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Chapter1　商务往来，初步制胜

■一、有朋自远方来

■二、商务旅行





一　有朋自远方来

1　安排约见

你将听到的

随时欢迎

Please call on me anytime suits you.

另有预约

I'm expecting some visitors tomorrow morning.

预约已满

I have a full schedule next week.

确定时间

I'll see you at two tomorrow afternoon.

没空接待

I'm sorry, he won't be available by then.

商定地点

Would you like to come to my office?

安排妥当

He's expecting you at 4:00 in the afternoon in his office.

尽量早到

Do your best to be here early tomorrow.

你也许会说

约会请求

Would you make an appointment for me?

选定时间

I'd like to call on you this Friday.

约会地点

Could you come to my place sometime this weekend?

职场心经

在西方人的观念中，无论是私人会面还是商业约会，事先约定是基本社交礼仪。安排经理、老总们约会往往是秘书或者助理的职责。掌握上司的工作日程和活动，了解约会的目的和意图，是安排上司和他人约会工作中很重要的事情。预约可以当面进行，也可以通过传真，电子邮件和信函，但大多数都是电话商定约会的具体时间和地点。

必备的词汇热身

●　grant
 [ɡrɑ:nt]
 v.答应

●　pleasant
 [ˈplezənt]
 adj.愉快的

●　regular
 [ˈreɡjulə]
 adj.经常的

●　lack
 [læk]
 v.缺少

●　individual
 [ˌindiˈvidjuəl]
 n.单独会见

●　future
 [ˈfju:tʃə]
 n.未来

●　be available
 有空

●　make an appointment
 定约会

●　first time meeting
 初次见面

●　have an audience with sb.
 会见某人

●　presence chamber
 会见厅

当请求约会的时候你会听到

Please call on me
 anytime suits you.

请在您方便的时候来找我。


call on拜访。指无目的、礼节性的短暂拜访。与“拜访”意思相关的还有see，visit，drop in。



see：常用词，含义广泛，既可指接受他人来访，又可指去访问他人。



visit：正式用词，强调出于工作需要的访问，也指亲戚朋友间的看望。



drop in：多指在计划之外或事先未打招呼的偶然、顺便访问。也可指参观。


I'm expecting some visitors tomorrow morning.

明天早上我要等几个访客来。

I have a full schedule next week.

我下个礼拜的时间都排满了。

I'll see you at two tomorrow afternoon.

明天下午两点见。

I'm sorry, he won't be available by then.

很抱歉，他那时没空。

Would you like to come to my office?

您要不要来我的办公室？

He's expecting you at 4:00 in the afternoon in his office.

他将在下午四点在他的办公室等您。

Do your best to be here early tomorrow.

明天你尽量早到一些。

当请求约会的时候你会说

1．Are you going to be busy this evening?

你今晚有空吗？

2．I wonder if it would be convenient for you to meet us tomorrow.

不知您明天是否方便见我们？

3．I wonder if it would be convenient to meet you at 9:00 tomorrow morning.

不知明早九点钟您是否方便？

4．I'd like to call on you this Friday.

我想周五拜访您。

5．I'd like to drop by this afternoon to talk over my plan.

我想今天下午找您谈谈我的计划。


drop by[口语]偶然（或顺便）走访；来串个门儿，顺便进去



例句：Drop by next week.



下星期有空就来吧。



I've got to drop by the shop to do some shopping.



我得顺便到商店去买点东西。


6．Could you come to my place sometime this weekend?

你能不能周末找个时间来我这里？

7．Would you make an appointment for me?

您可以给我安排个约会吗？

8．Do you have any plans for this weekend?

周末有什么打算吗？

9．Can I see you in your office at four this afternoon?

今天下午四点去你办公室见你好吗？

10．Do you mind if I call on you this afternoon?

今天下午我找你，你介意吗？

11．Will it be convenient if I call on you at ten tomorrow morning?

明天早上十点钟我找你方便吗？

12．Would it be possible for me to talk to you in person about that?

我能不能和您本人谈谈那件事？


in person亲自。表达“亲自”之意的还有：personally，oneself



If you would have a thing well done, do it yourself.



如果你希望一件事情做得很好，那就亲自做。



Until they do, they can exhort consumers to turn off the tap—or turn it off themselves.



在做这些事情之前，它们可以告诫消费者关上水龙头—或是亲自动手把它关掉。


13．Could we meet and discuss the matter in a little more detail?

我们能不能碰个面，再讨论一下这件事的细节？

14．Mr. Qin would like to make an appointment with you.

秦先生想和你约个时间见面。

15．I've something to tell you.

我有一些事情要告诉您。

拓展学习看这里

请求约见

A：May I make an appointment with you?

我和你约个时间见面可以吗？

B：When do you want to make it?

你想什么时候见面？

May I have an appointment with you?

我和您约个时间见面可以吗？

Can I make an appointment for today?

我今天定个时间见面可以吗？

I'd like to make an appointment to see you.

我想约个时间见您。

Would it be possible for me to talk to you in person about that?

我能不能和您本人谈谈那件事？

I'd like to see you at your earliest possible convenience.

如果方便的话，我想尽早去见您。

Could we get together and discuss it a little more?

我们能不能聚在一起，再讨论一下这件事？

约会时间

A：When will it be convenient for you?

您什么时候方便？

B：Next Wednesday would be all right for me.

下个礼拜三我方便。

How about the day after tomorrow?

后天怎么样？

Is that time convenient for you?

那个时间您方不方便？

When will you be available?

您什么时候有空？

Please call on me anytime suits you.

请在您方便的时候来找我。

Any time between three and five.

三点到五点之间的任何时间都可以。

这个场景之下你能应付吗？

在得知布朗先生第二天下午三点以后才有空，邓立请求陈丽将他和布朗先生的约会定到了下午四点。

A：Mr. Brown's office. Chen Li speaking. May I help you?

B：Hi, Miss Chen. It's Deng Li. I need to meet Mr. Brown.

A：Certainly. When would you like to meet with him?

B：Can you see what his schedule is like tomorrow?

A：Let me check the schedule. Please wait a moment.

B：OK.

A：He's free after 3:00 p.m. tomorrow.

B：I see. I'll visit him at 4:00 p.m.

A：布朗先生办公室。我是陈丽，有什么能帮您吗？

B：你好，陈小姐。我是邓立。我需要和布朗先生见个面。

A：没问题。您想什么时候见他？

B：你能看看他明天是怎么安排的吗？

A：我来查一下行程表，请等一下。

B：好的。

A：他明天下午三点之后有空。

B：我知道了，我四点去拜访他。




today与tomorrow：



表示“今天”“明天”，有两层意思：一是指狭义的今天、明天（相对昨天而言），二是广义地指现在、未来（相对过去而言）；表示前者的意思通常用-'s构成所有格，表示后者的意思，通常用of构成所有格。例如：



Have you read today's paper?



你读过今天的报纸了吗？



The news will be in tomorrow's newspaper.



明天的报纸将刊载这条消息。



Young people of today have no manners.



如今的青年人不讲礼貌。



The world of tomorrow will be very different.



未来的世界将大不相同。



由于today和tomorrow可同时作名词或副词，所以用of构成所有格时，有时可省略of而直接用副词后置定语。如：women today（当今的妇女），the changes tomorrow（未来的变化）等。



另外，在现代英语中用于广义表示“现在”“未来”时，有时也可用-'s构成所有格，但不如用of普通。例如：



Today's youth will be the leaders of tomorrow.



现在的年轻人将成为未来的领导者。




王先生第二天下午要开董事会，而李先生有急事一定要在第二天下午和王先生见面。经过和秘书商议，王先生定了合适的约会时间。

A：We'll have the board meeting at 3:30 tomorrow afternoon, right?

B：Yes.

A：But the sales manager of Future Company, Mr. Lee, just called and insisted on seeing you tomorrow afternoon.

B：The board meeting will be finished at about 4:30.You could arrange his appointment after that.

A：I'm afraid I can't. He said that he would leave for Tokyo at 5:00 p.m. tomorrow.

B：Then ask him to come to my office at two tomorrow afternoon.

A：OK.

B：Don't forget to inform him?

A：No problem. I will ring him at once.

A：我们明天下午三点半开董事会，是吗？

B：是的。

A：但是未来公司销售部经理李先生刚来过电话，还坚持说明天下午要见你。

B：董事会大概四点半结束。你可以把他安排在这个时间之后。

A：恐怕不行。他说他明天下午四点要去东京。

B：那让他明天下午两点来我办公室吧。

A：好的。

B：别忘了通知他？

A：没有问题，我这就给他打电话。

2　突遇意外，约会改期

你将听到的

确认信息

Do you want to change the appointment?

表示谅解

That's all right, we can make it some other time.

时间不妥

I'm fully occupied tomorrow. I'm afraid I can't manage it.

你也许会说

推迟约会

Could you make it some other time?

另约时间

Could we meet at eight instead of seven tomorrow?

职场心经

当意外情况发生，从而导致原定的计划不能照常实施时，当事人应该第一时间给对方打电话或通过其他方式通知对方。

通知对方时不能只是简单地告诉对方自己打算改变计划，还应将缘由告知对方。并就新的约会时间和地点等信息与对方进行商定和确认。对于改变计划给对方带来的影响应该向对方道歉。

必备的词汇热身

●　nadir
 [ˈneiˌdiə]
 n.最坏的地方

●　compel
 [kəmˈpel]
 v.迫使

●　tamper
 [ˈtæmpə]
 v.玩弄，干涉

●　flexible
 [ˈfleksibl]
 adj.灵活的

●　retard
 [riˈtɑ:d]
 v.延迟；阻止

●　impellingly
 [imˈpeliŋli]
 adv.迫使性地

●　in an emergency
 在紧急的时候

●　at the expense of
 以……为代价，牺牲

●　be tied up
 抽不出时间

●　put off
 延迟

当需要更改约会时间的时候你会听到

Do you want to change the appointment?

你想更改约会时间？

That's all right, we can make it some other time.

没关系，我们可以另约时间。

I'm fully occupied tomorrow. I'm afraid I can't manage it.

明天我已安排满了，恐怕不能再安排了。

I'm booked up for this afternoon. I'm sorry I can't see you then.

今天下午我已经安排满了，很抱歉，不能见你了。

当需要更改约会时间的时候你会说

1．Could you make it some other time?

我们可以约别的时间见面吗？

2．I'm afraid we'll have to change our appointment.

恐怕我们得改变约会的时间。

3．We'll have to make our appointment a little later.

我们得把约会推迟一下。

4．About our appointment for the next Tuesday, I wonder whether we could change it from six to ten.

关于下周二约会的事，不知我们能否从六点改到十点。

5．I'm sorry, but I won't be able to see you this afternoon.

对不起，今天下午我不能去见你了。

6．I'll have to take a rain check on that.

我得推迟一下。

7．I'm sorry to inconvenience you, but we have to postpone our meeting.

很抱歉使你不便，但我们不得不推迟会议。

8．Could we meet at eight instead of seven tomorrow?

明天我们不在七点见面，改在八点怎么样？

9．We'll have to make it some other time. Is that all right?

我们得另约时间，可以吗？

10．Do you think you could make it sometime next Sunday?

你看我们另约在下周日好吗？

11．If by any chance I don't make it, I'll see you sometime next month.

万一我不能赴约，我将在下个月的某个时间见你。


by any chance表示“万一”，类似的表达有just in case。


12．I wonder if you could change the time.

不知你能否改一下时间？

13．I'd like to change our appointment to Sunday.

我想把约会时间改在周日。

14．I wonder if we could alter the time to next Monday.

不知我们能否把时间改在下周一。

拓展学习看这里

推迟约会时间

A：Let's postpone our date, if you don't mind.

如果你不介意，我们推迟约会好吗？

B：Do you mind to tell me why?

你介意告诉我为什么吗？

Can we make it a little later?

我们推迟好吗？

Could we put it off to the next day?

我们推迟到第二天好吗？

重新商定时间

A：How about change the time to next Monday?

把时间改在下周一怎么样？

B：I'm sorry, but I have too heavy a schedule then.

对不起，但我那天的时间确实排满了。

Well, I'm engaged at that time.

恩，那时我已有约了。

I have another appointment then.

我那时另有约会。

Let me see. Next Monday is not so good.

让我想想，下周一不太合适。

I'm afraid I can't make it. My client is coming to see me that time. That's it.

恐怕不行，我的客户那时候会来拜访我，就这样吧。


that's it为口语中的常用表达，主要用法如下：



1．表示赞同（=That's right），意为“对”“正是如此”。如：



A：So she's going to marry the doctor.


所以她要嫁给个医生。


B：That's it.正是这样。



2．表示找到了问题的症结所在，意为“问题就在这里”。如：



A：We're in great need of a computer.


我们急需要买台电脑。


B：Yes, but we haven't got enough money.


是的，但我们没有足够的钱。


3．表示结束，意为“完了”“就这样”“没有别的了”。如：



You can have a cake and that's it.


你可以吃一块蛋糕，别的就没有了。


That's it; I don't like you any more, and you really make me sick.


就是这样，我不喜欢你了，你实在让我恶心。


4．表示反感或失望，意为“够了”“行了”“得了”“好了”“算了”。如：



That's it. Haven't you said enough?


好了，你还没说够吗？

这个场景之下你能应付吗？

史密斯先生有急事，不得不更改与布朗先生的约会时间。而布朗先生的时间比较灵活，很爽快地答应了对方。

A：Hi, Mr. Brown. This is John Smith speaking.

B：Hi, Mr. Smith. How are you doing?

A：Fine, thank you. Mr. Brown, to my disappointment, can we reschedule our date? There's an emergency and I can't make it on Friday.

B：No problem. When can we meet?

A：How about next Monday at the same time?

B：Suits me fine. My schedule is flexible.

A：Great. I'll see you at ten next Monday morning in your office.

B：All right, Mr. Smith.

