　　　分支，分部
contact　　　　　　　　　 接触，联系
negotiation　　　　　　　 商议，谈判
proposal　　　　　　　　　提议，建议
violin　　　　　　　　　　　　小提琴
经典句型背一背　Useful Sentences
☆You shouldn't have done this.您不用这样。
☆Here is a local specialty from China.这是我从中国带来的土特产。
☆I wonder if you like it？不知您是不是喜欢？
☆Thank you very much for the lovely present.非常感谢您送的漂亮礼物。
☆Many thanks for the wonderful Japanese calendar.非常感谢您送的漂亮的日本日历。
☆I want to thank you for the beautiful rose you sent me.谢谢你送给我美丽的玫瑰花。
☆Here is a present for you.这儿有一个礼物给你。
☆John，I present this gift as a token of our appreciation for what you've done for us.约翰，我用这个礼物作为象征，对你为我们所做的一切表示感激。
☆Mr.Smith，here is a little article for you from our corporation as a token of our friendship，too.史密斯先生，我这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。
☆I really appreciate your thoughtful gift and I will always treasure it.真诚感谢您赠送这么好的礼物，我将永远珍藏它。
☆Here is a little gift for you and I hope you'll like it.我有一件小礼品要送给您，希望您能喜欢。
☆It is just a thought.Please accept it.只是一点儿心意，请您收下。
☆Just a small gift.Please take it.一点儿微薄之礼，请您收下。
☆It meant a lot to me.它对我意义很重大。
模仿对话练一练　Situational Dialogues

A：I hear you will go back to Canada.
B：Yes，thank you for your consideration.I will think about your proposal and contact you soon.
A：This is the gift for you from our general manager，Mr.Fang.Please take it.
B：Thanks a lot.What a nice bracelet！
A：It's great that you like it.
B：Then I'll take it.Thanks a lot.
A：It was nothing at all.
A：听说您明天就要回加拿大了。
B：是的，多谢您的关照。我会好好考虑您的建议并很快与您联系。A：这是我们的方总经理送给您的礼物，请收下。
B：那就太谢谢了。多么漂亮的手镯啊！
A：很高兴你喜欢它。
B：那我就收下了，非常感谢。
A：别客气。

A：Just a small gift.Please take it.
B：Is it china？
A：Yes，it is china produced by the handicrafts company that you visited yesterday.If will be our great honor if it becomes a good memory for you.
B：Thank you for sending me such a beautiful gift.
A：You are welcome.
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.
A：一点儿微薄之礼，请您收下。
B：是瓷器吗？
A：是的。是您昨天参观的工艺品厂生产的瓷器。如果能成为纪念的话，我们将不胜荣幸。
B：送给我这么漂亮的礼物，真是太谢谢了。
A：不用客气。
B：非常感谢您的多方照顾。为了这次谈判你们已经做了许多。我希望我们今后多多合作。

（Mr.White has to go back home.）
A：Thank you for everything that you've done for me during my stay in China.I really appreciate your kindness and hospitality.
B：It's very kind of you to say so，but really，I don't think I have done enough.
A：Oh，you've done an excellent job.Here is a little gift for you and I hope you'll like it.
B：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：Oh，it's beautiful！Thanks so much，Miss.Ma.
B：I do hope we'll be able to meet again soon.
A：I hope so.
（怀特先生要回国了。）
A：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。
B：非常感谢您能这样夸奖我，但我确实认为我做得很不够。
A：噢，你做得很出色。我有一件小礼品要送给你，希望您能喜欢。
B：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。
A：啊，太漂亮了！谢谢你，马小姐。
B：我很希望我们不久能再次相见。
A：我也希望如此。

A：I hear you will go back to America.
B：Yes，thank you for your consideration.I will think about your proposal about establishing business relationship and contact you soon.
A：This is the gift for you from our general manager，Mr.Hu.Please take it.
B：Thanks a lot.May I open it now？
A：Please.
B：What a nice tie！
A：It's great that you like it.
B：Then I'll take it.Thanks a lot.
A：听说你明天就要回美国了。
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：这是我们胡总经理送给你的礼物，请收下。
B：那就太谢谢你了。我可以现在打开吗？
A：请。
B：多么精致的领带啊！
A：很高兴你喜欢它。
B：那我就收下了，非常感谢。

A：On behalf of our company，I'd like to present you a gift，Mr.Yang.It's a sample violin for you from our American branch.
B：Oh，thank you！It's very kind of you.This is exactly what I want.Ah，it's quite novel for us.
A：I hope you like the design and material as well.
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.
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：我谨代表我们公司向您赠送这件礼物，杨先生。这是从美国分公司生。产的样品小提琴。
B：噢，谢谢你！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：希望你喜欢它的设计和材料。
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。感谢你送给我们这样好的一份礼物。
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试验它。





星期六　Seeing Off Customers送别客户
核心词汇记一记　Key Words＆Phrases
bon voyage　　　　　　枙法枛一路平安
calligraphy　　　　　　　　　 　书法
convey　　　　　　　　　　搬运，传达
mutual　　　　　　　　相互的，共同的
经典句型背一背　Useful Sentences
☆Please give our best regards to your wife and children.
请转达我们对您夫人及孩子的良好祝愿。
☆Here is a little something from my company，please take it.
这是我们公司的一点小意思，请笑纳。
☆I hope everything goes well with you.希望您事业顺心。
☆Goodbye and all the best.再见，一路顺风。
☆I'm looking forward to our next meeting.我期盼我们下次的见面。
☆I'll see you soon.So long.很快就会再见到您。再会。
☆Thank you for everything you did for us.感谢您为我们所做的一切。
☆Thank you very much for coming all the way to see me off.非常感谢您老远来为我送行。
☆It's a pleasure to do business with you，and I hope we shall do more.
与你做生意非常愉快，我希望我们今后可以做更多的生意。
☆I shall hope to see you again at some time in the future.我希望未来能有机会再见面。
☆We're sorry you'll leave soon.您就要走了，真遗憾。
☆It's very nice of you to come all the way to see me off.你大老远来送我真是太好了。
☆Thank you for bringing me to the airport.谢谢你带我到机场来。
☆Thank you for coming to see me off.谢谢你来送我。
☆Perhaps you'd like to come and visit us when next time you're in Kyoto.I'll look forward to it.也许下次你在京都时会想来看看我们。我衷心期待。
☆Looking forward to the opportunity of hosting you here again.希望有机会再次在这里款待您。
☆Don't forget to look me up if you are ever in New York.
你要是到纽约来的话，别忘了来找我。
☆Let me know if I can do anything for you in Japan.如果在日本有什么我能为你们做的请告诉我。
☆It's boarding time.到登机的时间了。
☆No words can fully express our gratitude to the leadership of this company for their great kindness and thoughtful consideration during our stay here.贵公司领导在我们驻留期间为我们做出的周到款待，我们的感激之情无以言表。
模仿对话练一练　Situational Dialogues

A：Miss Li，it's very kind of you to see me off.
B：It's my pleasure.
A：It's really a rewarding trip！Please convey my thanks to your manager.
B：Oh，I'll do that.
A：My flight is now boarding.I'll see myself out，please.
B：Have a good journey.You are welcome back here at any time.
A：李小姐，你来送我真是太好了。
B：我很荣幸。
A：这次真是不虚此行！请代我向你们的经理表示感谢。
B：噢，我会的。
A：要登机了，您请留步吧。
B：祝您一路顺风，随时欢迎您再来。

A：It's really very kind of you to come to see me off，Mr.Liu.
B：Not at all，Mr.Anderson.I'm sorry you're unable to stay in Beijing a little while longer.
A：I'm sorry，too.I'm very grateful to you for your warm hospitality.
B：It was nothing at all.
A：Oh，I hear they're announcing my flight over the public address system.I'd better be going.
B：Bon voyage，Mr.Anderson.And a safe landing back in the States.
A：Goodbye，Mr.Liu，I'll contact you again.
B：Goodbye.
A：刘先生，您来给我送行真是太客气了。
B：不用客气，安德森先生。您未能在北京多待一些日子，我为此感到遗憾。
A：我也很遗憾。您热情好客，非常感谢。
B：没什么。
A：哦，我听见扩音器在播我的班机信息了，我该走了。
B：安德森先生，一路顺风。祝您平安回到美国。
A：再见，刘先生，我会再与您联系的。
B：再见。

A：I hope you have a good trip home，Mr.Brown.
B：Thank you for everything，Miss Song.You certainly made my stay in Shanghai a most interesting and enjoyable one.
A：It's been my pleasure to have been able to help you.I hope that in the future our two companies will be drawn closer together in mutual business cooperation.
B：Yes，I am sure we will.I hope you can visit our company some day.Thank you again，Miss Song.Bye.
A：Bye-bye，Mr.Brown.
A：布朗先生，祝你一路顺风。
B：宋小姐，谢谢你做的一切，你真的让我在上海度过了一段有趣而愉快的时光。
A：我很高兴能帮助你。希望今后我们两家公司在商务上合作更加密切。
B：是的，我相信会的。我希望你有朝一日能访问我们公司。再次感谢你，宋小姐，再见。
A：再见，布朗先生。

（Miss Wu is seeing Mr.White off.）
A：I'd like to give you a little something to take home.Let me unroll it.
B：This is beautiful！Chinese calligraphy.That's very nice of you.
A：It's a token of my appreciation for your business and friendship.
B：If you have time around Christmas，please come to visit my family.I'll be able to show you around our city.
A：Thanks of the invitation And please give my regards to your wife.
B：I will，thank you.Well，I'd better go.Thanks again for everything.
A：Take care and have a nice flight.
（吴小姐正给怀特先生送行。）
A：我有样小东西想送你，让我把它打开。
B：好漂亮！是中国书法！您真细心！
A：这是向你表示我们在生意及友谊上的一点意思。
B：如果你圣诞节前后有空，欢迎到我家来玩，我可以带你在我们那儿四处看看。
A：谢谢你的邀请。请代我问候嫂夫人。
B：我会的，谢谢。好，我得走了，再次谢谢你们的招待。
A：请保重！祝你一路顺风！

A：Times goes quickly and all good things must come to an end.It's time for me to go back to America.
B：Yup.I hope you have lived through a good time here.
A：Certainly.Thanks for everything.We have had a wonderful time in Beijing.
B：I am delighted to hear that.I'm looking forward to seeing you again.
A：Welcome to America for business.There I will invite you to taste delicious American food.
B：Thank you very much for saying so.If there is a chance，I will consider that.
A：I must go.Let's get together again in the near future.And it's very nice of you to come and see me off.
B：Have a pleasant journey and good luck.Please keep in touch.
A：Sure，I will.Goodbye.
A：时间过得真快，天下没有不散的宴席。到了我回美国的时候了。
B：是啊。我希望你在这度过了一段美好的时光。
A：当然是的。谢谢你们所有的招待，我在北京过得很愉快。
B：听您这么说我很高兴，期望能再次见到您。
A：欢迎你们来美国洽谈业务。在那我会邀请你们品尝美味的美国菜。
B：谢谢您这么说。如果有机会我会考虑的。
A：我得走了。让我们在不远的将来再见吧。并且感谢你们来为我送行。
B：祝您旅途愉快、平安。请保持联系。
A：当然，我会的。再见！