A：你好，布朗先生，我是约翰·史密斯。

B：嗨，史密斯先生，你好吗？

A：我很好，谢谢。布朗先生，有个情况我很遗憾，我们可以把约会重新订一个时间吗？我这里有个突发情况，周五没办法赴约。

B：没问题，你什么时候可以来？

A：下周一还是那个时间，怎么样？

B：我有空，我的日程安排比较灵活。

A：太好了，那就下周一上午10点在你办公室。

B：好的，史密斯先生。




“to+one's＋情感名词”是英语中一个十分有用的结构，主要表示某人由于某事的发生而唤起其内心的某种情感，通常译为“令某人……的是”“使某人感到……的是”。这类结构在学习时应弄清以下几个方面。能用于该结构的名词非常有限，常见的有admiration（羡慕），amazement（惊奇），amusement（娱乐），annoyance（烦恼），astonishment（惊奇），delight（欣喜），despair（绝望），disappointment（失望），embarrassment（难堪），happiness（幸福），horror（恐怖），joy（高兴），puzzlement（疑惑），regret（遗憾），relief（放心），satisfaction（满意），shame（羞愧），sorrow（悲伤），surprise（惊讶）等。例如：



To my amazement, he arrived on time.



令我惊异的是，他居然准时赶到了。



To my great amusement his false beard fell off.



使我感到极其好笑的是，他的假胡子掉了下来。



To his annoyance, he discovered they hadn't waited.



他发现他们没有等他而感到十分烦恼。



To his astonishment the woman began to laugh.



使他吃惊的是这个女人竟开始笑了起来。




纳什先生希望能更改和吴先生的约会时间，并就原因向吴先生进行了解释，吴先生表示谅解并和纳什先生一起商定了新的约会时间。

A：Hello. This is Jack Nash. May I speak to Mr. Wu?

B：Hi, Mr. Nash. This is Wu Ming speaking.

A：Mr. Wu, it looks as if I won't be able to keep the appointment we made.

B：That was to be Monday, wasn't it?

A：Yes, I'm so sorry. I have to receive a very important customer from America. And he had some kinds of changes in his itinerary, so now he's rung me up to say the only day he can come is next Monday.

B：I see.

A：And the trouble is that he's over from America. I can't very well put him off. Hope you can understand.

B：Well, I suppose so.

A：But, could it be postponed, if possible, till Tuesday?

B：Oh, let me check it. No, Tuesday's not a good day. Friday would be all right, I think.

A：Friday's OK for me too. Oh, good. Shall we say the same time as we'd arranged?

B：Yes, fine.

A：Thanks, Mr. Wu. Hope I haven't messed up your arrangements too much.

B：Oh, no, these things happen, don't they? See you next Friday.

A：Bye.

A：你好，我是杰克·纳什。可以让吴先生接电话吗？

B：你好，纳什先生。这就是吴明。

A：吴先生，看来我不能如期赴约了。

B：是在周一吗？

A：是的，很抱歉，我必须接待一位从美国来的重要客户，他的行程有所改变，他刚才给我打电话，通知我他只能在下周一来。

B：知道了。

A：麻烦的是，他已经从美国那边过来了，我难以推迟和他的见面，望你谅解。

B：我想也是。

A：但是，如果可能的话，能不能延期到星期二？

B：噢，让我看一下。不行，周二这天不太好。我想周五比较合适。

A：周五对我也很合适，噢，好的。我们定在和上次相同的时间见面怎么样？

B：好的。

A：谢谢你，吴先生。但愿我没有过多地打乱你的安排。

B：没有，这类事情总是难免，不是吗？下周五见。

A：再见。

3　不得已取消约会

你将听到的

同意取消

OK. We can make another appointment if it's necessary.

最后确认

I'll call you this afternoon to confirm that.

代为转达

Take it easy, I will let him know.

表达歉意

I am sorry I have something to do.

没时间

I have to go to Tianjin tomorrow morning so I have no time to meet you.

紧急事情

Something urgent has happened. I won't be able to make it this afternoon.

你也许会说

取消约会

I need to cancel the appointment with you.

进行解释

There's a conflict in my schedule.

职场心经

约见客户的时候，尽量找到直接决策人。如果对方拖延，销售人员应该耐心等待见面时机。想要重新安排约会时应向对方表达自己的意愿，经过双方的共同商议重新制定计划。如果遇到意外事件必须取消约见，一定要表达诚挚的歉意，方便的话告知对方你无法赴约的具体原因比简单地说抱歉更能得到谅解。

必备的词汇热身

●　delay
 [diˈlei]
 v.耽搁

●　involve
 [inˈvɔlv]
 v.涉及

●　president
 [ˈprezidənt]
 n.总裁

●　supervisor
 [ˈsju:pəvaizə]
 n.总管

●　effort
 [ˈefət]
 n.努力

●　honest
 [ˈɔnist]
 adj.诚实

●　cancel
 [ˈkænsəl]
 v.取消

当需要取消约会的时候你会听到

OK. We can make another appointment if it's necessary.

好的，有必要的话我们可以重新约时间。

I'll call you this afternoon to confirm that.

今天下午我再打电话跟您确认一下。

Take it easy, I will let him know.

放心，我会通知他的。

I am sorry I have something to do.

很抱歉，我有事要办。

I have to go to Tianjin tomorrow morning so I have no time to meet you.

我明天必须去天津，所以没时间与你见面了。

Something urgent has happened. I won't be able to make it this afternoon.

发生了紧急的事情，下午我不能够赴约。

I'm afraid I won't be able to keep my appointment with you on Thursday.

说好星期四与你见面，现在恐怕我无法赴约了。

当需要取消约会的时候你会说

1．I have something urgent tomorrow, so the appointment will have to be canceled.

我明天有急事，所以约会不得不取消。

2．I need to cancel the appointment with you.

我得取消和您的约会了。

3．Something has come up, and I can't make it on Thursday afternoon.

我临时有点事，周四下午可能无法赴约了。

4．There's a conflict in my schedule.

这和我的日程相冲突。

5．My schedule has changed.

我的日程安排有变动。

6．I completely forgot I have a meeting on Tuesday morning.

我完全忘了周二早上我还有个会。

拓展学习看这里

推迟约会

A：What do you mean?

您说的是什么意思？

B：I am afraid I won't be able to keep my appointment with you on Sunday.

恐怕我无法赴周日与您的约会了。

Something urgent has happened. I won't be able to make it this afternoon.

发生了紧急的事情，下午我不能赴约。

I am afraid I have to cancel our appointment.

恐怕我必须取消我们的约会。

解释原因

A：I already have plans for the evening.

今晚我已另有安排了。

B：Can I reschedule for Monday afternoon then?

那能把时间改到周一下午吗？

I have a last-minute errand to run.

我临时要去办点事。

I have to work late today.

我今天得工作到很晚。

I have to go to Beijing tomorrow so I have no time to meet you.

我明天必须去北京，所以没时间与您见面。

We've decided to put it off.

我们决定推迟。

I'm afraid I'll have to postpone our appointment.

恐怕我必须将我们的约会延期。

I may be a little late but please wait for me.

我也许会晚一点，不过请你等我。

I have to postpone the appointment because I'm ill.

我不得不推迟我们的约会，因为我病了。

You'd better make it a little later if it's convenient to you.

如果方便的话，你最好把时间订迟些。

Something's come up. Can we make our appointment a little later?

发生了一点事情，我们可不可以把约会推迟一下？


last-minute errand有事儿。last-minute：最终的，最后的\run an errand：跑腿，办事。errand['erənd]
 n.使命；差事；差使



The nature of her errand he could not divine.


对于她为何而来，他无法推测。


It was the cold of his errand, a foot's errand.


这是因为这趟奔走肯定徒劳无功而感到发冷吧。

这个场景之下你能应付吗？

玛丽打电话给郑小姐，通知她由于突发情况，不得不取消郑小姐与格林先生的约会，并对这一变故向郑小姐郑重道歉。

A：Hello, Ms. Zheng. This is Mary of DK Company.

B：Hello, Mary. I've prepared a nice range of samples for the meeting tomorrow morning. I think Mr. Green will be really pleased with the selection.

A：Actually, that's the reason I called. Something urgent has come up. I'm afraid we have to cancel the meeting with Mr. Green tomorrow.

B：I'm sorry to hear that. Is everything all right?

A：It's just that our general manager is flying in from New York unexpectedly. He wants to meet all management staff tomorrow.

B：I see.

A：I'm really sorry about canceling the meeting at the last minute.

B：It's no at all. Good-bye.

A：你好，郑小姐。我是DK公司的玛丽。

B：你好，玛丽。我已经为明早的会议准备好了一系列的样品。我想格林先生看到这些产品会很满意。

A：事实上，我就是为这件事打电话来的原因。因为发生了一件重要的突发事件，所以我恐怕得取消你和格林明早的会面了。

B：听到这件事我很遗憾，一切还好吗？

A：只不过是因为我们总经理临时要从纽约过来。他明天想和所有主管见面。

B：原来如此。

A：在此向你道歉，到最后一刻才取消约会真的很对不起。

B：没关系。再见。





琳达打电话给苏珊希望更改约会，但是双方在时间上无法达成一致。最终双方决定取消约会，下周再联系。

A：Good morning, Susan speaking.

B：Good morning, Susan. This is Linda speaking. I'm calling about our appointment on Friday. I'm sorry, but I can't make it, I have too much things to do.

A：That's a pity.

B：Something unexpected has just happened. I'm afraid the appointment will have to be rescheduled. I apologize for the change.

A：That is all right. We can make another arrangement.

B：It's very kind of you to say so. Could we meet on Thursday instead?

A：I'm afraid I'm tied up then. Actually, I've been booked up the whole week except tomorrow morning.

B：But I have an important meeting tomorrow morning.

A：I think we have to cancel the meeting.

B：I'm sorry for the convenience. Maybe we can make another appointment next week.

A：Yes. Let's cancel the meeting first and get in touch with each other next week.

B：OK. Goodbye.

A：Goodbye.

A：早上好，我是苏珊。

B：早上好，苏珊，我是琳达，我打电话是关于我们星期五的约会。很抱歉，我最近的事情太多了，恐怕不能赴约了。

A：很遗憾。

B：发生了一件意想不到的事情，恐怕约会将不得不改期了，对这次变更我深表歉意。

A：没什么，我们可以再安排时间会面。

B：非常感谢。我们改在星期四见面好吗？

A：恐怕那时我抽不出时间来。实际上，除了明天上午之外我这一周都有安排了。

B：但我明天上午有一个重要的会议。

A：我想我们得取消这次约会了。

B：由此带来的不便我感到很抱歉，也许下周我们可以重新约时间见面。

A：是的，那就先取消这次约会吧，下周我们再联系。

B：好的，再见。

A：再见。




too much和much too的区别。例如：



1．much too是too的强势语，用法与too相同。如：



You are much too kind to me.


你对我实在太好了。


This kind of computer is much too expensive.


这种电脑太贵了。


2．too much是much的强势语，用法与much相似。如：



Don't eat too much.


别吃得太多。


There's too much water.


水太多了。


You have given me too much.


你已经给我太多了。


Don't drink too much wine. It is harmful to your health.


不要喝太多的酒，这对你的身体有害。


3．有时too much还用于这样的结构be too much for，意为“对……来说太难或太过分”、“非……力所能及”等。如：



I'm afraid the trip was too much for her.


我怕她旅途太劳累了。


His parents' expectation was too much for him.


他父母对他的期望太高了。



4　介绍公司的发展

你将听到的

市场份额

What is your market share?

主打产品

What is your company's leading product?

辅助产品

Are there any other products in your company?

管理体系

How do your quality control systems operate here?

营业额

Our turnover was $650,000,000 last year.

销路如何

How was your sales last year?

销售量

Our sales was up to twelve percent last year.

占有率

What's your market share?

你也许会说

基本信息

I would like to make a brief introduction to our company.

公司规模

We have 900 staff in all so far.

运营状况

We were listed on the Stock Exchange a year ago.

职场心经

客户在接洽过程中，想进一步了解公司的状况，接待人员就可以向他们说明公司经营的历史、主要产品与营业项目等。

介绍公司的成长，要把数据和事实一并展示给客户，并注意让对方明了，这些事实与目前的成功息息相关。提及市场占有率时，应以明确的例子及统计数字说明产品受欢迎的程度。企业文化是介绍的另一重点，企业的办公理念、服务宗旨可以增加客户对公司的信任度。

最后，以公司的目标作为谈话的总结，并且要以明显直接的事实来证明公司运营得当，有发展潜力。

必备的词汇热身

●　found
 [faund]
 v.成立

●　member
 [ˈmembə]
 n.成员

●　office
 [ˈɔfis]
 n.公司，办公室

●　divide
 [diˈvaid]
 v.分成

●　section
 [ˈsekʃən]
 n.部门

●　staff
 [stɑ:f]
 n.员工

●　look forward to
 期盼，期待

●　brand share
 品牌占有率

●　brand share
 商标占有率

●　audience share
 受众占有率

当谈到市场份额的时候你会听到

What is your market share
 ?

你们的市场份额有多少？


market share市场占有率。与之相关的表达有：



market-share maintenance维持市场占有率



market-share thresholds市场份额门槛



market-share leadership市场份额领导地位



例如：Over the past year, as Dell slashed prices, it failed to gain market share as it had expected.



去年一年，虽然戴尔大幅下调售价，但却没有如其预期的那样赢得市场份额。



Airbus figures the risks are worth taking to gain an edge in China, where it has just a 30％ market share now.



为了在中国—这个空客只占有30％份额的国家取得竞争优势，空客认为冒这个风险是值得的。


What is your company's leading product?

你们公司的主要产品是什么？

Are there any other products in your company?

你们公司还有其他产品吗？

How do your quality control systems operate here?

你们这里的监控管理体系是如何运作的？

Our turnover was ＄650,000,000 last year.

我们去年的总营业额是6.5亿美元。

How was your sales last year?

你们去年销路如何？

Our sales was up to twelve percent last year.

我们去年的销售量，提升了12个百分点。

What's your market share?