第六周　Foreign Trade Procedure






星期一　Inquiry询盘
核心词汇记一记　Key Words＆Phrases
confirmation　　　　　证实，确认，批准
pricelist　　　　　　　　　　　 价目表
quantity　　　　　　　　　　　量，数量
quote　　　　　　 提供，提出；报（价）
shed　　　　　　　　　流出，发散；散发
valid　　　　　　　　　　　　　 有效的
经典句型背一背　Useful Sentences
☆Could you give us an indication of price？你能给我们一个估价吗？
☆If your price is favorable，I can place the order right away.
如果你们的价格优惠，我可以马上订货。
☆Could you make offers for the items listed in your catalogue？
你们能报出目录中所列商品的价格吗？
☆If you can supply goods of the type and quality required，and price is reasonable，we may place regular orders for large quantities.如果你方能提供所要求的型号和品质的货，而且价格合适，我们可经常大宗订货。
☆May I have an idea of your prices？You'd better let me know what your price is or if you could give me an indication of price.我可以了解一下你方价格吗？最好告诉我你方价格，或是否给我个估价。
☆We shall be pleased if you will send us the lowest quotation for the following lists：...请寄下列商品的最低报价单：……
☆I wonder whether there are any changes in your price.不知你们的价格有没有变化。
☆Is this your final offer or is the offer negotiable？这是你方的最后报价还是可商议报价？
☆We regret we have to decline your offer.很抱歉，我们不得不谢绝你方的报价。
☆I'd like to have your lowest quotation CIF Dalian.希望你们报成本加保险费、运费到大连的最低价。
☆We shall accept your price only when you can make an earlier shipment.只有你们提前交货，我们才能接受你们的价格。
☆Please renew your offer for a week.请重新给出你方报价，并给出一周的有效期。
模仿对话练一练　Situational Dialogues

A：Would it be possible for you to tell me your sales terms and conditions？
B：Yes，I'd be happy to answer any questions.We usually export CIF.
A：I wonder if you'll offer both CIF and FOB prices.
B：Yes，here is our price sheet.
A：Can you shed all light on your price？
B：Yes.Here you are.
A：We'd be willing to accept your CIF price.
B：If it is convenient for you，we will meet tomorrow for a specific discussion.
A：请问贵公司的销售条件是什么？
B：我很高兴回答任何问题，我公司通常是按到岸价出口的。
A：贵公司能否告诉我到岸价和离岸价。
B：可以，这是我们的报价单。
A：能否透露给我全部报价吗？
B：好的，给您。
A：我们接受贵方的到岸价。
B：如果方便的话，我们明天见面再具体谈一谈。

（Mr.Jia is inquiring.）
A：Which items are you interested in？
B：We are interested in item No.8.It's eye-pleasing and attractive.How about the supply？
A：Generally speaking，we can supply from stock.
B：Here's our inquiry list.Please quote us your lowest price，CIF San Francisco.
A：I'll look into your requirements first and let you know our firm offers tomorrow.
B：By the way，can you give me the time of delivery？
A：Yes.Do you have specific requirements for the delivery time？
B：I need a shipment in June.I hope you can send the goods on time.
A：We can ensure that.
（贾先生。正在询盘。）
A：您对哪种产品感兴趣？
B：我们对8号产品有兴趣。这货物悦目而诱人。供应情况如何？
A：一般说来，我们能供应现货。
B：这是我们的询价单。请给我们报CIF旧金山最低价。
A：我把询价单研究一下，明天报实盘给您。
B：顺便问一下，能告诉我发货时间吗？
A：能。您对发货时间有具体要求吗？
B：我需要6月交货。希望你们按期交货。
A：我们能保证做到。
A：Could you make offers for the items listed in your catalog？
B：Yes.Here's the price list.But the prices are subject to our final confirmation.
A：Item No.3898 seems to be the thing I want to have a try.
B：What's the quantity you're likely to take？
A：100 tons for a start.
B：How soon do you want the goods to be delivered？
A：Early October.
B：And the port of destination？
A：New York.
B：Just a minute.Now we offer you firm for 100 tons of item No.3898 at 180 US dollars per metric ton CIF New York，to be delivered in Early October.
A：How long will you leave your offer open？
B：It's valid for three days.
A：目录中所列的商品你们能报价吗？
B：能，这是价格单，但是这些价格以我方最后的确认为准。
A：3898号商品看来我可以试试。
B：你想要订多少？
A：做100吨开个头。
B：什么时候要货？
A：10月初。
B：目的港是哪里？
A：纽约。
B：请等一等。现在我们报实盘：3898号商品100吨，每公吨纽约到岸价为180美元，10月初交货。
A：报价的有效期多长？
B：有效期为3天。

A：We're very much interested in your products.May I have a copy of your price sheet？
B：Yes.Here's a copy of our latest pricelist.All prices in the pricelist are subject to our final confirmation.
A：All your prices are on CIF basis，right？
B：Yes.Would you please tell me the main items you are interested in？
A：We are thinking about buying 5 tons of groundnuts.If you can supply the groundnuts，please let us know your lowest possible prices.If your prices are favorable，we are ready to place the order.
B：OK.I will make you a special offer，which is RMB 3，000 per ton CIF your city.I am sure you'll find our price most favorable.
A：I'm glad to hear that.How long will you keep your offer open？
B：Only three days.
A：I don't need that long to make up my mind.I will inform you of the result by tomorrow morning.
A：我们对你们的产品非常感兴趣。能给我一份你们的价格单吗？
B：可以。这是我们的最新价目表。价目表上的所有价格都以我方最后确认为准。
A：你们的所有价格都是CIF价，对吗？
B：是的。您能告诉我你们对什么产品最感兴趣吗？
A：我们正在考虑购买5吨花生。如果你们能供应这些花生，请告诉我们你们的最低价格。如果你们的价格便宜，我们很愿意订货。
B：好的。我将给你们一个特殊的报价，到你们城市的CIF价为每吨3000元人民币。我确信您会发现我们的价格是最便宜的。
A：听您这么说我很高兴。贵方报价的有效期是多长时间？
B：只有3天的时间。
A：我做决定用不了那么长时间。最迟明天上午我会通知您结果的。

A：Good morning，my name is Wang Yang.
B：I'm John Green.I'm glad to have the pleasure of meeting you here.
A：I'm glad to meet you，too.Now what can I do for you？
B：I'm thinking about buying some fancy silk.
A：May I have your specific inquiry？If you make an inquiry，we can offer you firm.
B：I'm planning to place an order for 1，000 yards to start with.And please make your quotations on CIF basis.
A：OK，we'll have them early this afternoon.
B：Would you accept orders according to our designs and patterns？
A：Yes，if the order is a sizable one.
B：That's good.And I suppose your silk is sun-proof.
A：Definitely so.It washes well，too.
B：May I have a catalogue of your silk？I would like to get some idea of your silk.
A：Here you are.
B：Thank you.I'll ring you up for another talk with you.
A：Please call again any time you like.
A：早上好，我叫王扬。
B：我叫约翰·格林，很高兴在这儿见到您。
A：我也非常高兴，您需要些什么？
B：我想购些各色花绸。
A：可否告知您的详细询盘，以便我们报实盘？
B：我想先订1000码，请报成本、保险费加运费价格。
A：好的，我们今天下午就准备好报价。
B：能否接受根据我们的设计和样式订货？
A：可以，如果订货的数量足够大。
B：太好了，我想你们的丝绸很耐晒。
A：确实如此，而且很耐洗。
B：能否给我一份丝绸织品的目录？我想了解一下有关的情况。
A：给您。
B：谢谢！我将给您打电话再谈。
A：请随时给我打电话。





星期二　Order 订货
核心词汇记一记　Key Words＆Phrases
inventory　　　　　　　　　　　　 详细目录；存货
merchandise　　　　　　　　　　　　　 商品，货物
minimum　　　　　　　　　　　　　 最低的；最小的
purchase　　　　　　　　　　　　 　　　 买，购买
regularly　　　　　　　　　　 有规律地，有规则地
specificatio　详述；［常pl.］规格，规范；说明书 
stock　　　　　　　　　　　　　　　 常备货，存货
经典句型背一背　Useful Sentences
☆We are thinking of placing an order.我们正在考虑订货。
☆We take pleasure in placing an order with you for the following items.我们高兴地向你们订购如下商品。
☆We are prepared to give a trial order of...provided you guarantee delivery on or before March 18th.如果你方保证3月18号或在此之前交货，我方准备试订……
☆We have stopped manufacturing this article，as there is no demand for it.
由于该货无需求，我们已停产。
☆The goods ordered are now out of stock.所订货物暂无库存。
☆We're unable to increase our supply because we have too many orders on hand.
由于手头订单太多，我方不能增加供应量。
☆What is the minimum quantity of an order for your goods？你们这种产品的起订量是多少？
☆We'd like to cancel the order for the goods because of the changes in the home market.由于国内行情有变化，我们打算取消这种商品的订货。
☆I'm afraid we are not able to supply as much as you require.你们要求的数量，我们无法满足。
☆Our company has been fully committed，so we cannot take any more orders this year.我们公司订货已满，今年再不能接受订货了。
☆Would you please send us a confirmation upon receipt of the order？请你们收到此订单后，寄来确认书，好吗？
☆I'm ready to place an order with you，but only on condition that the goods are confined to our company.我现在准备向贵方订货，但唯一条件是，货物只限卖给我们公司。
模仿对话练一练　Situational Dialogues

A：Well，what are you interested in？
B：White crystal sugar.
A：What's the quantity you have in mind？
B：What is the minimum quantity of an order for your goods？
A：Is this your trial order？
B：Yes，since it is the first time.
A：About 5，000kg.
B：If the first lot is good，we'd like to place a repeat order and then to order regularly.
A：Very good.
A：你想要什么货？
B：晶状白糖。
A：你想要多少呢？
B：最少要订多少量才行？
A：是试购吗？
B：是的，因为这是第一次订货。
A：大概5000千克吧。
B：如果第一批货不错的话，我们会续购订货单，以后就定期订货了。
A：很好。