你们的市场占有率是多少？

We have a thirty-five percent market share.

我们有35个百分点的市场占有率。

当提到市场份额的时候你会说

1．I would like to make a brief introduction to our company.

我想对我们公司作一个简短的介绍。

2．Five years ago, it was translated into a stock company
 .

五年前，公司转为股份公司。


stock company股份公司。与之相关的表达还有：



stock insurance company股票保险公司；保险公司



stock limited company股份有限公司



stock exchange company证券交易所；联交所



joint stock system company股份制公司



例如：We are a stock company/limited liability company.



我们是一家股份制公司／股份有限责任公司。



I believe our company is China's best stock company.



我相信我们公司是中国最好的股份公司。


3．It sells best in many big cities all over China and recently has been exported to America and Europe.

它在中国很多大城市都很畅销，近来已向美洲和欧洲出口。

4．We have 900 staff in all so far.

到目前为止，我们共有900名员工。

5．Our registered capital is 80 million Yuan.

我们的注册资金为8千万人民币。

6．We were listed on the Stock Exchange a year ago.

我们是一年前在证券交易所挂牌上市的。

7．Now we have a market capitalization
 of 100 million Yuan.

目前我们的市值达一亿人民币。


market capitalization：市值。与之相关的表达有：



market capitalization rate市场资本化率



weighted average market capitalization加权平均总市值



total market capitalization市价总值；资本市值总额



例如：Some of the world's largest banks and securities firm by market capitalization are from China.



目前，全球市值最大的一部分银行和证券公司已经来自中国。



They measure this by charting the total market capitalization of equalities as a percentage of broad money supply.



该公司用股市总市值与广义货币供应量之比的变动情况来衡量发生这种变化的可能性有多大。


8．We now have 30％ of the market.

我们现在的市场占有率是30％。

9．I'd like to show you a 30-minute film about our company.

我想为您放映一部关于我公司的30分钟的短片。

10．Our company is a Sino-American joint venture.

我们公司是一家中美合资企业。

11．We believe customer is the God. So we pay much attention to the quality of the products.

我们相信顾客就是上帝，所以我们对产品的质量非常在意。

12．The company started operation in early 2001 and has been doing well since then.

公司于2001年初开始运营，迄今经营状况良好。

拓展学习看这里

公司历史

A：I want to know more about your company's development history.

我想知道更多关于贵公司的成长历史。

B：It has a history of 40 years , which makes it the oldest clothing company in our city.

它有40年的历史，这使它成为我们市历史最悠久的服装公司。

Could you tell me a few things
 about the history of your company?

你能和我谈谈贵公司的历史吗？

I would appreciate it if you can tell me something about your company.

如果您能和我说说贵公司的事情，我会倍感荣幸。


常用词few用法说明



1．比较few和a few：两者均表示复数意义，few表示数量很少或几乎没有，强调“少”，含有否定意义：a few表示数量虽然少但毕竟还有，强调“有”，含有肯定意义。比较：



His ideas are different, and few people understand him.


他的想法很不同，很少有人理解他。


His ideas are different, but a few people understand him.


他的想法很不同，但有些人能理解他。


由于few本身具有否定意味，所以后接反义疑问句时要用肯定式。如：



He has few reasons for staying, hasn't he?


他留下来理由不充分，对吧？


2．有时为了强调few的意义，表示数量很少，可在其前使用too, so, very, rather等修饰语。如：



There were too few people at the meeting.


参加会议的人寥寥无几。


3．其比较级和最高级分别为fewer, fewest。如；



The translation with the fewest mistakes isn't always the best.


错误最少的译文并非总是最好的。


4．用作形容词，其后可直接跟名词，无需用of；但是，若其后名词之前有限定词修饰或者是代词或从句等，则必须要用介词of。如：



Few of them know this.


他们当中没几个人知道。


A few of these books are mine.


这些书当中有几本是我的。

企业文化

A：I want to know something about the culture of management in your company.

我想了解一些贵公司的企业管理文化。

B：Each employee here is one part of our organization. We respect everyone and treat them equally.

这里的每一个员工都是我们组织的一分子。我们尊重每个人，并且公平对待他们。

How is your management style?

你们的管理风格是怎样的？

Does your company have any slogans?

贵公司有什么口号吗？

这个场景之下你能应付吗？

杰克认真地向客户介绍了公司的历史、结构以及主营项目，客户也就自己感兴趣的问题向杰克进行了了解。

A：Could you tell me something about your company?

B：Of course. It's a Sino-American joint venture. It's established in 2002.We are mainly engaged in the manufacture and sales of televisions.

A：How about your organizational structure?

B：It consists of four departments: Finance, Marketing, Production, and R & D.

A：How many employees do you have?

B：We have one thousand employees in all.

A：Do you have a branch office in Shenzhen?

B：I'm afraid we don't have any one now.

A：你能给我谈谈你们公司吗？

B：当然可以。我们是一家中美合资企业，成立于2002年。我们主要生产和经销电视机。

A：你们公司的组织结构是怎么样的呢？

B：公司包括四个部门：财务部、市场部、生产部和研发部。

A：你们有多少名员工？

B：我们总共有1000名员工。

A：你们深圳有分公司吗？

B：恐怕现在还没有。

接待人员就公司的情况向来宾进行了简单的介绍，并认真地回答了对方的问题，增强了对方合作的信心。

A：Let me make a brief introduction of the company now.

B：That's great.

A：We are a modern company. We started operation in early 2003 and have been doing well since then. We had a net profit of eight million U.S. dollars last year.

B：I want to know how you can achieve this.

A：Maybe we don't have the best facilities, but we offer best services. Besides, the prices of our products are reasonable.

B：I am happy as a clam to have the chance to set a discussion about the cooperation with your company.

A：That's also our pleasure.

A：我就公司的情况给你做一个简短的介绍吧。

B：那太好了。

A：我们是一家现代化的公司。我们于2003年年初开始营业，迄今经营情况良好。去年，我们的纯利润为800万美元。

B：我想知道你们是如何取得这个成绩的？

A：就设备而言，我们不一定是最好的，但是我们提供最优良服务。此外，我们产品的价格也合情合理。

B：我很高兴能有机会与贵公司洽谈合作。

A：这也是我们的荣幸。




happy as a clam非常高兴，无比惬意



Clam的意思是“蛤蜊”。人们喜欢吃蛤蜊，但只有退潮时才挖得到，涨潮的时候也就自然而然地成为蛤蜊最快乐的时光，于是就有了happy as a clam at high tide的说法。后来这个短语简略成happy a clam，是“非常高兴，无比惬意”的意思。



除happy as a clam外，美国人还有happy as a lark的说法，意思一样。如：When she got the money, she was happy as a lark.（她得到钱后无比兴奋。）




5　建立业务联系

你将听到的

表明目的

We should like to discuss the possibility of expanding trade with you.

自我推荐

We always pay attention to improving our quality.

表明意向

We are thinking of expanding business relations with China.

索要资料

Can you send me a price list and a brochure of this series for my reference?

表达兴趣

We're very interested in the product you showed at the international exhibition.

你也许会说

表明态度

We assure you of our best attention to any inquiries from you.

提供信息

Our company mainly deals in arts and crafts.

表达信心

Establishing business relations between us will be our mutual benefit.

自身优势

We've been in this business for twenty years.

职场心经

很多人建立业务关系的效果往往取决于第一次的交往。首先，介绍自己公司的材料信息要丰富、扎实，能抓住对方的兴趣，使人觉得有利可图。其次，要详细出为什么要建立这种业务关系，以及会给双方带来多大的利益。再次，对未来要有清楚的商业规划。对方如果感兴趣会接着问你很多细节。因此必须充分准备，对自己的情况和未来规划一清二楚。同时还要把自己的团队介绍好，有些人十分看重团队的资格和素质。

接着可以邀请对方访问自己的公司。除了详细介绍外，还要带对方参观，这样才能给对方好的印象。处处从小事做起，完善每个细节才能更有把握获得对方的信赖，并最终成功建立业务关系。

必备的词汇热身

●　investor
 [inˈvestə]
 n.投资者

●　catalogue
 [ˈkætələuɡ]
 n.目录

●　pamphlet
 [ˈpæmflit]
 n.小册子

●　representative
 [ˈrepriˈzentətiv]
 n.代表adj.有代表性的

●　specialize in
 专营

●　business association
 业务联系；交往

●　business cooperation
 业务合作

●　business scope
 经营范围

●　financial position
 财务状况

●　foreign trade
 对外贸易

●　investment environment
 投资环境

当对方表明意向的时候你会听到

We would like to discuss the possibility of expanding trade with you.

我方愿与你方就扩大贸易的可能性进行讨论。

We always pay attention to
 improving our quality.

我们一贯注重提高我们的产品质量。


pay attention to是重视，注重的意思。例如：The candidate must pay attention to their behavior.候选人应该注重自己的举止。


We are thinking of expanding business relations with China.

我们正在考虑扩大与中国的贸易关系。

Can you send me a price list and a brochure of this series for my reference?

可以寄给我一份价目表和商品手册以供参考吗？

We're very interested in
 the product you showed at the international exhibition.

我们对你们在国际展览会上展出的产品极有兴趣。


interest in是一个常见的搭配，表示对……感兴趣。


当有意建立往来的时候你会说

1．We assure
 you of our best attention to any inquiries from you.

对于贵公司的任何询问，我们一定给予充分关注。


assure在此处是保证的意思，诚恳的态度是合作成功不可或缺的前提。


2．Establishing business relations between us will be our mutual benefit.

我们之间建立贸易关系将对双方有利。

3．We are convinced that our first transaction will turn out to your satisfaction.

我们相信第一笔交易定会使你方满意。

4．Your desire coincides with
 ours.

你们的愿望同我们的愿望一致。


coincide with是符合，与……相一致的意思。



例如：Your desire happens to coincide with ours.



您的愿望和我们完全一致。


5．For any information as to our credit standing, please refer to Bank of China, Beijing Branch.

有关我方信誉的任何资料，请向中国银行北京分行查询。

6．Your products are almost exactly what we're looking for.

贵公司的产品，简直就是我们所要找的。

7．We've been in this business for twenty years.

我们从事这一行业已经20年了。

8．Our abundant resources and stable policy provide foreigners with the advantages they invest here.

我们的丰富资源和稳定政策为外商投资提供了有利条件。

9．Our company mainly deals in arts and crafts.

我们公司主要经营工艺品。

拓展学习看这里

到访目的

A：What's your purpose of your coming here?

你们来这儿的目的是什么？

B：The purpose of my coming here is to inquire about possibilities of establishing trade relations with your corporation.

我此行的目的是了解与贵公司建立贸易关系的可能性。

Our purpose is to explore possibilities of developing trade with you.

我们想与你们研究一下发展贸易的可能性。

We look forward to
 reactivating our business relationship.

我们盼望我们之间的业务关系重新活跃起来。

I'd like to know some information about the current investment environment in your country.

我想了解一下你们国家目前的投资环境。

I'm here to ask about your new washing machines.

我来此询问有关贵公司的新型洗衣机的情况。

I'm here to get to know if we have any possibility of further cooperation.

我来这儿是想知道我们是否有可能进一步合作。


look forward to在此处的作用相当于expect，表示“期望，盼望”。


找负责人

A：Can I see your chief?

我能见一见你们的负责人吗？

B：I am the person who is in charge of
 the department.

我就是这个部分的负责人。

Are you the chief here?

你是这里的负责人吗？

Is your chief in at the moment?

你们的负责人现在在这吗？


in charge of是指掌管，负责的意思。此处应注意与in the charge of的区别，in the charge of是指由……掌管，由……负责。例如：The project is in the charge of an experienced worker.这项工程是由一位有经验的工人负责的。


询问信息

A：Is there anything I can show you now?

有什么事情需要我现在告诉你的吗？

B：You're developing a new system, really?

你们在开发一套新系统，是真的吗？

May we ask the names of your banks?

能否请问贵公司往来银行的名称？

We'd like to see your annual report for the last three years.

我们想看看贵公司过去3年来的年度报告。

I have little information about your toys.

我对你们的产品知道的不多。

Can you send me a price list and a brochure of this series for my reference?

可以寄给我一份价目表和商品手册以供参考吗？

May I have your address so that
 I can send you our export list?

能把你的地址告诉我以便寄上出口清单吗？


so that是“以便”的意思。例如：He got up early so that he could catch the first bus.他早早就起床了，以便能赶上首班公共汽车。


合作意向

A：We are willing to enter into business relations with your firms.

我们愿与贵公司建立业务关系。

B：Your desire to establish direct business relations with us coincides with ours.

你方愿意与我方建立贸易关系，这正合我意。

Having been deeply interested in the quality of your products, we are desirous of opening an account with you.

本公司对贵方的产品质量一直很感兴趣，欲与贵方进行交易。

We hope to trade with you.


我们希望跟你们做生意。

We are willing to enter into
 business relationship with your company on the basis of equality and mutual benefit.

我们愿意在平等互利的基础之上与贵公司建立业务关系。


trade with sb.是指与某人做生意



enter into是“进入”的意思。在本句中，直译就是“进入业务关系”，实际上也就是“建立业务关系”的意思。


这个场景之下你能应付吗？

卡尔先生第一次来中国，他想和吴先生的公司建立业务关系。但由于对中国的对外贸易政策不是很了解，所以需要吴先生的介绍来解除自己的顾虑。

A：Nice to meet you, Mr. Wu.

B：Nice to meet you, too. I understand this is your first visit to our company.

A：Yes, and also my first trip to China.

B：I hope you've had a pleasant trip.

A：I did, thank you. The main purpose of my coming here is to inquire about possibilities of establishing trade relations with your company.

B：What line of business are you in?

A：We mainly trade in arts and crafts. I learned from the ads that you manufacture and sell this kind of products.

B：Yes, we do. You've come to right place. We're the biggest arts and crafts manufacturing company in Asia. Our products are easy on the eyes, and they compares favorably with those of other countries in both quality and price.