（Miss Sun and Mr.Cao are talking about the quantity of the order.）
A：How much will you order this time？
B：This is the order sheet.The specifications are written on it.Please make them accordingly.
A：I see.Is the total volume 10，000？It is not many.
B：If they are very popular，we will order more in the future.Please mail us the sample.You can start processing after our confirmation.
A：I see.
B：The price of C＆F L.A.is two dollars each for 10，000 pieces.
A：This is very difficult to manage.In any case，it is a small size.
B：As you know，the American market is not rosy at present，and we have a large inventory，so please consider our difficulties.
（孙小姐和曹先生在商量订货数量。）
A：这次贵方能订购多少呀？
B：这是订货单，规格什么的都写在上面了，请按要求生产。
A：知道了。总数是1万个吗？不多呀。
B：如果销量好的话，今后会再多订的。之后请寄确认样给我们，我方确认之后再生产。
A：知道了。
B：1万个，单价每个2美元，C＆F洛杉矶价格。
A：这个很难办呀。不管怎样订购数量太少了。
B：正如您所知，美国市场目前很不景气，而且我们的库存又多，请考虑一下我们的难处。

（Zhang Tong is ordering goods.）
A：Good afternoon！Office Art.Can I help you？
B：Good afternoon！This is Zhang Tong from Yi Qin Company.
We want to order a large number of paintings.
A：OK.We have several hundred in stock.
B：OK.What's your fax number，please？
A：It's 8537-8942.
B：8537-8942.OK.By the way，how long will it take for the merchandise to arrive？
A：It'll get there about a week after we receive your order form.
B：Fine.We'll send you our completed order form by fax today.
（张同正要订货。）
A：下午好！我是艺术办公室，需要为您服务吗？
B：下午好！我是艺琴公司的张同，我们要订购一大批画。
A：好的。我们有几百幅画的存货。
B：请问，您的传真号是多少？
A：8537-8942。
B：8537-8942。好的。顺便问一下，货要多久才能送到？
A：我们收到订单后，大约一个星期就会送到。
B：好的，我们今天就把订单传真给您。

A：We will carry out the order when the purchase order gets here.
B：Good.And because this is our initial order，and your products are so new，we would like to make a deal with you.
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.
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.
A：I can't agree to that.My company will have to pay for both sending them and bringing them back.
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.
A：OK，I agree.But the repeat order can't have the same terms.
A：你们的订单一到，我们就会进行生产。
B：很好。但是因为这是初次订货，而且你们的产品又这么新，我们想另外跟贵公司再商量一下。
A：嗯，事实上我们通常是不再谈优惠条件的，不过既然这是新产品，我就洗耳恭听。
B：我们想用试订的方式。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。
A：这个我不能同意，因为我们公司得花钱送货，又得花钱把退货运回来。
B：我保证如果所有的货能在两个月之内卖完，我们会立刻购买同样数量的产品。
A：好吧！不过，下次的订单可没有同样的条件。

A：We like your books，and are interested in placing an order with you as soon as possible.
B：Well，we can't send the order until after the Christmas holidays.Our publishing house will be closed for another week.
A：That's all right.We will send you a purchase order in one week.I hope you will be able to take care of it.
B：No problem.Once we get our purchase order，we will begin preparing the books.
A：Thanks.We need the products in less than one month because of the market.By the way，will payment against delivery be OK？
B：That will be fine.And I can promise you that you'll get the books about two weeks after we get your purchase order.
A：我们很喜欢你们的新书，想要尽快向你们订货。
B：呃，恐怕要等到过完圣诞节以后才能开始发货，我们出版社要多放一个星期的假。
A：行。一个星期之内我会寄订单给您。希望你们能够加以处理。
B：保证没问题。我们一接到您的订单，就会开始备货。
A：非常感谢。由于市场的原因，我们必须在一个月之内拿到货。对了，交货时付款可以吗？
B：可以，而且我可以保证订单接到后两个星期左右你们就可以收到货了。





星期三　Delivery Methods运输方式
核心词汇记一记　Key Words＆Phrases
agent　　　　　　　　　　　代理（商）
by installment　　　　　 分期（付款）
computation　　　　　　　　计算；估计
containerized　　　　　　　 集装箱化的
economical　　　　　　　节约的，节省的
freight　　　　　　　　　　 货物，船货
manufacturer　　　　　　制造业者，厂商
mode　　　　　　　　　　　　方式，方法
option　　　　　　　　　　选项；选择权
situation　　　　　　　　　 情形，境遇
transact　　　　　　　　　　办理，交易
transportation　　　　　　　运输，运送
vessel　　　　　　　　　　　船；容器，
经典句型背一背　Useful Sentences
☆What kind of transportation does your firm practice？你们公司习惯采用哪种运输方式？
☆Usually，it is cheaper to have the goods sent by sea than by railway.通常海运较陆运便宜。
☆For such a big order，we propose to have the goods dispatched by sea.对于数量如此多的货物，我们建议走海运。
☆Because of the high cost of railway transportation，we prefer sea transportation.因为铁路运输费用高，所以我们希望走海运。
☆We don't think it is proper to transport the goods by railway.我们认为此货不适合用铁路运输。
☆We would prefer to have goods carried by road and not by railway.我们宁愿用公路运输，而不是铁路运输。
☆We think it necessary to move the articles by the way of combined transportation.我们认为联运货物十分必要。
☆Since there is no direct vessel，we have to arrange combined transportation by rail and sea.由于没有直达的船只，所以我们只好安排海陆联运了。
☆It's simple and cheap for both of us to arrange combined transport.安排联运对于我们双方来说都既简单又经济。
☆Transshipments are not allowed.不准许转船。
☆How would you like this order shipped？你们想如何运输这批订货？
☆What would you say if we ship the goods in installments？我们分批装运，你们认为如何？
☆To meet your demands，we allow transshipment，but the expenses and risks involved should be borne by you.为满足贵方要求，我们允许转运，但是由此带来的费用和风险由你方承担。
☆If partial shipment is permitted，we can ship whatever is ready to fill the urgent needs of your end-users.如果允许分批运输，我们就可以随时装运备好的货物，解决贵方终端用户的需求。
模仿对话练一练　Situational Dialogues

A：We're sorry for the delay.The trouble is that direct ships to your port are very few.
B：If you can't get hold of a direct vessel，we might agree to have the goods transshipped via Rotterdam.
A：I'll have to contact our forwarding agent there first and find out what the situation is like.
B：All right.

A：很抱歉装运有延误。问题出在驶往你们口岸的直达船很少。
B：如果弄不到直达船。我们可以同意在鹿特丹转船。
A：我得先和我们在那里的货运代理联系一下，看看情况再说。
B：好吧。
A：Let's discuss the transportation mode of the goods we ordered.From what I've heard，you're well up in shipping work.
B：I think it is proper to transport the goods by air.
A：I'm afraid the cost of air-cargo transportation is too high.
B：Youwillbesurprisedtodiscoverthatair-cargo transportation is economical for some kind of products.
A：我们现在讨论一下所订货物的运输方式吧。据我所知，贵方对运输工作很在行。
B：我认为此货适合空运。
A：恐怕空运费用太高了。
B：你会惊讶地发现，某些产品采用空运比较经济。

A：I'd prefer chartering containerized vessels to conventional ships.
B：Why？
A：Containerization is faster，safer and more convenient，and the time needed for loading and unloading is shortened.
B：Er，containers save not only a lot of wrapping but also the cost of freight.
A：我宁愿租集装箱船，而不愿用普通船。
B：为什么？
A：集装箱运输更快、更安全、更方便，装卸时间也缩短了。
B：嗯，集装箱不仅节省了大量的包装材料，也节省了运输费用。

A：How much do you think we'll have to pay for freight if we send the goods by sea？
B：So far as I know，many freight rates are quoted on the basis of weight or measure at the option of the shipping company.
A：Do you mean the shipping company shall have the power to decide whether the weight or the size of the goods should be used as the basis for the computation of freight？
B：Exactly.And it is usual for shipping companies to make additional charges for heavy lifts and extra lengths.
A：Thank you for your information.
A：如果我们海运这批货物的话，您认为我们得付多少费用？
B：据我所知，许多运费是根据货物的重量或轮船公司规定的度量方式报价的。
A：您的意思是说轮船公司有权决定是以货物的重量还是以货物的尺寸作为计算运费的标准？
B：完全正确。并且通常轮船公司会对超重和超长的货物收取额外的费用。
A：非常感谢你提供的信息。

A：We hope you agree to ship by installment.
B：How many times？
A：Three times.The loading term is from February to June next year.It will be transacted once every month.The first delivery is in February.
B：How to arrange the quantity？
A：If you do not have any special requirements，we will make an average allocation.So it will be 40 tons each time.
B：It is not good on average allocation.How about 60 tons for the first load，then 30 tons each？
A：No problem.I will contact the manufacturer later.
B：Thank you.
A：希望你们能同意分批装运。
B：分几批？
A：分三批。装船期限为明年2月到6月，隔一个月交易一批，第一批是2月份。
B：数量怎么安排呢？
A：如果你们没有什么特别要求的话，就平均分配，每批40吨。
B：平均不太好吧。第一批交60吨，后两批各交30吨怎么样？
A：应该没什么大问题，回头我跟厂家联系一下看看。
B：谢谢。





星期四　Signing Contracts签订合同
核心词汇记一记　Key Words＆Phrases
amend　　　　　　　　　　修改，修正
arbitration　　　　　　　仲裁，公断
concern　　　　　　　　　有关，涉及
notify　　　　　　　　　 通报，通知
refund　　　　　　　　　　　　 还款
revise　　　　　　　　　 修改，修订
smooth　　　　　　　 流畅的，圆滑的
stipulate　　　　　　　　规定，保证
wrap　　　　　　　　　　 包装，卷；涵盖
经典句型背一背　Useful Sentences
☆I made a very close study of your draft contract last night.昨晚，我仔细研究了你们的合同草案。
☆Shall we draw up a draft of the contract？我们要不要草拟一份合同草案？
☆We'll prepare a draft according to our（standard）contract.我们会根据我们的（标准）合同，准备一份草案。
☆After the draft is completed，we can work out any minor problems.草案完成后，我们就可以解决其他较小的问题。
☆Have you seen the draft of the contract？您看过合约草案了吗？
☆Please examine the draft as quickly as you can.请您尽快审核一下草案。
☆May I refer you to Article 5 of the general terms and conditions of the contract？请你看看合同的一般条款的第5条好吗？
☆May I refer you to the contract stipulation about packing？请你看看合同中有关包装的规定好吗？
☆The contract contains basically all that we have agreed upon during our negotiation.合同基本上把我们谈判取得的一致意见的全部内容都包括了。
☆Please check all the terms listed in the contract and see if there is anything not in conformity with the terms we agreed on.请您检查一下合同的所有条款，看看是否与我们达成的条款有不相符的地方。
☆To avoid missing anything，we'd better have another check.为了避免漏失项目，我们最好再检查一遍。
☆These two copies of the contract are in agreement with the original.这两份副本与原文件一致。
☆How long shall we make the contract for？合同要订多久？
☆We'd like to make a three-year contract.我们想订3年的合同。
☆This contract is valid for three years.这份合同有效期为3年。
☆If everything is satisfactory，it could be renewed and extended two years.如果事事都令人满意，合同可以重订，而且延长两年。
☆If both sides agree，the contract can be renewed annually.如果双方同意，合同可以每年重订一次。
☆Would you like to have any specific period that the contract to be valid for？你们希望确定合同的具体有效期吗？
模仿对话练一练　Situational Dialogues