A：I'm glad to hear that. But you know this is my first visit to China and also my first time to make contact with you. So I'd like to know something about your foreign trade policy.

B：Our foreign trade policy has been based on equality and mutual benefit and exchange of needed goods. Establishing business relations between us will be good for our mutual benefit.

A：That's very nice.

A：见到您很高兴，吴先生。

B：见到您我也很高兴。我知道这是您第一次来我们公司。

A：是的，这也是我第一次来中国。

B：希望您旅途愉快。

A：我很愉快，谢谢。我此行的主要目的是想了解一下与贵公司建立业务关系的可能性。

B：你们主要经营什么？

A：我们公司主要经营工艺品。我从广告上得知你们生产和销售这种产品。

B：是的，你来对地方了。我们是亚洲最大的工艺品制造公司。我们的产品很吸引人，并且在品质和价格上足以同任何国家的产品相比。

A：听到这些我很高兴。但是您知道，这是我第一次来中国，也是第一次和你们打交道。因此我想了解一下你们的对外贸易政策。

B：我们的对外贸易政策一直是建立在平等互利和互通有无的基础上的。我们之间建立业务关系对双方都非常有利。

A：那非常好。




easy on the eyes表示好看，吸引人，既可指人也可指物。从字面上看，该习语很像汉语中的一个常用语“很容易上眼”，引申义即为“好看，吸引人”。多可用来表示某物很美，很吸引人。对顾客来说精美的广告往往比较容易吸引眼球。在今天这个时代，该习语是仍然比较常用的为数不多的俭朴说法之一。




李先生给美国的泰勒先生发了邮件介绍了自己的产品，泰勒先生对产品很感兴趣，特意来到ABC公司，找到李先生面谈。

A：I found some of your products to be fine in quality and beautiful in design. And I've gone over the catalogue and the pamphlets enclosed in your last letter. I've got some idea of your exports. Your silk blouses turn me on.

B：Our silk is known for its good quality. It is one of our traditional exports. Silk blouses are brightly colored and beautifully designed. They've met with great favor overseas and are always in great demand.

A：Some of them seem to be of the latest style. Now I've a feeling that we can do a lot of trade in this line. We wish to establish relations with you.

B：Your desire coincides with ours.

A：Concerning our financial position, credit standing and trade reputation, you may refer to Beijing Bank, or to our local Chamber of Commerce or inquiry agencies.

B：Thank you for your information. As you know, our corporation is a stateoperated one. We always trade with foreign countries on the basis of equality and mutual benefit. Establishing business relations between us will be to our mutual benefit. I have no doubt that it will bring about closer ties between us.

A：That sounds interesting. I'll send a fax back. As soon as I receive a definite answer, I'll make a specific inquiry.

B：We'll then make an offer as soon as possible. I hope a lot of business will be conducted between us.

A：你们有些产品质量不错，设计又美观。我已看过你上次在信中所附的目录和小册子，对贵公司的出口产品有了一些了解。我对你们的丝绸女衫颇感兴趣。

B：我们的丝绸以品质优良著称。丝绸是我们的传统出口商品之一。丝绸女衫色彩鲜艳、设计美观，在国外很受欢迎，需求量一直都很大。

A：有些看来还是最新的式样。现在我感觉我们在这方面可以做不少买卖。我们希望同贵公司建立业务关系。

B：我们双方的愿望是一致的。

A：关于我们的财务状况、信用及声誉，你们可以向北京银行、我们的当地商会或代理商进行了解。

B：谢谢你所提供的情况。我们公司是国营公司，我们一向是在平等互利的基础上进行外贸生意，我们之间建立业务关系将对双方有利。我相信它也将使我们之间的关系更为密切。

A：太好了，我会发一份传真回去。一收到明确的答复，我就进行具体的询价。

B：到时我们一定尽快报价。我希望我们之间能做成很多生意。




be known for表示因……而众所周知



例如：This town is known for its handwork.



这个城市以其手工制品闻名。



in great demand需求量很大



例如：They are the latest fashion and they are in great demand.



它们是最新的式样，需求量很大。



on the basis of根据，在……的基础上



例如：The practice was often justified on the basis of economics.



实践往往是根据经济决定的。




6　礼尚往来

你将听到的

拒绝接受

Thank you so much. But I' m afraid I can't accept it.

领会情谊

I couldn't take it, but thank you all the same.

表示好奇

I wonder what it is.

打开礼物

May I open it?

意义重大

It meant a lot to me.

热情致谢

I'd like to express my gratitude for your kindness.

你也许会说

送上礼物

I have a surprise for you.

表达情意

Please accept this little present as souvenir from our company.

职场心经

对于不同职位的人，送礼各有讲究，只有懂得送礼的技巧，才能达到预先的效果，否则还会适得其反。以下是一些送礼的技巧，以供参考：

1．了解对方的品位。要知道送礼不是使自己高兴，而是要让别人开心。所以送礼前一定要先了解清楚对方的品位、喜好。

2．不可包含动机，应当尽量避免一些有影射性含义的礼物。

3．喜欢你送出的礼物。如果连你自己都不喜欢某种礼物，便不应该让别人收到这种礼物。

4．根据受礼人的职业，选购较为实际的礼物。

5．衡量送礼的价值。礼物的价值应以你与收礼者的关系来衡量，以避免令双方尴尬。

6．可送有代表意义的礼物。这类礼品往往更有特色，也更能在某个时刻唤起对方特定的回忆。

必备的词汇热身

●　etiquette
 [ˈetiket]
 n.礼节，礼仪

●　convention
 [kənˈvenʃən]
 n.常规，传统

●　honorable
 [ˈɔnərəbəl]
 adj.值得敬仰的

●　neglect
 [niˈɡlekt]
 v.怠慢

●　polite
 [pəˈlait]
 adj.有礼貌的

●　manner
 [ˈmænə]
 adj.举止，方式

●　for return
 回报

●　carry on
 继续

当赠送礼物的时候你会听到

Thank you so much. But I' m afraid I can't accept it.

非常感谢您，但是我不能收下它。

I couldn't take it, but thank you all the same.

我不能要。不过，还是非常感谢您。

May I open it?

我可以打开吗？

I wonder what it is.

我很好奇这是什么？

It meant a lot to me.

她对我来说意义重大。

I'd like to express my gratitude for your kindness.

对您的好意我谨表示我的感谢。

当赠送礼物的时候你会说

1．I have a surprise for you.

我有个惊喜给您。

2．I got this for you.

这是我送给您的。

3．This portion is for you.

这是您的那份。

4．Please accept this little present as souvenir from our company.

请收下这个小礼物，算是我们公司的一点儿纪念品。

5．I'd like to present you with this mural painting.

我想赠给您这幅壁画。

6．Please accept it as a token of our friendship.

作为我们友谊的象征，请您接收。

7．Please accept this as a token of my thanks.

请接受吧，以此代表我的谢意。

8．It's just a little something to remember me.

只是点小意思，作个纪念。

9．It's the thought that counts.


最重要的是心意。


It's the thought that counts.最重要的是心意。当有人送你礼物并为礼物的微薄道歉时，你可用此语作答，意思是：重要的不是礼物本身，而是礼物代表的情意。但此语常常用作反语，例如，丈夫送给你一个很不值钱的生日礼物时，你也可用此语讥讽他：真是“礼轻情意重”啊！


10．Here you have it!

请收下。

11．I hope you will like it.

希望您会喜欢。

拓展学习看这里

赠送礼物

A：Here is a small gift for you.

有件小礼物给您。

B：Thanks. You are very thoughtful.

您真是想得周到。

It's the most thoughtful of you.

您很体贴。

Don't be so polite.

您太客气了。

You shouldn't have done this.

您不用这样。

I just did what I should have done.

我只是做了分内的事。

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。

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。

接受礼物

A：My goodness! This is what I've wanted.

天啊！正是我想要的东西。

B：I'm glad you like it.

很高兴你能喜欢。

Thank you very much for the scarf. I like it very much.

非常感谢您给我这条围巾，我非常喜欢。

It's lovely!

真可爱！

Oh! It's a wonderful gift!

哇！真是非常棒的礼物。

这个场景之下你能应付吗？

张先生代表公司送给刘易斯小姐一份礼物，以此表达对她友好合作的感激之情，刘易斯小姐高兴地接受了张先生的好意。

A：Hello, Ms. Lewis.

B：Hello, Mr. Zhang.

A：Can I offer you a little gift?

B：You don't need to buy me presents.

A：I'd like to represent our company with this as a token of our appreciation for your friendly cooperation.

B：Thank you. It is very kind of you. Your helps to our company are no fewer than we gave.

A：I hope this will be of some use to you.

B：I am sure it will.

A：你好，刘易斯小姐。

B：你好，张先生。

A：我能给您一个小礼物吗？

B：你没必要给我买礼物。

A：我想代表我们公司把这个送给您，以此来表达我们对您的友好合作的感激之情。

B：谢谢。您真是太客气了。您对我们公司的帮助也不少于我们。

A：我希望这个对您有用。

B：我相信它会的。




no fewer than：其意为“多达”“至少”“不少于”，主要用于强调数目之多或为了给人以深刻的印象，与as many as的意思相似。例如：



There were no fewer than a hundred cars there.


那里的汽车不少于100辆。


There are no fewer than 100 different species in the area.


这个地区的物不会少于100种。



得知李小姐是属狗的，马克精心为其挑选了一个小狗玩具作为礼物。李小姐对合作伙伴的细心和好意十分感激。

A：Miss. Li, here's a present for you from our office.

B：Oh, thank you! It's very kind of you… Ah, it's a toy dog.

A：I hope you like the gift.

B：Yes, it's very funny!

A：I was told you were born in the year of dog.

B：Yes, that's right. But who told you about it?

A：Alice told us about it.

B：Well, I've been wanting something like this for a long time.

A：I'm glad you like it.

B：Yes, it's the best present I have received.

A：李小姐，这是我们办公室送给你的礼物。

B：谢谢！你真是太好了……啊，是个玩具狗。

A：希望你喜欢这个礼物。

B：是的，它真逗！

A：我听说你是狗年出生的。

B：对呀，谁告诉你们的？

A：是艾丽丝告诉我们的。

B：我希望有这样一份礼物已经很久了。

A：很高兴你喜欢它。

B：是的，这是我收到的最好的礼物。

7　起身告辞

你将听到的

时光如梭

I feel you have just come.

表达遗憾

It's a pity you're leaving so soon.

互相道别

All good things must come to an end.

不做挽留

I won't keep you then.

特来告辞

It's a special trip to say good-bye to you all.

顺路而来

I drop by to say bye.

你也许会说

简单告别

I've got to dash now.

必须离去

Oh, it's getting late. I have to start.

职场心经

告别是一种社交礼仪，它象征一次社交活动的结束。英美等西方国家的人告别时具有特定的结构模式和语言表达模式，它受时间、地点、参加人和文化的影响。有主客之分的时候，一般是客人向主人告别；无主客之分的时候，告别无特定模式。客人提出告辞后应在15分钟左右之后离开，期间需要反复表达离意。主人送客不远，到大门为止。客人离开时则要对主人表示感谢，主人可向客人提出再次相聚的愿望。

必备的词汇热身

●　acquaintance
 [əˈkweintəns]
 n.相识的人

●　marvelously
 [ˈma:vləsli]
 adv.令人惊异的

●　shallow
 [ˈʃæləu]
 adj.浅薄的

●　treat
 [tri:t]
 v.处理

●　nowhere
 [ˈnəuhwεə]
 adv.到处都……不

●　cold welcome
 冷遇

●　a complete success
 圆满成功

●　exchange of visit
 互访

当起身告辞的时候你会听到

I feel you have just come.

我觉得你好像才来似的。

It's a pity you're leaving so soon.

真遗憾，你这么快就要走了。

All good things must come to an end.

没有不散的筵席。

I won't keep you then.

那我就不留你了。

I've like to say good-bye to you all.

我来向大家告别了。

It's a special trip to say good-bye to you all.

我特意来和大家道别。

I drop by to say bye.

我顺路过来道别。

当起身告辞的时候你会说

1．Sorry, I must be getting on my way.

对不起，我得走了。

2．I've got to dash now.

我得走了。

3．Excuse me, please. I really ought to be on my way now.

对不起，我真的该走了。

4．I'm sorry it's about time we made a move.

对不起，我是时候该走了。

5．I'd like to talk about this some more, but I have to be going now.

我很想再谈一会儿，但是我该走了。

6．Oh, it's getting late. I have to start.

噢，时间不早了，我该走了。

7．If you'll excuse me, I really have to go now.

对不起，我真的该走了。

8．I hope you don't mind, but I really can't stay any longer.

希望你不要介意，我真的不能再呆了。

9．Heavens! Look at the time. I must rush, I'm afraid.

天哪！看看时间，恐怕我必须得赶快走了。

10 I really should be leaving. I've got a lot to do.

我真的要走了。我有许多事情要做。

拓展学习看这里

不再打扰

A：Why are you in such a hurry?

干嘛这么急？

B：I won't take any more of your time.

不能再占用你的时间了。

I'm afraid I've taken up too much of your time.

恐怕占你的时间太多了。

I mustn't hold you up any longer.

我一定不再耽误你的时间了。

I'd better let you get on with your work.

我最好让你继续你的工作。

It's late. I've got to go.

这么晚了，我得走了。

Can't you stay any longer?

您不能再多待一会儿吗？

Drop in again whenever you have time.

有空请再来。

告辞离去

A：It's high time I was going. I was purposely coming to apologize
 to you.

我是时候离开了。我是专程来道歉的。

B：We're sorry that you couldn't stay longer. You didn't need to come up.

你不能多留一会儿，真遗憾。但是不用专程来的。

I must be pushing along now.

我得走了。

It's time for me to go.

该是时候离开了。

I guess I have to go now.

我想我得走了。

I really should be going.

我真的该走了。

Remember to look me up.

记着来看我。

I won't keep you then. It was very nice of you to come to see me.