A：Well，Ms.Green.I think we've ironed out all the wrinkles.As far as I'm concerned，we've got a deal.
B：Absolutely，Mr.Smith.Everything should be smooth from here on.
A：If you'll just sign these two copies，we'll be all set.
B：All right，there you go.I'll keep this copy.
A：好的，格林女士。我想我们已经把问题都解决了。依我看我们已经成交了。
B：当然，史密斯先生。从现在开始应该一帆风顺了。
A：如果您能在这两份文件上签字，事情就都妥了。
B：好的，这是你要的。我留着这份？

A：That almost wraps it all up.
B：Yes，I think so.
A：All that we have to do is signing the contract.
B：I'd like to look this over before I sign it.
A：Of course.Take your time.
B：It looks fine to me.
A：Then sign there at the bottom.
B：How is that？
A：That's fine.Let's go out and celebrate.
A：一切差不多都谈妥了。
B：是啊。
A：剩下的只要签订合同就可以了。
B：签约之前我想再看一遍。
A：当然，您慢慢看吧。
B：看起来好像没有问题。
A：那么就请你在下面签字吧。
B：这样可以吗？
A：可以。我们到外面庆祝一下吧！

（Mr.Gao and Mr.Hao are discussing the draft contract.）
A：I studied the draft contract and I'd like to bring up two points.
B：I'd like to hear your points.
A：Firstly，in the draft contract the products should be packed in wooden cases.I wonder if you have different packings.
B：What do you want？
A：As usual we prefer to use steel cases.
B：This can easily done.
A：Secondly，about the arbitration.
B：Don't you agree with that arbitration shall take place in China？
A：We prefer that arbitration to be carried out in a third country.
B：I see.We will revise the draft contract.
（郭先生和郝先生正在讨论合同草案。）
A：我研究了合同草案，我要提两点问题。
B：洗耳恭听。
A：第一，在合同草案中，产品应该用木箱包装，我想知道我们是否可以用不同的包装。
B：你们想用什么包装？
A：通常我们喜欢使用钢箱。
B：很容易做到。
A：第二，关于仲裁。
B：你不同意在中国仲裁吗？
A：我们更倾向于在第三国实行仲裁。
B：我知道，我会修改合同草案的。

A：I have drafted a contract for the sale of the electric cookers.
B：I'd like to look this over before I sign it.
A：I'll explain it to you.It says that you agree to buy 200 boxes of electric cookers.
B：Where does it state the price？
A：It says here that each box is＄120畅50.
B：Does it say when my company must pay by？
A：The contract says that you must pay upon receipt of the goods.
B：And what if we are not happy with the electric cookers？
A：Then you can return it for a refund.
B：It looks fine to me.
A：Just sign there at the bottom.
A：关于购买电饭锅我已经草拟了一份合同。
B：签约之前我想再看过一遍。
A：我解释给你听。合同标明您同意购买200箱电饭锅。
B：价格标注在什么地方？
A：这儿写着每箱120畅50美元。
B：是否已经注明我们公司的支付日期呢？
A：合同规定到货即付款。
B：但是如果我们对电饭锅不满意呢？
A：可以退还货物获得退款。
B：看起来好像没什么问题。
A：那么请在下面这里签个名。

A：The draft of the contract is ready，please go through the draft contract and make sure everything is all right.
B：Well，I think the agreement has covered everything except some minor points.First，the time of shipment...
A：The time of shipment？It is clearly stated that“Shipment is to be made in June，July，August，2007.”That's what we all have agreed，isn't it？
B：Yes，that's right but not exact.So I'd like you to amend it to：“Shipment is to be made in three equal lots respectively in the middle of June，July，August，2007.”
A：Well，I'll see to it right away.
B：Thanks.And secondly，as this is a CIF transaction，I think it highly necessary to stipulate in the contract that“The seller should notify the buyer by cable after the loading is completed，and shall be held responsible for all the losses incurred should he fail to do so.”
A：Thank you for reminding us.I'll add it to the contract.Have you any more suggestions？
B：No.Thank you for your friendly cooperation.Another thing，please remember the contract is to be written in Chinese and English and both languages are equally effective.
A：合同稿已拟好，请把合同草案过一遍，看有什么问题。
B：嗯，我感到这个协议把所有的都涵盖了。不过还有几个小问题。首先，装船时间……
A：装船时间？上面写得很清楚：“2007年6月、7月、8月装船”。这是我们都同意了的，对不对？
B：对，但不够准确。请你把它改成：“分别在2007年6月、7月、8月中旬分三批等量装船”。
A：嗯，我马上修改。
B：谢谢。其次，由于这次交易是按成本运费加保险计价，我认为十分有必要在合同中规定：“在装好船后卖方应该电报通知买方；否则，由此而引起的损失应由卖方负责。
A：谢谢您提醒我们，我会加上这条。您还有别的意见吗？
B：没有了，谢谢您的友好合作。另外一件事，请记住合同要用汉语和英语写，两种语言的合同具有同等效力。





星期五　Inspection 商检
核心词汇记一记　Key Words＆Phrases
alternative　　选择性的，二中择一的；二中选一，抉择
cargo　　　　　　船货，（车、船、飞机等运输的）货物
certificate　　　　　　　　　　　　　　证书，证明书
commodity　　　　　　　　　　　　　　　　　　　商品
inform　　　　　　　　　　　　　　　　　　　　通知
purchase　　　　　　　　　　　　　　　　　　买，购买
schedule 　　　　　　　　　　　　　　时间表，进度表
submit　　　　　　　　　　　　　　　　　　呈送，提交
经典句型背一背　Useful Sentences
☆Can you tell me the date of open-package inspection？您能不能告诉我开箱检查的日期？
☆The inspection of commodities is not an easy job.商检工作不是那么简单。
☆I have brought along with me the certificate issued by the London Health Office.我带来的是伦敦卫生检疫局官员签发的证书。
☆We have full confidence in your Commodities Inspection Bureau.我们很信赖你们的商品检验局。
☆We should inspect this batch of porcelain ware to see if there is any breakage.我们要检查一下这批瓷器是否有破损的。
☆The inspection should be completed within a month after the arrival of the goods.商品检验工作在到货后一个月内完成。
☆How should we define the inspection rights？商检的权利怎样加以明确呢？
☆I'm worried that there might be some disputes over the results of inspection.我担心对商检的结果会发生争议。
☆Inspections shall be made by sampling.检验应抽样进行。
☆A duplicate sample shall be sealed after inspection.检验之后须封存一份复样。
☆You can rest assured that these exports have passed our legal inspection.请放心，这些出口商品已经通过了我国的法定检验。
☆Actually，it is our usual practice to inspect all equipments and parts before shipment.实际上交货前对所有的设备及部件进行检验是我们通常的做法。
☆You can dispatch your representative to join the open-package inspection，if you like.贵方愿意的话也可派代表参加开箱检查。
☆Please inform us of the date of inspection one month before the open-package inspection.希望你们在开箱检查前一个月，将开箱检查日期通知我们。
☆Our goods must be up to export standards before the Inspection Bureau releases them.我们的货物只有在符合出口标准后商检局才会放行。
☆We'll accept the goods only if the results from the two inspections are identical with each other.只有双方的检测结果一致我们才能接收货物。
模仿对话练一练　Situational Dialogues

A：When do we submit the papers to the Customs？
B：You should submit the necessary papers to the Customs when you are informed that your freight has arrived.
A：Can we hand in our papers before we are notified？
B：Yes，we can.Actually，it's wise for us to pay close attention to the schedule of the cargo vessel.
A：I see.If we want to save money and also time，we shouldn't keep the ship waiting to be cleared.Am I right？
B：Yes，you're right.
A：我们应该什么时候向海关申报？
B：一旦通知说你的货物到达了，你应该立即报关。
A：我们可以提前申报吗？
B：可以。事实上，我们应该密切注视货船的行程。
A：我明白了，如果我们想节省时间和费用的话，我们不应让船等候太久再报关。我说得对吗？
B：是的，就是这样。

A：All our goods for export will be inspected by China Commodity Inspection Bureau before delivery at the port of shipment.
B：After that，the Bureau will issue an Inspection Certificate to the qualified goods，won't they？
A：Yes.The certificate will be made out in both Chinese and English.
B：Good.But we will make reinspection upon the arrival.
A：Importers have this right.We hope you can engage a surveyor as soon as possible since there is a time limit for the reinspection.
A：我们所有出口商品在港口发货前，都会经过中国商品检验局进行检验。
B：检验后，商检局会给合格产品发放检验证书，是吗？
A：对。证书会以中英文两种文字写成。
B：很好。但是我们会在货物到达后复检一次。
A：进口商有权复检。我们希望你们能尽快联系到检验机构，因为复检有一个时限。

（Mr.Yao and Miss Guan are discussing commodity inspection.）
A：The goods to be imported are subject to legal inspection.
B：Then how can I arrange for the deal？
A：You can send in your samples first for legal inspection.Once approved，the goods can be shipped to China.
B：It'll cost a very long time.
A：The alternative is to ship the goods directly to the bonded area while the samples are being inspected.
B：That sounds good.
A：In fact，it's also very convenient for the importer.
B：I'll go and arrange for the deal right now.Thank you very much for your help.
（姚先生和关小姐在讨论商检）
A：这些进口货物必须经过法定检验。
B：那么我该怎样来安排这件事？
A：贵公司可以先寄来样品进行法定检验。一旦获准，货物即可装运到中国。
B：这样办时间太长了。
A：另外一种办法是，在样品检验的同时，货物直接装运到保税区。
B：听起来不错。
A：实际上对进口商也很方便。
B：我就去安排这件事。非常感谢你的帮助。

A：What's your usual practice of inspection for your exports？
B：We usually stipulate that“the Inspection Certificate of Quality and Quantity（including weight）issued by the China Commodity Inspection Bureau at the port of shipment shall be part of the documents to be presented for negotiation.”
A：We want the goods to be reinspected at the port of destination.
B：We won't object to it，but the goods shall be inspected by an organization acceptable to us.
A：How about Shanghai Commodity Inspection Bureau？
B：We respect it.
A：请问你们出口货物中的这一条款的通常惯例是什么？
B：我们通常规定“以装运港中国商品检验局签发的品质和数量（包括重量）检验证书作为信用证下议付所提出单据的一部分。
A：我们要求货物在目的港复检。
B：我们不反对，但是货物须由一家我们认可的机构检验。
A：上海商检局如何？
B：我们认可该机构。