那我就不留你了。你来看我真太好了。

If you ever pass my home, do drop in.

如果你哪天路过我家时，请一定进来坐坐。


apologize v.



表示“道歉”，通常是不及物动词，要表示向某人道歉，用介词to，要表示因为某原因而道歉或替某人道歉，用介词for。如：



Apologize to your sister.


去给你姐姐赔个不是。


I must apologize for not being able to meet you.


我因未能去接你向你道歉。


由于apologize是不及物动词，所以在其后接that从句是错误的。如：



我因踩了她的脚而向她道歉。



误：I apologized that I stepped on her foot.



正：I apologized to her for stepping on her foot.



apology n.



表示“道歉”，通常是可数名词；要表示向某人道歉，用介词to，要表示因为某原因而道歉或替某人道歉，用介词for。如：



Please accept my apologies.


请接受我的道歉。


I make no apology (to him) for what I said.



我没有因说了些什么而（向他）道歉。


这个场景之下你能应付吗？

虽然双方都依依不舍，但天色已晚，韦德先生必须要告辞了。临走之前他对对方的接待表示了感谢。

A：Oh, it's about time. I've got to split now.

B：Right?

A：The time has come to say goodbye, I'm afraid.

B：So soon. It seems as if you just got here.

A：I feel that way, too. But it is said that all good things must come to an end.

B：It certainly has been a pleasure chatting with you here.

A：Yes, I've had a delightful time with you, and I appreciate your spending so much time with me.

B：I hope you will be here again if you're free.

A：哦，时间差不多了，我该走了。

B：是吗？

A：恐怕该跟您说再见了。

B：这么快。我觉得好像您刚来。

A：我也有同感，不过人们常说没有不散的宴席。

B：在这里与您一起交谈我确实很高兴。

A：是的，我与你们过得很愉快，感谢你们花这么多时间和我在一起。

B：希望您有空再来。




It's about time.



时间差不多了。



"I'll time for lunch." "Yeah, it's about time."



“到午饭时间了。” “是啊，时间差不多了。”



形容某事临近期限，尤其是将要到达某个具体的时刻时，你知道该如何表达“时间差不多了”吗？比较地道的表示是It's about time.这句话常用来催促或提醒别人时间快到了。



About time表示“该……的时候了”，句型It's about time…表示“该是……的时候了”，这个句型也可以说成It's high time…,注意后面句子中的动词要用虚拟语气，比如，It's about time I went home.“是我回家的时候了。” Time和不同介词搭配构成的短语还有：on time表示“准时”，in time表示“及时”，比如，but for the storm, we would have been in time.“要不是这场暴风雨我们会及时到的。”



表示“已经没有时间了”，可以说：Time is up.或者Time is running out.其中，run out表示“用完；耗尽；到期”，比如，The contract runs out at the end of the month.“合同本月底到期。”




许先生向杰克逊先生告辞，准备回家。杰克逊先生和徐先生进行了简单的寒暄后嘱咐对方一路小心。

A：Well, Mr. Johnson. I really must be going now.

B：Oh, are you in such a hurry?

A：Yes, I'm afraid so.

B：In that case, I won't insist your staying. Did you have a good time here?

A：Yes. I had lots of fun tonight and enjoyed every minute here.

B：Oh, I'm very happy to hear that. I am talking a blue streak, hah. Be careful when you are on the way home.

A：I will. See you.

A：约翰逊先生，我现在必须要走了。

B：噢，这么急吗？

A：是的，恐怕是这样。

B：既然如此，我就不留你了。你在这儿玩得愉快吗？

A：是的。我今晚很开心，在这儿的每分钟都很快乐。

B：哦，听你这么说我真高兴。不要觉得我唠叨个没完就好了，哈哈。回去的路上小心一点。

A：我会的，再见。




a blue streak



一闪而过的东西；连珠炮似的讲话



从字面上来看，a blue streak是“一到蓝色闪光”，表示非常迅速的意思。它有两种方法：



第一种用法是：“跑的像电一样快”（to go like a blue streak）.这个说法出现在公元1830年，据说当时的邮车跑得飞快，留下了一道蓝色身影，简直就像闪电一样。



第二种用法是：“连珠炮似的讲话”（to talk a blue steak）.用来表示一个人说起话来滔滔不绝，刹不住车，讲的让你的耳朵都掉了（talks your ears off）.还有什么比被疲劳轰炸还要命的呢？



英国人把这种人比喻为talk off a donkey's (a dog's, a horse's) hind leg，是指话说的天花乱坠或叨唠不休，把驴、狗或马的后腿都讲断了。



美国人则被这种人比喻为“把某人的头讲断”（talk one's head off），或把某人的耳朵讲掉（talk one's ears off）,也就是“说到烦死人”、“喋喋不休”的意思。



The motorcyclist had gone like a blue streak toward Baker Street.



这名骑摩托车的人已经风驰电掣地骑向贝克街。



Once she starts talking, she's talk a blue streak.



她一说起话来，就唠叨个没完。




二　商务旅行

1　安排出差计划

你将听到的

全面准备

Have you got everything ready for my trip?

安排住宿

How about the accommodations?

房间预订

Have you booked my hotel room yet?

准备文件

Would you please put all necessary documents for my trip in one folder?

接机安排

Anybody picks me up at the airport?

满意安排

The plan fits us very nicely.

你也许会说

接受任务

Do you need me to book the hotel for you?

内容安排

You will have one day for shopping and sightseeing.

处理妥当

Please remember to get some traveler's checks.

职场心经

替上司编制出差行程表是秘书的一项日常工作。编制行程表时应事先搜集好一切相关资料，包括出差日期、交通工具、住宿情况、会晤安排等等。然后根据相关信息将安排以比较直观的形式反映出来。最后将安排好的行程提交上司审阅，并征求对方的意见，以求做到没有纰漏。

必备的词汇热身

●　attention
 [əˈtenʃən]
 n.注意

●　agenda
 [əˈdʒendə]
 n.日程安排

●　deal
 [di:l]
 v.处理

●　rise
 [raiz]
 v.升

●　problem
 [ˈprɔbləm]
 n.问题

●　target date
 预定日期

●　on a business trip
 出差

当安排行程的时候你会听到

Have you got everything ready for my trip?

我出差的东西都准备好了吗？

How about the accommodations?

住宿安排好了吗？

Have you booked my hotel room yet?

你帮我预订旅店的房间了吗？

Would you please put all necessary documents for my trip in one folder?

请把我所需要的文件都放进一个文件夹，好吗？

Anybody picks me up
 at the airport?

有人去机场接我吗？


pick up的意思究竟有多少？



to take up (something) by hand拿起：用手拿起（某物）：pick up a book捡起一本书



to collect or gather：收集或聚集：He picked up the broken pieces of glass.他拾起玻璃碎片。



to tidy up：整理，收拾：Let's pick up the living room.我们收拾一下卧室吧。



to take on (passengers or freight, for example)：承载（客人，货物等）：The bus picks up commuters at three stops.公共汽车在三个站载送通勤者。



to acquire casually or by accident：不经意得到；随便或偶然地获得：Picked up a mink coat on sale.拍卖时随手买了一件貂皮大衣。



to acquire (knowledge) by learning or experience：学得：通过学习或经历获得（知识）：



He picked up French very quickly.


他很快地学起法语来。

The plan fits us very nicely.

这份计划对我们非常合适。

当安排行程的时候你会说

1．Do you need me to book the hotel for you?

你要我帮您订旅馆吗？

2．The itinerary for your business trip to Guangzhou has been confirmed.

您去广州的出差安排已经确认好了。

3．I have received confirmation of your transportation and hotels.

关于您的交通和住宿我已经安排好了。

4．Please remember to get some traveler's checks.

请记住拿些旅行支票。

5．This is your phone number at the hotel.

这是您住宿旅馆的联络电话。

6．I'll deal with it right now.

我马上就去办。

7．You can make some changes if it does not suit you.

如果您觉得不合适的话，可以做些变动。

8．You are scheduled to meet Mr. White at ten in the morning.

上午10点，您要与怀特先生会面。

9．You have a lunch appointment with Mr. White that day.

那天您和怀特先生要共进午餐。

10．You will have one day for shopping and sightseeing.

您有一天的时间观光购物。

拓展学习看这里

出行计划

A：I will go to Sydney next Monday. I need you to make some travel arrangements for me.

我下周一要去悉尼，想要你替我做一些旅行安排。

B：OK. How would you like to go?

好的，您想怎么样去呢？

Will you fly first class as usual?

您像往常一样坐头等舱吗？

Do we use travel agency for tickets?

我们通过旅行社订票吗？

How do you define travel route?

你怎样选择出差路线啊？

How many members are there in your party in all?

和您同行的人共有多少？

Is there any change in today's program?

今天的日程有什么变动吗？

Shall we have time for the International Fair?

我们有时间去参观一下国际博览会吗？


Is it necessary to
 make a plan?

要不要做个计划？


一般说来，当主语是比较复杂的成分（如不定式、动名词、从句等）时，通常在句首使用形式主语it，而把真正的主语放在后面：



Is it necessary to tell his father everything?



有必要把这一切都告诉他父亲吗？



It is quite clear that he has read the book.


很显然，他读过这本书。


有时可在用作主语的不定式前加上介词for/of短语：



It is very kind of you to say that.


你这样说，真是太好了。


It is important for us to keep the balance of nature.



我们要保持生态平衡，这点很重要。


认真汇报

A：I'm calling to tell you your trip to Beijing is all prepared.

我打电话是要告诉您，您去北京的行程准备好了。

B：Please read it to me.

请念给我听听。

Would you like me to give you a report of your itinerary now?

我可以向您报告一下您的行程吗？

I'd like to brief your arrangement.

我想向您简单汇报一下行程安排。

You're scheduled to meet Mr. White at 10:00 in the morning.

上午十点，您要与怀特先生会面。

I'd like to brief your arrangement in the U.S..

我想向您简单汇报一下您在美国的行程安排。

询问意见

A：What do you think of this arrangement?

您对这个安排有什么看法？

B：I'm quite satisfied with it.

我对此非常满意。

If you have any problem, just let me know.

如果您有什么问题，就直接告诉我。

I am wondering whether you like it.

我不知道您是否喜欢这个安排。

You can make some change if it does not suit you.

如果您觉得不合适的话，可以做些变动。

I've managed to book flight at the same time you wanted.

我已按您要求的时间订好了班机。

这个场景之下你能应付吗？

怀特先生下周要出差，玛丽请朱迪为怀特先生安排一下活动。朱迪在问清了所有细节后，马上开始了自己的工作。

A：Hi, Judy. Could you do me a favor please?

B：OK. No problem.

A：As you know, Mr. White is going away on a mission next week. I would like you to work out the schedule of activities for him.

B：All right. Do you have the list of activities he will attend?

A：Yes, here it is.

B：Thank you. Is there anything I should pay attention to?

A：Let me see. Please remind him that the he must call Jill.

B：OK. I'll get started right away.

A：Thank you very much.

B：You're welcome.

A：朱迪，你能帮我个忙吗？

B：好的，没问题。

A：你知道怀特先生下周要出差，我希望你能为他安排一下活动的行程。

B：好的。你有他要参加活动的清单吗？

A：是的，给你。

B：谢谢。还有什么我需要注意的吗？

A：让我想想……请提醒他打电话给吉尔。

B：好的。我现在就开始准备。

A：多谢。

B：不客气。




would like意为“想要”，其语气比用like婉转些。具体用法如下：



1．后面接名词或代词，表示“具体要”某样东西。例如：



I'd like two sweaters for my daughters.


我想给我的女儿们买两件毛衣。


Would you like one of these moon cakes?


你想要一块这样的月饼吗？


2．后面接动词不定式，表示“愿望，喜爱”，常用于有礼貌地提出邀请、请求或建议。例如：



I would like to drop maths.


我想放弃数学。


Would you like to come to supper?


愿意来吃晚饭吗？


3．当主语是第一人称时，would可与should换用，它们都可以缩写为'd ，并且like也可换成love。例如：



I'm sure he would love to come.


我确信他愿意来。


I should like the red one.


（我想要红色的。）


4．“ would like ”后面可以用动词不定式作宾语补足语。例如：



What would you like me to do?


你想要我干什么？



杜先生要去伦敦出差，他要求南希为她做一些必要的准备。南希对杜先生的出行方式，出行时间等信息进行了仔细的询问，以确保万无一失。

A：Nancy, I am planning a trip to London. I'd like you to make the necessary arrangements for me.

B：No problem, sir. How would you like to go?

A：I'd like to go there via Hong Kong.

B：Would you like to go by first class or by economy class?

A：Economy class will be OK.

B：When do you plan to leave?

A：I expect to depart on next Thursday.

B：That's OK.

A：Please get all things ready and report back to me as soon as possible.

B：I see.

A：南希，我将去伦敦。请帮我做一些必要的准备。

B：好的，先生。您想怎么样去呢？

A：我想途经香港去那儿。

B：您想坐头等舱还是坐商务舱呢？

A：经济舱就行。

B：您打算什么时候离开？

A：我想下周四出发。

B：好的。

A：请把一切都准备好，尽快向我汇报。

B：我知道了。

2　先要查看目的地住宿

你将听到的

热情接待

How may I be of assistance?

询问姓名

Could I take your name, please?

预订时长

How long will you be staying?

房间数量

How many rooms would you like to book?

客人数量

How many guests will there be in your party?

仔细查询

Let me check the booking system.

提醒顾客

If you wish to extend your stay just come and let us know.

收取定金

I am going to have to take a deposit of ten percent of the total cost.

你也许会说

电话预订

I'd like to book a room.

收费情况

Do you have any discounts available?

无法预订

Can you recommend another hotel near there?