A：Shall we get down to the inspection？
B：OK.
A：Since this is the first time you purchase from us，I'd like to listen to your opinion about inspection.
B：These goods are not allowed to import to Japan without our legal inspection.
A：How can I arrange for the deal？
B：You can send in your samples first for our legal inspection.Once approved，the goods can be shipped to Japan.
A：That'll be too long a time.
B：The alternative is to ship the goods to the bonded area while the samples are being inspected.
A：That's terrific.
B：In fact，it's also very convenient for us.
A：I'll go to arrange it right now.Thank you so much for your help.
A：我们来讨论检验问题吧。
B：好的。
A：因为这是你们第一次购买我们的商品，我很乐意听一下您对检验的意见。
B：这些货物不经过我们的法定检验不准进口到日本。
A：那么我该怎样来安排这笔买卖？
B：你们可以先寄来样品进行法定检验。一旦获准，货物即可装运到日本。
A：这样办时间太长了。
B：另外一种办法是，在样品检验的同时，货物装运到保税区。
A：那太好了。
B：实际上对我们也很方便。
A：我这就去安排。非常感谢您的帮助。





星期六　Insurance 保险
核心词汇记一记　Key Words＆Phrases
calculate　　　　　　计算；考虑，计划
clause　　　　　　　　　　 子句；条款
compensate　　　 （货物的）交托，交货
consignment　　　　偿还，补偿，付报酬
cover　　　　　包括，包含；适用；覆盖
extraneous　　　　　 无关系的，外来的
insurance　　　　　　　　保险，保险单
international　　　　　国际的，世界的
payment　　　　　　　　　　付款，支付
premium　　保险费，（货币兑现的）贴水
request　　　　　　　　　　请求，要求
经典句型背一背　Useful Sentences
☆We hope to receive the quotation of your rate for the cover.我们希望得到投保的价格。
☆Please cover for us the cargo listed on the attached sheet.请代我方对附表所列货物投保。
☆Could you cover the Risk of Breakage for this lot of goods？你可以为我们这批货保破碎险吗？
☆Please insure the goods at our cost against damage in transport.请对货物在运输途中的损失投保，费用由我方承担。
☆The additional premium is for the buyer's account.增加的保费由买方负担。
☆The insurance company is responsible for the claim，as far as it is within the scope of coverage.只要在保险责任范围内，保险公司就应赔偿。
☆The coverage is written in the basic policy form and the clauses for different risks.保险范围写在基本保险单内和各种险别的条款里。
☆What do your insurance clauses cover？你们的保险条款中有哪些险种？
☆The loss in question is beyond the coverage granted by us.We refuse to admit liability.你说的损失并不包括在我们承包的责任范围之内。我们拒绝负责。
☆What types of cover does your insurance company usually underwrite？你们保险公司一般承保哪些险别？
☆The kind of additional risk is coverable at a premium of 2%.这种附加险的保险费率为2%。
☆We leave the insurance arrangements to you but we wish to have the goods covered against All Risks.保险事宜由贵方安排，我们希望为货物投保综合险。
☆I think Risk of Breakage is included in your CIF price.我想破碎险已包含在贵公司的CIF价中。
☆We agree to add the coverage of Risk of Breakage，but its premium should be borne by your company.我公司同意加保破碎险，但其保险费由贵公司承担。
☆I think War Risk should be covered，too.我认为应该也要投保战争险。
☆The Risk of Breakage is covered by marine insurance.破碎险包括在海洋运输货物险之内。
☆If you wish to add other risks，you should pay extra premium.如果您想投保其他险别，你应额外付费。
模仿对话练一练　Situational Dialogues

A：Can I help you？
B：We would like to have our goods insured with you.What does your insurance clause cover？
A：There are three basic covers，namely FPA，WPA and All Risks.What kind of insurance are you interested in？
B：I have no idea，I have a batch of tea sets to be shipped to Canada.
A：I see，you'd better cover against WPA and Breakage.
B：OK.I'll take your advice.Thank you.
A：My pleasure.

A：需要帮忙吗？
B：我们想把货物在你这里投保。你们的保险条款包括什么？
A：这有3种主要保险种类，有平安险、水渍险和综合险。你要投哪一种？
B：我也说不好，我有一批茶具要运往加拿大。
A：我知道了，你最好投水渍险和破碎险。
B：好的，我会采纳你的建议，谢谢。
A：不客气。
（Mr.Ding and Miss Feng are discussing the insurance rate.）
A：Could you let me know how to calculate the insurance premium？
B：The premium is to be calculated in this way：First，find out the premium rate for the goods，that is x%.And second，consider what risks are covered.Then calculate the total value you are insuring.Usually we cover the insurance for 110%of the invoice value.
A：Can I have the goods insured for 130%of the invoice value？
B：Yes，but please note that the extra premium for the difference between 130%and 110% should be borne by the buyer.
A：That's understandable.Thank you very much.
B：You're welcome
（丁先生和冯小姐在讨论保险费率。）
A：您能告诉我怎样计算保险费吗？
B：保险费是这样计算的，首先查出这种货物的保险费率是x%，第二步要看您投保的险别，然后按您所投保的总价值来计算。通常我们是按照发票金额的110%来投保的。
A：我可以按发票金额的130%投保吗？
B：可以，但请注意，130%与110%之间的差额所带来的额外保险费应由买方负担。
A：明白了，非常感谢。
B：别客气。

A：May I ask you a few questions about insurance？
B：Yes，how can I help you？
A：We would like to have our goods insured with you.What does your insurance clause cover？
B：There are three basic covers，namely，Free from Particular Average，With Particular Average and All Risks.What coverage will you take out？
A：Could you cover the Risk of Breakage for us？
B：Risk of Breakage is classified under Extraneous Risks.If you put forward this request，we can insure it for you.
A：Who will pay the premium for the Risk of Breakage？
B：The additional premium is for the buyer's account.That's the international practice.
A：OK.Thanks a lot.
A：我可以问一些关于保险的问题吗？
B：可以，有什么需要吗？
A：我们想把货物在你这里投保。你们的保险条款包括什么？
B：这有三种主要保险种类，有平安险、水渍险和综合险，你要投哪一种？
A：给我投破碎险好吗？
B：破碎险是外部风险的类别，既然您提出了，我们可以给您投。
A：谁将负担增加的费用？
B：增加的费用由买方负担，这是国际惯例。
A：好的，多谢。

A：Last time，we talked about the terms of payment.Shall we take up the terms of insurance today？
B：OK.What's your usual practice？
A：Since we are to sell goods on CIF basis，so we'll buy the insurance.
B：That's to say the premium should be borne by you.
A：Certainly.
B：From which insurance company will you have the goods insured？
A：All our export goods sold on CIF terms are insured with the People's Insurance Company of China（PICC）.
B：What kind of insurance can they provide？
A：They can provide a broad range of marine insurance，such as FPA，WPA，All Risks and Extraneous Risks.
B：What kind of coverage will you take out for the goods we ordered？
A：We shall cover the goods against WPA only.
B：OK.
A：上次我们谈论了有关付款的条款，今天我们谈论一下保险条款，好吗？
B：好吧。你们通常怎样做呢？
A：因为货物是按到岸价出售的，所以我方将办理保险。
B：也就是说你们付保险费。
A：当然。
B：你们投保的公司是哪一家？
A：我们所有按到岸价出口的货物都在中国人民保险公司投保的。
B：中国人民保险公司能保哪些方面的险呢？
A：承保各种水险，比如平安险、水渍险、一切险以及附加险等。
B：你们准备为这批货保什么险呢？
A：我们只投保水渍险。
B：好吧。

A：Good afternoon，Mr.Smith.
B：Good afternoon，Mr.Li.I have been expecting you，as you may recall，the May consignment arriving in New York is seriously damaged.
A：I do remember that.But you have not asked for coverage in case of breakage.
B：I should think the Risk of Breakage is a particular average，isn't it？
A：Not every breakage is a particular average.
B：Can you explain it？
A：The breakage resulting from natural disasters or maritime accidents belongs to a particular average.
B：I must admit I'm a layman as far as insurance is concerned.
A：It's not our fault.But in view of our good relationship，we'll supply you with a favorable offer to compensate some of your losses.
B：Thanks a lot.I have to learn a lesson from this.
A：下午好，史密斯先生。
B：下午好，李先生我一直在期盼着您的到来，您也许记得，5月份发送到纽约的那批货物严重损坏了。
A：我的确记得。但是你们并没有要求投保破碎险。
B：我认为破碎险是一种单独海损，不是吗？
A：并不是所有破碎都属于单独海损。
B：您能解释一下吗？
A：由于自然灾害和海上意外事故所造成的破碎才属于单独海损。
B：我必须承认，就保险而言，我是个外行。
A：这不是我们的过错。但是鉴于我们之间的良好关系，我们准备给贵方一个优惠报盘，以补偿你们的一些损失。
B：太感谢了。我得从这件事中吸取教训。





第七周　Business Trip 商务旅行篇






星期一　Preparations 准备工作
核心词汇记一记　Key Words＆Phrases
airfare　　　　　　　　　　　　机票费
destination　　　　　　　　　　目的地
edition　　　　　　　　　　　版本，版
heaven　　　　　　　　　　　 天，天堂
historical　　历史（上）的，有关历史的
material　　　　　　　　　　材料，原料
purpose　　　　　　　　　　 打算，企图
seashore　　　　　　　　　　海岸，海滨
visa　　　　　　　　　　　　　　　签证
经典句型背一背　Useful Sentences
☆How's your budget for this tour？你对这次旅行的预算是怎样的？
☆We must pay...for the hotel.我们住旅馆要花费……钱。
☆It is...that we should spend in/on....我们在……上要花……钱。
☆Have you ever made out how much money we shall spend？你算出来我们要花多少钱了吗？
☆The transportation fee takes a great part in the budget.交通费在预算中占很大一部分。
☆If you want to save money，we can choose a hotel not so good.如果你想省钱，我们可以不选择那么好的旅馆。
☆It always happens when going sightseeing.Let's check the other fees next.出去旅游时这种事情经常发生的。接下来我们检查一下其他费用吧。
☆Are you going to go any place this Spring Festival？今年春节你准备去什么地方吗？
☆How about going to New York？去纽约怎么样？
☆Would you like to visit the Hawaii Islands？你愿意参观夏威夷群岛吗？
☆I'll spend my holiday in Hainan as usual.我将像往常一样在海南度假。
☆I'll go to the seaside this year for a change.今年我要改变一下，到海滨去。
☆If I have enough money，I'm going to take a trip abroad.如果我有足够的钱，我打算去国外旅游。
☆We're all thinking of travelling all over Hainan Island.But we haven't made up our minds yet.我们正在考虑环海南岛旅行，但是还没有确定。
☆Do you have any other tours？你们有其他旅游线路吗？
☆Can you introduce some of your tours to me？你能给我推荐一些你们的旅行（线路）吗？☆What kind of tours do you have？你们有哪几种旅行（线路）。
模仿对话练一练　Situational Dialogues