职场心经

酒店预订的原则是越早越好，因为除了可以保证订到满意的房间，许多酒店或酒店预订公司都会给提前订房的顾客一定的奖品。

如果你没有提前预订，并且正好赶上酒店业的旺季，那么有一个小技巧也能助你比较容易找到客房。你可以选择在一天中的下午四点至六点到酒店办入住手续，因为这时候刚好是退房的高峰，也同时是再有人入住的几率最小的时候，酒店要这时候是最有可能有空房的。

必备的词汇热身

●　cause
 [kɔ:z]
 n.原因

●　regard
 [riˈɡɑ:d]
 v.关于

●　approval
 [əˈpru:vəl]
 n.批准；认可；赞成

●　reserve
 [riˈzə:v]
 v.预订

●　meet the requirements
 到达要求

●　ahead of schedule
 提前

当预订客房的时候你会听到

How may I be of assistance?

我能帮您什么忙吗？

Could I take your name, please?

我能记下您的名字吗？

How long will you be staying?

您想住多久呢？

How many rooms would you like to book?

你想预订多少个房间？

How many guests will there be in your party?

您一行有多少客人呢？

Let me check the booking system.

让我查查预定系统。

If you wish to extend your stay just come and let us know.

假如您想延长住宿就来告诉我们。

I am going to have to take a deposit of ten percent of the total cost.

我必须收您总价百分之十的定金。

当预订客房的时候你会说

1．I am calling from Beijing.

我是从北京打来的。

2．I'd like to book a room.

我想预订房间。

3．Do you have any discounts available?

你们现在有折扣吗？

4．Do you accept VISA
 cards?

你们接受维萨卡吗？


VISA又译为维萨、维信，是一个信用卡品牌，由位于美国加利福尼亚州圣弗朗西斯科市的Visa国际组织负责经营和管理。VISA卡于1976年开始发行，它的前身是由美洲银行所发行的Bank Americard。


5．Can you recommend another hotel near there?

你能为我推荐一家那附近的饭店吗？

6．It is in the name of Mr. Chen.

它是在陈先生的名义下。

7．May I see the room?

我可以看一下房间吗？

8．Have you got a vacant room on the fifth floor？

你们5楼有空房吗？

9．Would you tell me the rate per night for a single room with a bath?

请告诉我带有洗澡间的单人房的价格，好吗？

10．How much do you charge a day?

每日收费是多少？

11．Does it include service charge?

含服务费吗？

12．Do you need a deposit?

需要付押金吗？

13．It's not possible to change the date.

更改日期是不可能的。

拓展学习看这里

宾馆情况

A：Is there a TV set in the room?

房间里有电视机吗？

B：Yes, there is.

是的，有。

Do you have better rooms?

你们有没有更好的房间？

Is there a bigger room available?

你们有没有更大的房间？

Is hot water available any time?

任何时间都有热水吗？

订房要求

A：We'll take two connecting rooms.

我们订两间相邻的房间。

B：OK. I will arrange it for you.

好的，我会为您安排的。

I want a double room with harbor view.

我想要一间面向大海的双人房。

I want a quiet room.

我需要一间安静的房间。

I think the rooms face to south are warmer by far than the north.

我觉得南向的房子比北向的要暖和得多。


作程度副词时，far和by far近义；far表示“很”、“极”、“大大地”（much）或“太/过于”（too much）的意思，by far是“最为……/更为……”的意思。二者使用时有下列两点需要注意：



1．far经常用在形容词比较级之前，而by far一般多用在最高级之前，例如：


It is far colder today than yesterday.

今天的天气比昨天冷得多。

Among these five gadgets，this one is by far the most useful.

在这五个新玩意儿中，这个最为有用。


This is by far the better method.


这方法比另一个更完善得多。


2．使用by far时，随后的形容词最高级及比较级都附有定冠词the，而far之后的比较级形容词则没有the.例：



She is by far the best of the students in class.


她是班里最好的学生。

She is far better than other students.

她比其他学生更优秀。

这个场景之下你能应付吗？

卡尔先生打电话到酒店进行了房间的预订工作，酒店的工作人员认真记录了预订信息后，完成了预定。

A：Good morning. This is Room Reservation. May I help you?

B：Yes, I'd like to reserve a room.

A：For which date?

B：From October 5th.

A：For how many nights?

B：For three nights.

A：How many guests will there be in your party?

B：There will be two.

A：What kind of rooms do you prefer?

B：Two single rooms, please.

A：OK. May I have your name, please?

B：Yes, it's Jenny Carl.

A：Thank you. We will be expecting you then.

A：早上好，客房预约部，需要帮助吗？

B：是的，我想预订房间。

A：什么时候？

B：从10月5日起。

A：住几天？

B：三天。

A：你们一行共有多少位客人。

B：有两位。

A：您想要订什么样的房间？

B：要两个单人间。

A：好的，请告诉我您的姓名好吗？

B：好的，珍妮·卡尔。

A：谢谢，我们会恭候你们的到来。

林小姐打电话到酒店为金先生预订了一间客房，并请酒店代为安排接机事宜，酒店的接待人员一一应允。

A：Good morning. This is Room Reservations. May I help you?

B：Yes, I'd like to reserve a room, please.

A：For which date?

B：From June 2nd to June 5th, for three nights.

A：Do you want to reserve a single or a double room?

B：Single.

A：Could you hold the line, please? I'll check our room availability for those days… Thank you for waiting. We have a single at $120 and another at $170.Which one would you prefer?

B：I shall take the one at $170.

A：Certainly. May I have your name, please?

B：Well, it's for Mr. King of Century Business Limited.

A：Thank you. May I have your phone number, please?

B：Yes, the number is 138xxxx8370.

A：138xxxx8370.What time does Mr. King expect to arrive?

B：Around 4:00 p.m., I suppose. Do you have a pick-up service?

A：Yes, we have an airport representative to meet our guests.

B：Thank you. Good-bye.

A：Good-bye.

A：早上好！这里是客户预订部，能为您效劳吗？

B：是的，请给我预订一个房间。

A：请问订在哪天？

B：从6月2号到6月5号，共三天。

A：您要订单人房还是双人房？

B：单人房。

A：请您稍等，待我检查一下那个时间是否有空房……让您久等了，我们还有单人房，有120美元一晚的和170美元一晚的，请问您想要哪一种？

B：我订170美元一晚的客房。

A：好的，请问您贵姓。

B：哦，我是为世界商贸有限公司的金先生预订的。

A：谢谢，能告诉我您的电话号码吗？

B：好的，138××××8370。

A：138××××8370。金先生预计几点到达？

B：我想是下午四点左右，你们提供接机服务吗？

A：是的。我们有一位机场代表迎接我们的客人。

B：谢谢，再见。

A：再见。

3　早订机票早安心

你将听到的

机票类型

You want first class or business class?

问目的地

What's your destination, please?

出行时间

What day would you want to fly?

订票要求

Tell me the time and plane type, please. We can book it for you.

代订机票

If you want a cheaper price, I can give you the airline telephone number, so that you can contact them yourself.

预付票款

You have to pay 500 yuan for each ticket beforehand.

你也许会说

行李托运

What's the allowance of luggage?

所需金额

How much is the fare?

职场心经

在确定了出差日期后应立即进行机票预订等工作，以保证行程顺利展开。预订完成后要对自己的预订进行确认，以便出现意外时可以及时做出相应的补救措施。

每当抵达某个城市，逗留时间超过三天以上再搭乘飞机的话，必须再次确认预订好的机位，飞行前七十二小时要没有确认，预订好的机位就会自动取消。到达目的地后，最好在机场的航空公司柜台办手续，万一忘了办理的话，可打电话到航空公司再次确认。

必备的词汇热身

●　adopt
 [əˈdɔpt]
 v.采取

●　practice
 [ˈpræktis]
 n.惯例做法

●　incoming
 [ˈinˌkʌmiŋ]
 adj.正到达的，进来的

●　program
 [ˈprəuɡræm]
 n.计划

●　destination
 [ˌdestiˈneiʃən]
 n.目的地

●　travel agency
 旅行社

当预订机票的时候你会听到

You want first class or business class?

头等舱还是经济舱？

What's your destination, please?

请问您的目的地？

What day would you want to fly?

您想要哪天起飞？

Tell me the time and plane type, please. We can book it for you.

请告诉我您想定的起飞时间和飞机类型。我们可以帮您订票。

If you want a cheaper price, I can give you the airline telephone number, so that you can contact them yourself.

如果您还想获得更多的优惠，我可以把航空公司的电话号码给您，您可以打电话与他们联系。

You have to pay 500 yuan for each ticket beforehand.

您得每张票预付500元。

当预订机票的时候你会说

1．How much is the fare?

机票多少钱？

2．What's the allowance of luggage?

行李的重量限额是多少？

3．Is it valid for the two full weeks?

有效期是两个星期吗？

4．What's the flight number?

班机号码是多少？

5．Are there seats available on the next flight?

下一次航班还有座位吗？

6．How much is that in all?

总共多少钱？

7．How much do I owe you for the tickets?

我要付多少钱？

8．Is it stop over at London?

中途在伦敦停留吗？

拓展学习看这里

是否有票

A：Is there a non-stop flight to Sydney on Friday?

有没有星期五直飞悉尼的航班？

B：Yes. Do you want to book a ticket?

是的，你要预订机票吗？

What flights are there to New York tomorrow?

明天有什么班机去纽约？

Does the flight go everyday？

那班机每天都有吗？

飞行时间

A：May I inquire about the departure time?

可以问一下飞机起飞的时间吗？

B：I'll check it for you at once.

我马上帮您查一下。

How long does the flight take？

要飞多久？

When is the plane due?

飞机什么时候到达？

What time does the 2 p.m.flight go into Paris?

下午两点的班机何时到巴黎？

选择航班

A：I'd like a morning flight.

我想坐上午的班机。

B：OK. Wait for a moment, please.

好的，请稍等。

I want to go economy.

我要经济舱的机票。

I'd like to fly to London on Friday. Can you get the ticket for me?

周五我想乘飞机去伦敦，你能替我订机票吗？

这个场景之下你能应付吗？

由于没有直飞新西兰的航班，所以林先生选择了在悉尼转机的较为经济的一次班机，并且航班的时间也很合适，林先生很满意。

A：Do you have any direct flight to New Zealand?

B：Sorry, we don't. But you can fly on Northwest 306 to Sydney and then have a connecting flight to Auckland. Though it must transfer, it is the most economical flight. It' just $670.

A：And how long do I have to stay in Sydney for the connecting flight?

B：Not so long, just one hour.

A：So the time for the whole journey is about…

B：About eleven hours.

A：When does the Flight 306 depart?

B：At 10:00 a.m..

A：Let me check it. OK, it works out for my time schedule.

A：你们有没有直飞新西兰的航班？

B：对不起，我们没有直飞的航班，但你可以乘坐西北航空公司306次航班到达悉尼，然后转机到达奥克兰。虽然转机，但这个航线也是最经济的，机票才670美元。

A：我需要在悉尼待多久才能转机？

B：不长，才一个小时。

A：那么整个旅程大约是多久？

B：大约11个小时。

A：306航班什么时候起飞呢？

B：上午10:00。

A：让我计算一下，还行，比较适合我的时间安排。




though，although引导让步状语从句时，后面的主句不能有but，however，但是可与yet，still连用。



1．although和though同义，在一般情况下，可以互换使用。只是though较普遍，常用于非正式的口语或书面语中，而although则较为正式。另外although语气比though重，常用以强调让步概念。



e.g. Though/Although my car is very old, I don't want to buy a new one.



虽然我的汽车很旧，但我不想买一辆新的。



2．even能和though组合表示强调，但even不能和although组合。因此，不能说even although,在这里even though=even if（no matter if; though即使……也……）



e.g. Even if/Even though we could afford it, we wouldn't go abroad for our vocation.



即使我们付得起这笔钱，也不出国度假。



3．当让步状语从句指某种假设情况时，通常用though，而不用although。



e.g. Though all the world were against me, I should still hold to my opinion.



就算全世界都反对我，我还是坚持我的立场。



4．although和though引导让步状语从句时，常采用省略形式。



e.g. Although tired (=Although he was tired), he kept on working.


虽然很疲劳，但他继续工作。



布朗先生想要预订一张去罗马的最便宜的机票，预订人员查询后告诉他最便宜的机票需在巴黎住一晚上，布朗先生表示可以接受。

A：I'd like to buy an air ticket from Beijing to Roma, please.

B：One-way or return?

A：One-way, please.

B：Which airlines would you like to take?

A：I don't care about airlines. I'd like to take the cheapest.

B：Okay. When are you going to depart?

A：Next Friday, that is December 16th.

B：Let me have a check on my computer. Oh, by now the Air France is the cheapest, but you have to stay overnight in Paris.

A：That's fine. Will the airline pay for the accommodation and meals in Tokyo?

B：Yes, the airlines will provide free accommodation and breakfast.

A：It sounds good. How much is it?

B：Three hundred and fifty dollars with tax included.

A：Could you charge that to my VISA card?

B：Sure.

A：我想订一张从北京到罗马的机票。

B：单程票还是往返票？

A：单程票。

B：您想乘哪个航空公司的航班？

A：我不介意航空公事，我想乘最便宜的航班。

B：好的。您打算什么时候动身？

A：下个星期五，也就是12月16日。

B：让我在计算机上查一查，哦，目前法国航空公司的票价最便宜，但是您得在巴黎住一个晚上。

A：很好，航空公司免费提供在巴黎的食宿吗？

B：是的，航空公司免费提供共住宿和早餐。

A：很好，多少钱？

B：三千五百美元，含税。

A：我可以用Visa卡吗？

B：当然可以。

4　在机场

你将听到的

检查机票

May I see your ticket?

托运行李

What baggage are you going to check in?

再次确认

Do you have other things to be checked?

行李超重

Your baggage is 10 kilos overweight.

征求意见

Would you like to send the big box as unaccompanied baggage?

你也许会说

办理手续

Where can I pay the airport tax?

飞机延误

Has the flight CA506 from Tokyo arrived?

准备登机

Where do I board my plane?

职场心经

托运行李时，为保证行李运输的安全，应使用行李标贴。行李标贴上应注明姓名、目的地的临时地址和联系电话等。证件、现金、票据、金银首饰等贵重物品或重要的物件应自己随身携带，不要托运。

安全检查既是为了保障飞行的安全也是为了保障乘客的利益，十分重要。旅客在上飞机前，有一些东西是不可以携带的，例如刀具、金属类的坚硬物质等。若携带了金属物品，过安检时应把金属物品放到事先准备好的小盘子里。

必备的词汇热身

●　caution
 [ˈkɔ:ʃən]
 n.警告

●　execution
 [ˌeksiˈkju:ʃən]
 n.执行

●　slide
 [slaid]
 v.滑动；改变，调整

●　on schedule
 按预定时间

●　behind the schedule
 迟于预定时间

●　personal belongings
 个人随身物品

当办理登机的时候你会听到

May I see your ticket?

我可以看看你的机票吗？

What baggage are you going to check in?

您要托运什么行李？

Do you have other things to be checked?

您还有其他行李要托运吗？

Your baggage is 10 kilos overweight.

您的行李超重了10公斤。

Would you like to send the big box as unaccompanied baggage?

您愿意把这个大箱子作为无人伴随行李托运吗？

当办理登机的时候你会说

1．Where can I pay the airport tax?

在哪里付机场税？

2．Where can I get a porter?

我在哪儿可以找到搬运工？

3．Where do I board my plane?

我在哪里登机？

4．Could you please direct us to Gate 1?

能引导我们去1号登机门吗？

5．Where is the boarding gate for this flight?

这班飞机的登机门在哪儿？

6．Has the flight CA506 from Tokyo arrived?

从东京飞来的CA506航班到达了吗？

7．Is the plane on time?

飞机准时吗？

8．How long will the flight be delayed?

班机延误多长时间？

9．What time can we set on the plane?

什么时候才可以上飞机？

10．Should I have my luggage labeled for Beijing here?

我应该在这里办理把行李托运到北京的手续吗？

11．Is this where we check in for Flight CA307 to Beijing?

飞往北京的CA307次班机在这里办理登机吗？

12．I'd like to check in.

我想办理登机手续。

13．May I carry this parcel?

我可以带着这个小提包吗？

拓展学习看这里

航班延误

A：It is delayed because airport has been emergency.

航班延误是因为机场发生紧急事件。

B：How long will it last?

这种情况会持续多久？

All of the flights are delayed because of the heavy fog.

所有的航班都是因为这场大雾延误了。

The delay is due to heavy rain.

因为大雨您的航班延误了。

The airport has been closed due to bad weather.

因为大雾使机场关闭，所以您的航班延误。

It is delayed because airport has been emergency.

航班延误是因为机场发生紧急事件。

行李检查

A：Your suitcases are overweight.

您的手提箱超重了。

B：How much is the excess luggage charge?

超额行李费多少钱？

It is within the free baggage allowance.

在规定的行李范围内。

The big one is over the length limit.

那个大的超过了尺寸限度。

这个场景之下你能应付吗？

詹姆斯先生顺利地办理了登机手续后，接待人员告诉他在候机室等候登机即可。

A：Excuse me. Is this the counter for CA197 to Toronto, please?

B：Yes, this is the right counter. Do you have any luggage?

A：A trunk and a handbag.

B：Will you please put your trunk on the scales?

A：Is there a receipt?

B：Yes, I'll attach your luggage receipt to your ticket.

A：Thanks. Could you tell me what I shall do next?

B：Nothing else, just wait for your flight in the departure lounge.

A：I see. Thank you.

A：请问这里是办理到多伦多的CA197次航班登机手续的地方吗？

B：是的。您有行李吗？

A：就一个行李箱和一个手提包。

B：请把行李箱放到秤上称重。

A：有收据吗？

B：有的，会贴在您的机票上的。

A：谢谢。我接下来还要做些什么？

B：没什么事了，只需要在候机室等待您的航班就行了。

A：我知道了，谢谢。

朱小姐对办理登机手续业务不是很熟悉，但在机场工作人员的帮助下，她顺利地缴纳了机场税，并准备登机。

A：Can I help you?

B：Is this where I pay the airport tax?

A：Yes, sir. Just as the sign says. How many?

B：I' m sorry, but I've never done this before. How many what?

A：How many people are you paying the tax for?

B：My colleague and me. The two of us.

A：100 yuan each, so you owe me 200 yuan.

B：Oh, OK. Here's 200 yuan.

A：Here are your two receipts.

B：Thanks. What shall I do then?

A：Just give these receipts to the lady at the door to immigration. Don't worry, she'll ask for them from you.

B：Thanks a lot.

A：我能为您效劳吗？

B：是在这里缴机场税吗？

A：是的，先生。如牌所示缴纳，几份？

B：对不起，我以前从来没办过。几份什么呢？

A：你要交多少人的机场税？

B：我和我同事，我们两个。

A：一人100元，所以你要付我200元。

B：哦，好。这是200元。

A：这是你的两张收据。

B：谢谢。接下来做什么呢？

A：只要把这两张收据交给查验出门口的小姐就行了。别担心，她会跟你要的。

B：非常感谢。

5　在飞机上

你将听到的

欢迎乘客

Welcome to board our flight.

帮忙找座

Your seat number is 36B, here is it.

提示乘客

The air conditions are uncertain. Please fasten your seat belt.

松安全带

You may unfasten your seat belt now.

提供帮助

If you need stewardess for anything, please push the call button on your armrest.

准备着陆

The plane is slowing down. We're about to land.

你也许会说

选择座位

Will you show me to my seat, please?

寻求帮助

May I leave my baggage there?

感觉不适

I don't feel well.

职场心经

登机后应首先寻找自己的座位，如果找不到可请机组工作人员帮忙。告诉对方自己的座位号和座位的具体位置，请对方带自己到座位处。找到座位并放好行李后，应立即坐下并系好安全带。

在飞机上就餐时，可告知乘务员自己的用餐习惯和对食物的偏好，请对方进行搭配。如果对对方提供的食物不感兴趣可要求更换。

如果晕机的话，上飞机的时候应提前告知服务人员，他们会提供相应的药品和设施。如果飞机起飞仍感觉不适，可召唤服务人员过来提供帮助。

必备的词汇热身

●　airline
 [ˈεəlain]
 n.航空公司

●　arrive
 [əˈraiv]
 v.到达

●　weight
 [weit]
 n.重量

●　measurement
 [ˈmeʒəmənt]
 n.尺寸；大小

●　constitute
 [ˈkɔnstitju:t]
 v.组成

●　airsickness
 [ˈεəsiknis]
 n.晕机

●　seat belt
 安全带

●　department time
 起飞时间

当在飞机上的时候你会听到

Welcome to board our flight.

欢迎乘坐我们的航班。

Your seat number is 36B, here is it.

您的座位号是36B，在这边。

The air conditions are uncertain. Please fasten your seat belt
 .

天气情况不稳定，请系好您的安全带。


fasten your seat belt系上安全带。与之反义的“解开安全带”是：unfasten your seat belt


You may unfasten your seat belt now.

现在可以松开您的安全带了。

If you need stewardess for anything, please push the call button on your armrest.

如果有事找空中乘务员，请按扶手上的按钮。

The plane is slowing down. We're about to land.

飞机正在减速，我们就要着陆了。

当在飞机上的时候你会说

1．Will you show me to my seat, please?

请带我到我的座位好吗？

2．May I change my seat, please?

我可以换座位吗？

3．May I take this seat?

我可以坐这个位子吗？

4．Would you mind changing seats with me?

您介意和我换一下座位吗？

5．I prefer a window seat.

我比较喜欢靠窗户的座位。

6．I wonder if I could change my seat to the front.

不知道我能不能把座位换到前面。

7．May I leave my baggage there?

我的行李可以放在那里吗？

8．How do I adjust this seat?

这座椅怎么调整？

9．Do you have anything to read?

有什么可供阅读的？

10．Will you explain how to fasten the seat belt?

能告诉我如何系安全带吗？

11．Please show me how to turn on the light.

请教我如何开灯。

12．Please put out your cigarettes and fasten your seat belt.

请熄灭您的烟，同时系上安全带。

13．Can you warm the milk for me？

请您把牛奶给我热一热好吗？

14．Please wake me up for dinner.

请吃饭的时候叫醒我。

15．I don't feel well.

我觉得不舒服。

16．I fell like vomiting.

我想吐。

17.I've got a slight headache, and may stomach feel a little upset.

我头有点痛，肚子也不舒服。

拓展学习看这里

寻找座位

A：Excuse me, but where is seat 26C?

对不起，请问座位26C在哪里？

B：Follow me, please.

请跟我走。

Can you show me where my seat is?

您能告诉我我的座位在那里吗？

Show me to my seat please.

请带我到我的座位。

晕机

A：Pardon me. I think I'm getting a little airsick. May I have some medicine?

对不起。我想我有点晕机。我可以吃点药吗？

B：Sure. I will take it for you right away.

当然可以，我这就去给您取。

Please give me a glass of iced water, it is convenient for
 you.

如果不太麻烦你的话，请帮我倒一杯冰水。

Will you bring me an air sickness bag?

请你给我一个晕机袋好吗？

Do you have any medicine for airsickness?

你们有没有晕机药？


有这样一道题，估计你很可能会做错：



Let's make it at seven o'clock on Tuesday morning at my office if ______.



A.you're convenient



B.it is convenient for you



C.you feel convenient



D.it is convenient with you



【陷阱】容易误选A或C，因为许多人将汉语中的“如果你方便的话”直译为if you are convenient或if you feel convenient。



【分析】最佳答案为B，因为英语中的convenient不是表示“感到方便的”，而是表示“使人感到方便的”，所以be convenient的主语通常不能是“人”。要表示“如果你方便的话”，英语通常if it is convenient for[to]you，其中的介词可用for或to，但一般不用with。顺便说一句，偶尔也可见到用人或物作be convenient的主语，但此时的句子必须具备这样的特点：句子主语是其后不定式的逻辑宾语。


这个场景之下你能应付吗？

吴小姐有点晕机，于是她向坐在靠窗座位的乘客提出了换座位的申请。对方爽快地答应了，并表示愿意随时提供帮助。

A：Excuse me. Do you mind changing seats with me?

B：What's the matter?

A：I feel a little bit uncomfortable, I think maybe sitting by the window will ease my pain.

B：No problem, but do you need me to call the flight attendants? You look pale.

A：No, I think I will be OK soon.

B：If you need any help, let me know.

A：Thank you. That's very nice of you.

A：对不起，您介意和我调换下座位吗？

B：怎么了？

A：我感觉有点不舒服，也许坐在靠窗的位置会好些。

B：没问题。您需要我帮您叫乘务员过来吗？您脸色看上去有些苍白。

A：不用了，我一会应该就会好的。

B：如果您有什么需要我帮忙的，尽管告诉我。

A：真感谢你，你真是太好了。





布朗先生按照要求系好了安全带，但是他对飞机上的一些其他设施不是太了解，于是他主动向乘务人员求助。

A：Have you fastened your seat belt?

B：Yes, madam. But excuse me, is there a light somewhere besides the central light? I'd like to do some reading on the plane.

A：Yes, sir. The light is just above your head. Press this button and the light will be on.

B：Thank you. Oh, my ears feel a little funny.

A：That's the air pressure. You'll get used to it in a little while.

B：When can I unfasten the seat belt?

A：As soon as the light above your head goes out, and you can walk around as well, then.

B：I heard passengers can enjoy movies on board. Is that right?

A：Yes, you're quite right. The movie will be on in a moment.

B：Thank you for your help.

A：您系好安全带了吗？

B：系好了，小姐。请问，除了中心控制的灯以外，还有别的灯吗？我想在飞机上阅读一些东西。

A：有，先生。灯就在您头的上方，按一下这个按钮灯就会亮起来。

B：谢谢。哦，我的耳朵有点奇怪的感觉。

A：这是空气压力所致，一会儿就会习惯的。

B：我什么时候能解开安全带呢？

A：等您头上的灯一灭，您就可以解开安全带了，而且那时就可以走动了。

B：听说旅客在飞机上可以看电影，是吗？

A：是的。您说得对。电影一会儿就开始了。

B：谢谢你的帮助。

6　个人通关

你将听到的

检查证件

Would you please show me your passport and papers?

没收物品

You are not supposed to bring fresh fruits. I'm going to confiscate them.

易碎物品

Are there anything breakable in it?

申报物品

Do you have anything to declare?

免税物品

You don't have to pay duty on personal belongings.

行李申报

Fill in this Declaration Form, please.

发现问题

During the preliminary check we found some trouble.

旅行目的

What is the purpose of your visit?

没有问题

Your passport seems to be in order.

手续完成

Here's your receipt. You're through with the customs formalities.

你也许会说

物品申报

Here is my customs declaration form.

海关检查

I am a transit passenger going to New York.

职场心经

出入境时应注意：

1．按海关人员安排排队依次通过海关柜台，以确保通关顺畅；过关后将身份证等证件收好。

2．有申报物的客人须填申报单，填妥后交与海关人员。

3．过关不可替陌生人带物品，以免违禁品等非法物品出入境给自己带来不必要的麻烦。

4．抵达目的后，按通道所示至海关，持本人护照，填好出入境卡及过境签证。

必备的词汇热身

●　examine
 [iɡˈzæmin]
 n.检查员

●　visa
 [ˈvi:zə]
 n.签证

●　accommodation
 [əˌkɔməˈdeiʃən]
 n.住处

●　application form
 申请书

●　routine check
 例行性检查

●　green pass
 绿色通道

●　beyond the limit
 超量

●　entrance registration
 入境登记

当个人通关的时候你会听到

Would you please show me your passport and papers?

请让我看看您的护照与证件好吗？

You are not supposed to bring fresh fruits. I'm going to confiscate them.

新鲜水果不准携带。我们将予以没收。

Are there anything breakable in it?

这里有易碎的东西吗？

Do you have anything to declare?

你有要申报的东西吗？

You don't have to pay duty on personal belongings.