A：I apply for a visa.
B：What's your purpose to Australia？
A：Just for sightseeing.
B：When do you prepare to depart？
A：I want to depart after ten days，just on the fifth of May.
B：Do you have a plane ticket to your final destination？
A：No.I haven't order the ticket yet.I want to do it after I get the visa.
B：Well，please give me your material.
A：How long will it take to get the visa？
B：Please wait some days.We will inform you as soon as we get the result.
A：我申请一个签证。
B：你去澳大利亚的目的是什么？
A：只是去旅游。
B：你准备什么时候出发？
A：我想在十天之后，也就是5月15日出发。
B：你有最终目的地的机票吗？
A：不，我还没有订机票。我想拿到签证以后再去订。
B：好的，请把你的材料给我。
A：要多长时间能拿到签证？
B：请等几天。一出结果，我们就通知你。？

A：I've made up my mind.We're going to Hainan for holidays.
B：How exciting！
A：I've got a whole fortnight off this year.
B：A whole fortnight？That's terrific.
A：We'll leave in early June.
B：Good！Are you taking the car？
A：The car？Oh，no，we're going on a package tour.
B：Oh，no！
A：And I thought we'd take mother with us.
B：Oh heavens！Do we have to.
A：我已经下定决心了，我们去海南度假。
B：太让人兴奋啦！
A：今年我有整整两个星期的假期。
B：整整两个星期？太棒啦！
A：我们6月初出发。
B：好！乘车去吗？
A：车？噢，不，这次是由旅行社全部代办的。
B：噢，不！
A：我想过了，我们要带妈妈一起去。
B：噢，天哪！一定要带吗？

A：Could you give me some information on your European tours？
B：Our pleasure.We have several package tours you may choose，from ten days to three weeks in Europe.
A：I would be interested in a ten-day trip around Christmas time.
B：I have one ten-day tour that is still available.It will depart from New York on December 24.
A：What is the cost？
B：The price for one person for a ten-day tour is only＄1，088，which includes round-trip airfare.
A：That sounds reasonable.Let me think it over.And I'll call you back to make reservations.
B：OK.But don't delay too long，or that trip will be all booked.
A：你可以给我一些你们经办的有关欧洲旅行的资料吗？
B：好的。我们有好几套欧洲旅游计划供你选择，时间从10天到3个星期？
A：我有兴趣在圣诞节前后去玩10天。
B：我们一个10天的旅行团还有空位。是在12月24日那天离开纽约。
A：费用是多少？
B：10日游每人只要1088美元。这个费用包括来回的机票费。
A：听起来价钱还算公道。让我考虑一下。我会再打电话来预订。
B：好，但是别拖太久，否则就订满了。

A：May I help you？
B：Well.Where can I find a map of Beijing？
A：This way，please.What kind of map do you want？
B：What kind？Well，I'm going to visit the city this holiday.
A：Oh，I know.Maybe you need a tour map of Beijing，will you？
B：Yes.that's right.
A：This is the one you want.
B：Oh，it is too large.It won't be convenient to take with.
A：But it has all the details about the city and will be very useful for your tour.
B：Oh，no.Do you have a smaller one？
A：Yes，this is a smaller one.
B：OK，it fits my requirement.Is it the latest edition？
A：Yes.
B：I will take it.
A：有什么需要吗？
B：嗯，在哪儿能买到北京地图？
A：请这边走。你想要哪种地图呢？
B：哪一种？我这个假期要去那个城市旅游。
A：哦，我知道了。也许你需要一张北京的旅行地图，对吗？
B：是的，对。
A：这就是一张你要的。
B：噢，它太大了。带着它会很不方便。
A：但是它上面有城市的详细分布，对你的旅游会很有用。
B：噢，不。你们还有小一点的吗？
A：有，这是小一点的。
B：好的，它符合我的要求。这是最新版的吗？
A：是的。
B：我要了。

A：Where do you intend to spend your vacation this year，Mabel？
B：I'll spend my vacation at the seashore as usual.
A：Why do you choose the seashore？
B：I like swimming，you know.Where do you like to go for your summer vacation this year？
A：I'll go to Beijing，as I did last year.
B：Why so？
A：It seems to me I can never tire of historical sites.They are attractive in all kinds of weather，and at all times of the day.
B：That sounds very interesting！Well，I've changed my mind.I'll go to Beijing this year for a change.
A：梅布尔，今年你打算去什么地方度假？
B：我想像往年一样去海边度假。
A：你为什么要选择海边呢？
B：我喜欢游泳，你是知道的。今年你想到什么地方过暑假呢？
A：我想到北京去，像去年一样。
B：为什么呢？
A：我觉得我好像永远不会对古迹感到厌倦似的。无论在什么样的天气，在一天中的任何一段时间，它们总是那么吸引人。
B：听起来真有趣！好吧，我改变主意了。今年我要改变一下，到北京去。





星期二　Traveling by Air乘飞机旅行
核心词汇记一记　Key Words＆Phrases
balance　　　　　　　　　　结余，余额
departure　　　　　　　　　　　　出发
direct　　　　　　　　 径直的，直接的
flight　　　　　　　　　　 飞行；航班
mileage　　　　　　　英里数，英里里程
terminal　　　　　　　总站，航空集散站
经典句型背一背　Useful Sentences
☆Your seat is in the eighth row from the last.您的座位在倒数第八排。
☆Excuse me，which boarding gate do I go to？对不起，问这个班次的登机门是几号？
☆I want to check in for flight 102 to Boston.我要办理往波士顿102班机登机手续。
☆How can I get to the airport？我怎样才能到机场？
☆How long does the flight take？要飞多久？
☆How many flights are there to Copenhagen？飞往哥本哈根有多少个航班？
☆Are they non-stop flights？它们是直达班机吗？
☆How many passengers does the plane accommodate？这架飞机可以载多少旅客？
☆Swiss Air Flight 135 will take off from Heathrow at 7：30 p.m.瑞航135班机将于下午7点半自希思罗机场起飞。
☆PAN-AM has got a Boeing 747 leaving at 8：45 a.m.泛美航空公司有一架波音747在上午8点45分起飞。
☆The flight will take 4 hours.这次飞行要用4个小时。
☆The bus from the air terminal leaves at eight o'clock.来自航空集散站的这辆大巴车8点出发。
☆The airline coach leaves for the airport at eight o'clock.航空公司的汽车8点开往机场。
☆How often is there a flight to Paris？去巴黎的航班多长时间一班？
☆It's a direct flight，isn't it？那是直达班机，是吗？
☆May I inquire about the departure time？我可以问一下飞机起飞的时间吗？
☆Do I have to change planes at Hong Kong？我得在香港转机吗？
☆Is our travel insurance all right？我们的旅行保险行吗？
☆What's the allowance of luggage？行李的重量限额是多少？
模仿对话练一练　Situational Dialogues

A：Hello，I see that you have enough frequent flyer mileage for a free flight，would you like to use your mileage？
B：Sure，why not？
A：Your mileage balance is now 550 points.Enjoy your flight.
B：Thank you.
A：你好，我看您积累的飞行里程足够一次免费飞行了，您想使用您积累的飞行里程吗？
B：当然，为什么不呢？
A：您的里程余额是550点。旅行愉快！
B：谢谢。

A：Hi.What would you like to have for dinner？
B：What do you have？
A：We have a choice of a ham sandwich or a baked potato.
B：I'll have the ham sandwich.
A：And what would you like to drink？
B：I'll have a coke，please.
A：OK.I'll have that right out.Just let me know if you need anything else.
B：Thanks a lot.
A：您好，先生。您晚餐吃些什么？
B：都有什么呢？
A：您可以选火腿三明治，或者是烤马铃薯。

B：我要火腿三明治。
A：您喝点什么？
B：请给我一杯可乐。
A：好的，马上拿给您。如果您需要其他什么东西，就告诉我。
B：多谢。
A：I'm afraid it's overbooked.B：But I booked last week.A：I'm very sorry.
B：Look.I must be in New York by 11th.If there's a seat in economy，give me that.
A：I'm afraid the whole plane's full.The next flight doesn't arrive till 10：35.Is that too late？
B：No，it's all right.
A：I'll see if there's a seat.
B：What happens if there isn't？
A：Don't worry.We'll get you a seat with another plane if you have to.
A：恐怕已经满座了。
B：可我上星期订了座位。
A：我很抱歉。
B：你看，我必须11号到纽约。如果经济舱有座位，给我一个吧。
A：恐怕整个飞机都订满了。下一班要到10点35分才到达。是不是太晚了？
B：不，刚刚合适。
A：我看一下是否有座位。
B：如果没座位怎么办呢？
A：别担心。如果你一定要，我们帮你在另外一架飞机上找个座位。

A：Good morning.Can you tell me the time of morning flights to Paris，please？
B：Yes，certainly.There are daily flights at 7：50 and 11：05.
A：And when do they arrive in Paris？
B：The early flight arrives at 9：00 and the mid-morning one at 12：15.
A：So the journey takes an hour and ten minutes.
B：Yes，that's correct.But remember，you must be at the airport one hour before.
A：Of course.And in Paris，is there a bus to the city center？
B：Yes，there are buses every half hour and the journey takes about 40 minutes.
A：Fine.How much is a single air ticket？
B：Single...＄59.
A：Right.I'd like to book 5 tickets，please，the early morning flight to Paris on June 10th.
B：Five tickets.OK，fine.
A：早上好。请告诉我一下上午飞往巴黎的航班的时间好吗？
B：当然可以。有7点50分的和11点5分的航班。
A：它们什么时间到达巴黎？
B：第一班9点到达，另一班中午12点15分到达。
A：也就是说大约是1小时零10分钟的旅程。
B：对，但是请切记要提前1个小时到机场。
A：当然。在巴黎，有没有到市中心的公共汽车？
B：有。每半个小时一趟，大约需要40分钟。
A：好的。单程机票多少钱？
B：单程的……59美元。
A：好吧。请给我订5张6月10日早上飞往巴黎的机票。
B：5张。好的。

A：I like to book a ticket to Los Angeles on Wednesday the fifth.
B：Sure.Would you like a one-way ticket or a round-trip ticket？
A：I'd like a round-trip ticket.I prefer to leave at night.
B：No problem.Let me check for you.Your departure time is 7：30 p.m.on flight AS638，is this flight okay for you？A：Great.How long does it take to fly to Los Angeles？
B：This is a direct flight，so it only takes 2 hours and 45 minutes.You should arrive at the airport 2 hours prior to your fight.
A：Okay.Thank you.
A：我想订一张5号星期三去洛杉矶的机票。
B：好的。你要单程票还是往返票。
A：往返票。我喜欢晚上的飞机。
B：没问题。让我给你查一下。AS638航班是晚上7点半起飞，你看这架航班行吗？
A：太好了。到洛杉矶需要多长时间？
B：这个航班是直达的，所以只需要2小时45分钟。你要提前两个小时到机场。
A：好的。谢谢你。





星期三　Taking a Taxi 乘出租车
核心词汇记一记　Key Words＆Phrases
additional　　　　　　　　　　　额外的
corner　　　　　　角落，（街道）拐角处
fare　　　　　　　　　　　　　　　车资
restricted　　　　　　受限制的，有限的
taxi stand　　　　　　　　　　出租车站
urgent　　　　　　　　　急迫的，紧急的
经典句型背一背　Useful Sentences
☆Is there a taxi stand nearby？请问附近有出租车站吗？
☆Please call a taxi for me.要麻烦你们帮我叫出租车。
☆Can I hail a taxi on the street？请问可以在路边拦出租车吗？
☆If depends on the meter reading.费用是照计价器读数来收的。
☆The first kilometer is＄3，and the fare increases 20 cents for every additional 100 meters.前1千米收3美元，之后每100米加收20美分。
☆Take me to the shopping center.我到购物中心。
☆The taxi will take you about thirty minutes to get there.乘出租车到那里大约要30分钟。
☆It's rush hour，I don't go to the airport.现在是高峰时间，我不去机场。
☆It's＄15 on the meter.计价器上显示的是15元。
☆Where can I catch a taxi？我在哪儿可以叫到出租车？
☆Where is the taxi stand？I'm a stranger here.出租车站在哪里？我对此地不熟悉。
☆Can you take us to the City Museum？能送我们去市博物馆吗？
☆Drive me to the First Department Store，please.请开车送我去第一百货商店。
☆Please send a taxi to the NEC Company.请派一辆出租车到NEC公司来。
☆Don't worry.I can make it.别担心，我会赶到的。
☆Just drop me here.I'll walk over to the bridge.就在这儿让我下车。我要走到桥边。
☆Did you call a taxi？您叫出租车了吗？
☆How far have we gone？我们走了多远了？
☆Now the driver and the front-seat passenger are required to wear safety belts.现在司机和前座乘客必须系上安全带。
☆Sorry，I can't stop here.No parking is allowed here in front of the exhibition center.对不起，我不能停在这儿。展览中心门前不准停车。
☆If you like，I can take you there.要是您愿意，我可以送您去那里。
模仿对话练一练　Situational Dialogues
A：I'm in a hurry，could you please step on it？
B：No problem.
A：May I roll down the window？It's too hot in here.
B：Go right ahead.
A：Thank you.

A：我的时间很紧，请你开快点好吗？
B：没问题。
A：车里太热，我可不可以把车窗摇下来。
B：可以。
A：谢谢你。

A：Are you free？
B：Sure.Where are you going？
A：To Santa Clara.
B：Santa Clara？OK.That's about 30 miles away.
A：How much will it cost？
B：That'll run about＄50畅00.
A：That's OK.
A：您有空吗？
B：当然。您要去哪里？
A：到圣塔·克莱拉。
B：圣塔·克莱拉？好的，大约是30英里远。
A：需要多少钱呢？
B：大约50美元。
A：没问题。

A：Where should I take you？
B：The airport.
A：Which way do you want me to go？
B：The short way.I'm in a hurry.
A：OK，it will take around 20 minutes.B：That's fine.Thank you.
A：我带你去哪儿？
B：去机场。
A：你想走哪一条路？
B：抄近路，我的时间很紧。
A：好的，大约20分钟就到。
B：那好。谢谢你。

A：Taxi！Taxi！Could you help me load these luggage in the trunk？
B：Certainly.Where are you going？
A：Zhongshan Hotel，please.
B：OK.Get in，please.
A：Driver，can you please speed up？I have an urgent conference to attend.I must be late for the conference.
B：I'm very sorry about that.Oh，here we are.
A：Let me off near the corner，please.
B：OK.Good luck.
A：出租车！出租车！你可以帮我把这些行李拿到车后行李箱里去吗？
B：当然可以。您去哪里？
A：中山饭店。
B：好的，请上车。
A：司机，可不可以请你开快一点？我有一个紧急会议要参加。我想我要迟到了。
B：我对此感到十分抱歉。噢，我们到了。
A：请让我在转角附近下车。
B：好的，祝你好运。

A：Can you stop right over there for a moment？
B：Where？
A：Right over there.In front of the National Bank.
B：There's a“NO PARKING”sign over there.I'm afraid it's a restricted area.Let me just find a nearby place to park.
A：I'll be right back.Please wait.
B：All right.
A：OK.I've got what I want.Now drive me to the airport.
B：Anything you say.
A：你能在前面停一下吗？
B：哪儿？
A：就在那儿。国家银行门前。
B：那边有“禁止停车”的标志。恐怕是交通管制区域。让我在附近找个地方停车。
A：我马上就回来。请等一下。
B：好的。
A：好。我已经取到了想要的东西。现在送我去机场吧。
B：好的。





星期四　Taking a Ship 乘船
核心词汇记一记　Key Words＆Phrases
anchor　　　　　　　　　　　　抛锚
ashore　　　　　　向岸地，在岸上地
berth　 停泊处，卧铺；（口语）职业
cabin　　　　　　　　　 小屋；船舱
deck　　　　　　　　　　　　　甲板
destination　　　　　　　　 目的地
dizzy　　　 （指人）眩晕的，昏乱的
excursion　　　　　　　 远足，游览
seasickness　　　　　　　　　 晕船
经典句型背一背　Useful Sentences
☆A sea trip is always enjoyable in fine weather like this.遇到这样的好天气，乘船旅行总是使人惬意的。
☆Do you have some tablets for seasick？你有止晕药吗？
☆What is our cabin number？我们的船舱号是多少？
☆When will the ship leave？船什么时候出发？
☆There is the gangway.到舷梯了。
☆Is this your first voyage？这是你第一次坐船吗？
☆Where can I get a ticket？我在哪里能买到票？
☆Do I need a reservation？我需要预订吗？
☆Are there any unreserved first-class cabin？头等舱还有没有预订的舱位？
☆Can I reserve a deck chair？我能预订到甲板上的座位吗？
☆Why do you like travelling by ship？为什么你喜欢坐船旅行？
☆What time does the next ship leave？下一班船在什么时间起航？
☆I want reserve a berth of second-class cabin.我想预订一个二等舱的舱位。
☆What kind of excursion cruises are there on the West Lake？西湖上有哪几种旅游船？
☆What time must I go on board？我应该什么时候上船？
☆How long does it take to get there and come back？从这里到那里一个来回要多久？
☆Is there a moonlight cruise tonight？今晚有月光旅行吗？
☆What time can I have lunch/supper？什么时候我能吃中饭/晚饭？
☆How long do we stop here？我们要在这里停多久？
☆I'm seasick.Could you give me some medicine？我晕船。你能给我一些药吗？
☆Do you know how to deal with seasick？你知道怎么处理晕船吗？
☆When will this ship enter the port？这趟船什么时候进港。
模仿对话练一练　Situational Dialogues

A：Where is my cabin？
B：This way，please.
A：Excuse me.Does the fare include a meal？
B：Yes，of course.
A：How long does it take to the destination？
B：About twenty-two hours.
A：Does the ship call at the port of Hong Kong？
B：Yes，it will stop at Hong Kong for half an hour tomorrow morning.
A：Thank you very much.I want to enjoy the view of Hong Kong.
A：我的舱位在哪里啊？
B：请这边走？
A：打扰一下，船票费包括餐食在内吗？
B：是的，当然。
A：到达终点要多久呢？
B：大约22小时。
A：这趟船在香港停吗？
B：是的，明天上午它会在香港停留半小时。
A：非常感谢。我想领略一下香港的景色？

A：When will it leave？
B：At three o'clock.
A：Lets go on board.
B：OK.there ore passengers on board already.
A：What is our cabin number？
B：Cabin No.23，Deck B.
A：The motion makes me sick.
B：A cup of strong coffee will help you.
A：什么时候开船？
B：3点钟。
A：我们上船吧。
B：好的，船上已经有旅客了。
A：我们的房间是几号？
B：二等舱23号房间。
A：船摇晃得很，我有些晕船。
B：喝一杯浓咖啡也许会好些。

A：The channel boats are quite fast，aren't they？
B：Yes，very fast.They make the trip in about an hour.
A：I hope we shan't have a rough passage.
B：No，I hope not.I want to have a deck chair and enjoy the crossing.
A：That's a good idea.
B：The sea seems quite calm，so there will be no fear of seasickness.Are you seasick？
A：Yes，unfortunately.I'm very much subject to it.
A：这艘海峡船开得很快，是吗？
B：是的，非常快。这趟旅行大约要1小时。
A：但愿我们在旅途中不要遇到风浪。
B：我也是这么希望的，我想在甲板上放一把椅子，欣赏穿越海峡的沿途风景。
A：这是个好主意。
B：看上去大海很平静，可以不用担心晕船了。你爱晕船吗？
A：是的，不幸的是，我经常晕船。
A：I'd like to go to Chongqing.How much is the ship fare？
B：First-class cabin or second-class cabin？
A：First-class，please.
B：700 yuan.
A：For which ship？
B：For the Passenger Ship No.5.
A：When is it due to arrive？
B：At six p.m.
A：Which pier does it stop at？
B：No.6.
A：How many ports does it call at on the way？
B：Ten.
A：How long does it take to get there？
B：It'll take six days.
A：我想去重庆。船票多少钱？
B：一等舱还是二等舱？
A：一等舱。
B：700元。
A：乘哪艘船？
B：乘5号客轮。
A：什么时候到这里？
B：下午6点。
A：停靠几号码头？
B：6号。
A：沿途停靠多少港口？
B：10个。
A：要多长时间到达重庆？
B：要花6天。
（Mr.Zhang and Mrs.Zhang are talking on the ship.）
A：I've just noticed that our cabin is on the third floor.
B：Yes.We are far away from the ship engine.
A：Look，the second-class cabins are over there，located at the front of the ship.
B：What a big cabin！There are only two beds in it and with an air conditioner，a fridge and a bathroom.
A：It's really a modem compartment.
B：Yes，I think so，too.No wonder a second-class seat costs＄585 while ours is only＄185.
A：The top floor is for the crew.They are very much like home，aren't they？
B：Yes，the crew needs a home on the ship because they spend most of their time on board.
A：I agree.Let's go downstair to the second floor.
（张先生和张太太在船上谈话。）
A：我刚发现我们的船舱是在三层上。
B：是的，我们离船的发动机很远。
A：看，二等舱在那边，在船头那边。
B：好大的舱室呀！里面只有两张床，配有空调、冰箱和卫生间。
A：这确实是一个现代化的包厢。
B：我同意。怪不得一个二等舱座位要花585元钱而我们的（三等舱）只花185元呢！
A：顶舱是乘务员休息的地方，这些舱室是一个个的家，是吧？
B：是的，乘务员需要在船上有个家，因为他们的大部分时间是在船上度过的。
A：你说得对，我们下去看看二层吧。





星期五　Taking a Subway乘地铁
核心词汇记一记　Key Words＆Phrases
elevator　　　　　　　　电梯，升降机
platform　　 （车站）月台；讲台，讲坛
token　　　　　　　　　　　　　　代币
transfer　　　　　　　　　 转乘，转车
turnstile　　　　　　　　　　十字转门
经典句型背一背　Useful Sentences
☆It's only￡20 for Zone 1＆Zone 2.You can use it as many times as you like.在第一区与第二区乘地铁只要20英镑，而且不限搭乘次数。
☆As soon as I get underground，I lose my sense of direction.一进地铁站，我就搞不清方向。
☆For your safety，don't lean on the doors.为了你的安全，别靠在门上。
☆Do I have to change trains？我得换乘吗？
☆I want to go to the zoo.Which number should I take？我想到动物园，应该乘哪条地铁？
☆Do you know where the nearest subway station is？您知道最近的地铁车站在哪儿吗？
☆Is this the right subway to the Rockefeller Center？这就是去洛克菲勒中心的地铁吗？
☆Can you tell me how to get to Madison Square？你能告诉我去麦迪逊广场怎么走吗？
☆How can I get out of the platform after I get off the train？我下车后怎么出站台呢？
☆What should I do with the token？我该怎么用这个辅币呢？
☆I just can't figure out the subway system at all.我对地铁系统就是弄不明白。
☆It's easy to get to Wangfujing from here by the subway.从这儿乘地铁到王府井很方便。
☆You take the uptown R train and get off at 42nd Street.您乘北线方向的R路车到第42大街下车。
☆The subway station is over there across the street in front of the cinema.地铁站就在街对面电影院的前面。
☆You take the D train on the south platform，and go three stops.您在南站台乘D路车，坐3站。
☆You put it in the slot at the turnstile and then push the turnstile to get into the platform.您把它投入绕杆处的收票槽里，然后推开绕杆就可以进入站台了。
模仿对话练一练　Situational Dialogues

A：Where is the nearest underground station？
B：Take the second crossing to the right.
A：Where is the underground entrance？
B：Turn right.
A：Does this train go to B town？
B：You have missed your stop.
A：Are you getting out？
B：Yes，this is my stop.
A：最近的地铁车站在哪里？
B：到第二个十字路口向右拐。
A：地铁入口在哪里？
B：往右转。
A：这趟车到B城去吗？
B：你坐过站了。
A：你出站吗？
B：是的，我在这站下。

A：Which train do I take to the Fifth Circle？
B：Take the uptown C train and get off at the sixth station.
A：How about the transfer？
B：You can ask the officer when you buy tickets.
A：And where can I get the train？
B：Just go down those steps.
A：Thank you very much.
A：到五环我应该坐哪一辆车？
B：坐C线列车，在第六个站下车。
A：怎么换车呢？
B：买票的时候你可以问一下工作人员。
A：我在哪里可以坐到车呢？
B：只要沿着这些台阶下去就可以。
A：非常感谢。

A：Which line do I take for Wall Street？
B：I'm afraid there is no through subway available，and you'd better take the 7th Avenue Express，Number 2.
A：How do I get down to it？And which platform is it on？
B：Take the elevator and then go to the right.
A：And where do I get the train？
B：Just go down those steps and follow the signs.
A：请问去华尔街应该乘哪一班地铁？
B：恐怕没有直达的地铁。你最好先乘坐第七大街快车，2号。
A：我在哪里上车呢？这辆地铁在哪一个站台上？
B：乘电梯上去，然后向右走。
A：那么我该在哪里乘车呢？
B：按路标指示的方向一直往前走就行。

A：Would you please tell me how I can get to Wuyi Road？
B：You get the circle line to Jianguomen station and then you change on to the Central.The third station is your destination.
A：Which way do I go first？
B：Go straight down the stairs，turn left at the bottom and after buying ticket you can take the underground.
A：Thanks a lot.
B：You're welcome.
A：你能告诉我怎么到五一大道吗？
B：你先乘环线到建国门站，然后换乘中心线，第3站就到了。
A：现在我该走哪条路？
B：直接下台阶，到最底层向左拐，买好票你就可以乘地铁了。
A：太谢谢你了。
B：不客气。

（It was the first time for Mr.Lu to use the token.）
A：Is this the right subway to the Rockefeller Center？
B：Yes，you take the D train on the downtown platform，and go three stops.
A：How much is the fare？
B：One dollar and fifteen cents.You give me the money and I'll exchange it for a token.
A：What should I do with the token？
B：You put it in the slot at the turnstile and then push the turnstile to get into the platform.
A：Oh，I see.By the way，how can I get out of the platform after I get off the train？
B：That's very easy.The exit is always open.
A：Thank you very much.
B：My pleasure.Remember，the D train，the downtown platform.
（鲁先生第一次用代币。）
A：请问这是到洛克菲勒中心去的地铁吗？
B：是的，你在下行站台乘D次车，过三站就到了。
A：多少钱？
B：1.15美元。你给我钱，我给你一个代币。
A：这票怎么用？
B：你把它投进绕杆处的收票槽里，然后推开绕杆进入站台。
A：噢，我明白了。顺便问一下，我下车后怎么出站台呢？
B：很容易，出口总开着。
A：非常感谢。
B：很乐意为您服务，记住。D路车，下行站台。





星期六　At a Hotel 在旅馆
核心词汇记一记　Key Words＆Phrases
article　　　　　贵重的，有价值的；贵重物品
complimentary　　　　　　　　　　免费赠送的
electrician　　　　　　　　　　电工，电学家
reservation　保留；（旅馆房间等）预订，预约
valuable　　　　　　　　　　　　　　　 物品
经典句型背一背　Useful Sentences
☆Do you have any vacancies？你们有空房吗？
☆Could you please squeeze out one room for me？可以帮我挤出一间房来吗？
☆I'd like to reserve a double room for five nights from December 21st.我想预订一个有双人床的房间，从12月21日起一连住五个晚上。
☆How much is a triple room for two nights？一间三人房住两晚要多少钱？
☆Does the price include breakfast，tax and service charge？请问价格里包含早餐、税金及服务费吗？
☆Is there any discount for staying several days？住好几天是否有折扣？
☆Do you need a deposit？需要订金吗？
☆Do you carry the hotel voucher with you？请问您携带了订房凭单吗？
☆Could you show me how to use this TV remote controller？你可以教我怎么使用这个电视遥控器吗？
☆Is there a baby-sitting service in the hotel？旅馆里有托婴服务吗？
☆What time are the meals offered？几点供应餐点？
☆I would like to have a safety-box.我想租一个保险箱。
模仿对话练一练　Situational Dialogues

A：This is the Bell Captain.May I help you？
B：Yes.This is Mr.Jones in Room 709.Please send up a boy to help me with the luggage.
A：How much luggage do you have？
B：Two big cases and two small bags.Can I deposit valuables here？
A：Yes.Please put your articles in this envelope and seal it.
A：我是服务领班。请问有什么能帮您的？
B：我是709房间的琼斯先生请派一个服务生上来帮我提行李。
A：您有多少行李？
B：两个大皮箱和两个小提袋。贵重的东西可以寄存在这里吗？
A：可以。请把东西装在这个纸袋里封起来。

A：Do you have a room available for this weekend？
B：Yes，we have several rooms available.Would you like a single room or a double room？
A：I'd like a double room，please.
B：The check-in time is 12：00 a.m.If you get there before that time，the room won't be ready.
A：That's fine.Do you have any specials for your guests？
B：We offer a complimentary breakfast buffet and free parking.
A：Good.Let me give you my credit card number to reserve a room.
B：Thank you.Your confirmation number is 231456.
A：这个周末你们还有空房间吗？
B：有，我们有好几个空房间。您要单人间还是双人间？
A：我要双人间。
B：登记住宿的时间是从中午12点开始。如果你12点以前到，房间还没准备好。
A：没关系。你们对客人有什么优惠？
B：我们有附送的自助早餐和免费停车。
A：好。我把信用卡号码给你以便订一个房间。
B：谢谢你。你的确认号码是231456。

（Mr.Jiang is Checking in.）
A：Good morning，sir.Do you have a reservation？
B：Yes，I made a reservation through JG，America.
A：May I have your name，sir？
B：My name is Jiang Wei.
A：I'll check the reservation book.Yes，here it is.Mr.Jiang of JG.A single room with bath is reserved for you.Will you register here，please？
B：All right.
A：Your room is 732 on the 7th floor.The bellboy will show you the way.
B：Thank you.
（蒋先生正在登记入住。）
A：早上好，先生。您有预订吗？
B：是的，我是经由美国的JG公司预订的。
A：能告诉我您的名字吗，先生？
B：我叫蒋伟。
A：我查一下预订的册子。有了，在这儿。JG公司的蒋先生已经帮您留了一间带浴室的单人房。请在这里登记好吗？
B：好的。
A：您的房间是7楼的732号房。服务生会带您去。
B：谢谢你。

（There's something wrong with the TV.）
A：Housekeeping.May I come in？
B：Sure，come in.
A：Thank you，Miss.Have you called for service？
B：Yes，I'm afraid there's something wrong with the TV.The picture is wobbly.
A：May I have a look at it？
B：Here it is.
A：（Tries to fix it，but in vain.）Don't worry.Miss.I'll report to the Maintenance Department right away.It will be repaired in a few minutes.
B：Thanks a lot.By the way，the air conditioner does not work.It's so hot in this room.
A：I'll ask the electrician to check it，too.
（电视出了些问题。）
A：客房服务，可以进来吗？
B：当然可以。
A：谢谢您，小姐。是您打电话来要求服务吗？
B：是的，我想这台电视机有点问题，画面摇摆不定。
A：让我看看好吗？
B：在这里。
A：（尝试修理，但失败了。）别担心，小姐，我会立刻通知维修部，很快会修理好的。
B：谢谢你，还有，这部空调坏了。这房间热得要死。
A：我会通知电器工人一并检查的。

（Mr.Han would like to check out.）
A：Good morning，Mr.Han.What can I do for you？
B：Good morning.I'm leaving for home tomorrow.I'd like to pay my bill.Where shall I go？
A：You can pay right here，in cash or by credit card？
B：In cash.How much should I pay？
A：Let me see.Three hundred and twenty dollars altogether，including charges for long-distance calls.
B：Thanks，here's three hundred and fifty dollars.
A：Here's your change.
B：Thank you for your wonderful service.
A：Not at all.Come again.
（韩先生要结账。）
A：早上好，韩先生。我能帮你什么忙吗？
B：早上好。我明天出发回家。我要结账，应该到哪里？
A：您可以在这儿结账。现金还是信用卡？
B：现金。我该付多少钱？
A：让我看看。包括长途电话费一共是320美元。
B：谢谢，这是350美元。
A：这是找给您的零钱。
B：谢谢你周到的服务。
A：不客气。下次再来。
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