个人物品不必缴税。

Fill in this Declaration Form, please.

请填好这份海关行李申报单。

During the preliminary check we found some trouble.

经过初步的检查，我们发现了一些问题。

What is the purpose of your visit?

你旅行的目的是什么？

Your passport seems to be in order.

你的护照看来没问题。

Here's your receipt. You're through with the customs formalities.

这是你的收据，你已办完海关手续了。

当个人通关的时候你会说

1．I am a transit passenger going to New York.

我是去纽约的过境旅客。

2．Any other formalities?

还有别的手续吗？

3．Here is my customs declaration form.

这是我的申报单。

4．Must I pay duty on this?

这件物品我必须付税吗？

5．I have nothing to declare. These are all my personal belongings.

我没有什么要申报的，这些都是我的私人物品。

6．It's not for sale.

那不是要卖的。

7．I don't have any foreign currency.

我没有带外币。

8．They are all presents for my friends.

这些都是送朋友的礼物。

拓展学习看这里

检查行李

A：What's in the bag?

这包里是什么？

B：It's open. You can check it now.

打开了，你检查一下吧。

Would you mind opening your bag?

请你把包打开好吗？

Have you any contraband in your luggage?

你的行李里有违禁物品吗？

Would you show me what is in that suitcase?

请把手提箱里的东西拿出来给我看看好吗？

海关手续

A：What can I do for you, sir?

先生，有什么可以帮您的？

B：Where should I go through the customs?

我该在哪里办理海关手续？

What procedures should I take?

我应该办些什么手续？

Do I need to fill in the forms?

我要填这些表吗？

这个场景之下你能应付吗？

A：Good afternoon. Welcome to America. May I see your passport, customs and health declaration form?

B：Yes, here you are.

A：Thank you. What's your occupation, Mr. Zheng?

B：I'm the general manager of the Future Company.

A：Are you on a business trip?

B：Yes, I was invited by Century Import & Export Corporation of America for business talks.

A：I see. Do you have anything to declare?

B：Yes, I have some foreign currency to declare.

A：Would you please fill out this currency declaration form? It's a record of the foreign currency you have brought in.

B：All right.

A：下午好，欢迎来美国，我可以看一下你的护照，报关及健康表格吗？

B：可以，给您。

A：谢谢，郑先生，您的职业是什么？

B：我是未来公司的总经理。

A：您是因公到此吗？

B：是的，我应美国世纪进出口公司邀请来进行商业会谈的。

A：我明白了，您有报关的东西吗？

B：是的，我有些外汇要报关。

A：请填上这张货币报关表好吗？这将作为您带来的外汇的记录。

B：好的。




on a business trip表示因公出差，类似的表达有on a business visit。




格林女士十分配合海关人员的检查，所以她很快就办好了通关协议。

A：Do you have anything to declare?

B：Just a few gifts and personal belongings.

A：Open that bag, please.

B：My handbag?

A：Yes. What's in the box, madam?

B：My necklace.

A：Would you please put the bags on the equipment?

B：This bag ? You see my laptop is in this bag, won't it hurt it?

A：No, it won't. Make sure that you're not wearing any metal.

B：Shall I take off my watch?

A：Yes, you'll have to, I'm afraid.

B：OK. You are through.

A：Thank you very much.

A：你有什么东西要申报吗？

B：只是一些礼物和个人物品。

A：请打开那个包。

B：我的手提包吗？

A：是的。盒子里装的是什么，女士？

B：我的项链。

A：请把所有的包放在仪器上，好吗？

B：这个包也要放在上面吗？你瞧，我的手提电脑在包里，这个会有影响吧？

A：不，不会的。注意，身上不要携带任何金属制品。

B：我的手表要取下来吗？

A：是的，恐怕你得取下来。

B：好了，你可以通过了。

A：非常感谢。

7　客房服务

你将听到的

介绍情况

All of our rooms have phones.

拨打电话

You can make a long distance call from your room.

洗衣服务

If you have anything for the laundry, just leave it in the laundry bag in your room.

打扫房间

I'll come and clean your room immediately.

预订时间

What time would you like me to come back?

完成工作

I promise to finish the job in half an hour.

宾馆规定

We have to get the rooms ready for sale by the Front Office.

请求允许

Excuse me, madam. I am the room attendant. May I come in and clean your room now?

尽力相助

Just tell me what you need, and we can do our best to help you.

移动物品

May I move the things on your desk so that I can dust it?

检查情况

May I come in and check the housekeeper's work?

你也许会说

约定时间

Excuse me, could you come back in one hour?

嘱咐对方

I'd prefer you not to move my things.

了解情况

How soon can we have our clothes back?

职场心经

住店期间，对于自己的一切需求都可以直接找工作人员帮忙。一般要求酒店提供服务时，应先提供房号，姓名等信息，然后与对方约定服务项目和服务时间。如问题确是需要耗时较多的工程问题，如下水管堵塞、卫生间渗水等，可提议更换房间。

如果因为行程变化需要延房，可请服务人员查询客房可售状况表。电脑显示不可延房时，可要求推荐其他类型的房间。电脑显示可以延房，可要求对方安排行李员带自己去新的房间。

必备的词汇热身

●　careful
 [ˈkεəful]
 adj.小心的

●　mood
 [mu:d]
 n.心情

●　remind
 [riˈmaind]
 v.提醒

●　in a mess
 一片混乱

●　tidy up
 整理，打扫

●　vacuum cleaner
 真空吸尘器

●　turn-down service
 做夜床

当需要客房服务的时候你会听到

All of our rooms have phones.

所有的房间都有电话。

You can make a long distance call from your room.

你可以直接从您房间打长途电话。

If you have anything for the laundry, just leave it in the laundry bag in your room.

如果您有衣服要洗，只要把它放在洗衣袋里就行了。

I'll come and clean your room immediately.

我马上来打扫您的房间。

What time would you like me to come back?

您希望我什么时候再来？

I promise to finish the job in half an hour.

我保证在半小时内将整理工作做完。

We have to get the rooms ready for sale by the Front Office.

我们必须把房间整理好，供总台销售。

Excuse me, madam. I am the room attendant. May I come in and clean your room now?

打扰了，女士。我是房间服务员。现在可以进来帮您打扫房间吗？

Just tell me what you need, and we can do our best to help you.

请告诉我您有何需求，凡能做到的我们都愿效劳。

May I move the things on your desk so that I can dust it?

为了清洁书桌，我可以移动您桌子上的物品吗？

May I come in and check the housekeeper's work?

我能进房检查一下服务员清理房间的情况吗？

Here is your tip
 .

这是给你的小费。


在英美等国家的服务性行业中，一般都有付小费的习惯。这种习俗起源于18世纪的英国，据说当时的一些酒店和理发店通常在其桌上放着一个小盒子，上面写着To insure prompt service（保证立刻服务）。顾客若放进少许零钱，便可得到迅速而周到的服务。后来人们将to insure prompt service的第一个字母抽出来放在一起，便拼凑了一个新词，这就是我们大家熟悉的tips—“小费”。tip这个词既可以用作名词（可数），也可以用作动词，先请看几个实例：



I gave the doorman a tip.


我给了门房小费。


Shall I leave a tip for the waiter?


我要不要给服务员小费？


Taxi drivers expect a tip.


出租车司机都希望得到小费。


付小费是英美等西方国家服务性行业中很普遍的现象，也是正常现象。服务人员所得的小费不仅是他们的正当合法的收入，而且也是他们的重要收入来源，比如出租汽车司机就差不多有三分之一的收入来源于小费。据说美国服务行业中每年的小费收入总额高达50亿美元之巨，这也从一个侧面告诉我们小费在英美国家服务行业中的普遍性和重要性。


当需要客房服务的时候你会说

1．Excuse me, could you come back in one hour?

不好意思，请一小时后再过来可以吗？

2．Can you make up my room early?

你能早一点收拾我的房间吗？

3．Could you give me a wake-up call at seven tomorrow morning?

你明天早晨七点叫醒我好吗？

4．I'd prefer you not to move my things.

我想你最好别动我的东西。

5．Please send these to the laundry.

请把他们送到洗衣房去。

6．Just leave the things as they are, please.

就让他们放在那儿吧。

7．How soon can we have our clothes back?

我多久能取回我的衣服？

8．When shall we get our clothes back?

我们什么时候可以取回衣服？

9．Could you call a taxi for me?

请帮我叫一辆出租车。

拓展学习看这里

打开房门

A：Could I possibly have the key to this room?

能给我房间钥匙吗？

B：Sure. Here you are.

当然可以，给。

May I have the key to this room?

能把房间钥匙给我吗？

Would it possible for me to have the key to this room?

您能把房间钥匙给我吗？

Is it all right if I have the key to this room?

我可以用一下您的房间钥匙吗？

就餐服务

A：Do you provide meals?

你们提供三餐吗？

B：Yes, you just need to give us a call, and we will deliver it to your room.

是的，您只要给我们打一个电话，我们就会送到您的房间去。

Can I have breakfast in my room?

我可以在房间里吃早饭吗？

Do you bring food to the room?

你们想把食物送到房间吗？

整理房间

A：May I make the beds now?

请问现在可以为您铺床吗？

B：Could you wait another 30 minutes, please?

请再等30分钟好吗？

May I vacuum the room now?

我可以吸尘吗？

May I tidy up your desk?

我帮您整理一下书桌好吗？

联系前台

A：Just tell the service counter, and they'll see to it.

只要你告诉服务台就行，他们会处理的。

B：I see. Thank you.

我知道了，谢谢。

You can call the front desk when you want your room done.

当您需要清理房间时，可以给前台打电话。

If you need a taxi you can ask the reception desk to get one for you.

如果您要出租车，您可以请服务台帮忙。

这个场景之下你能应付吗？

林夫人有衣服要送洗，在比较了酒店的洗衣项目之后，她决定选择快洗服务，以便当天取回所有的衣服。

A：What can I do for you?

B：Could you send someone up for my laundry, please? Room 318, Mrs. Lin.

A：Certainly. A valet will be up in a few minutes.

B：Good. I also have a silk dress which I don't think is color-fast. Will the color run in the wash?

A：We'll dry-clean the dress. Then the color won't run.

B：Are you sure? Good! And the lining of my husband's jacket has come unstitched. It might tear over further while washing.

A：Don't worry, madam. We'll stitch it before washing.

B：That's fine. Now, when can I have my laundry back?

A：Usually it takes about two days to have laundry done. But you could ask for express service.

B：What is the difference in price?

A：We charge 50％ more for express, but it only takes 5 hours.

B：If so, could I get the dress and skirt back this evening?

A：Yes, madam. All deliveries will be made before six o' clock.

B：I'll have express then.

A：有什么可以效劳的吗？

B：请问，你们能派人来收要洗的衣服吗？318号房间，林夫人。

A：当然可以！洗熨工马上就到。

B：好的！我有一件丝质的裙子，不希望它褪色。洗衣时会掉色吗？

A：我们会干洗这条裙子，不会掉色。

B：你能保证吗？太好了！还有就是我先生的夹克衬里开线了，洗衣时可能会变大。

A：不用担心，女士！我们将会在洗衣前把衬里缝好。

B：很好！那我何时能取回洗的衣服呢？

A：通常两天就能为您洗好。不过，您可以要快洗。

B：价钱上有什么不同吗？

A：快洗加收50％，只要5个小时。

B：如果那样，我可以在今晚取回我的衣服和裙子吗？

A：可以，女士！所有的衣服将会在6点前洗完。

B：那我要快洗。





陈佳因为有一个新的谈判而不得不延长自己在酒店的住宿时间，工作人员查询后为她提供了满意的选择。

A：Good morning. Can I help you?

B：Good morning. This is Chen Jia. My room is number 627.I have a new business negotiation to deal with, so I have to stay here for another three days. Would you please extend my stay in this hotel?

A：Let me see. Yes, you can extend your stay here. I am afraid you cannot stay in the same room for the following three days, as someone else has already made a reservation. We have two single rooms for—one is facing the lake, the other is overlooking the Centre Park. Which one do you prefer?

B：All right .I will choose the one overlooking the park.

A：OK, that is Room 366.It is a very good room.

B：OK, I will take it.

A：By the way, please leave your room before12 o'clock tomorrow and move into Room 366.Our staff will help you with your luggage.

B：That's fine. Thank you very much.

A：Not at all.

A：早上好。有什么能为您服务的？

B：早上好。我是陈佳。我的房间号是627。我在这里还有一个新的谈判要进行，所以我得在这儿多待3天。你能帮我延长住宿吗？

A：让我看看。是的，您可以延期。但是，恐怕您这三天不能再待在原来的房间了，因为这个房间别人已经预订了。还有两个房间供您选择，一个是临湖的，另一间可以俯瞰中心公园，您看您喜欢哪一间？

B：那好吧，就选那个俯瞰公园的吧。

A：好，房间号是366，这个房间很不错。

B：好，那就这间吧。

A：顺便说一下，请您于明天中午十二点之前搬离原来的房间，搬到366号房间，我们的员工会帮您把行李运过去。

B：好，谢谢你。

A：不客气。

8　结账退房

你将听到的

前台结账

Would you please go to the Cashier Desk to pay your bill?

运送行李

The bellboy will take your luggage to the bus.

核对账单

Would you like to check and see if there's any mistake?

刷卡结账

May I have a print of your card?

付款方式

What's your way of payment, please?

解释费用

That's for the lunch you ordered from your room.

退回押金

Here's your key deposit, your change and receipt.

你也许会说

退房时间

What's the check-out time?

要求结账

Will you close my account?

行李安排

May I leave our baggage here until this evening？

职场心经

为了在出发时能顺利离开饭店，踏上归程，应做到：

1．准备离店之前应要事先通知前台准备好账单，以便节省结账时间。

2．结清有关账目：如洗衣费、长途电话费等；如果损坏了客房设备，应与饭店商量，妥善处理赔偿事宜。

3．请行李员把行李送到前台。待酒店服务员检查好房间后，查清有没有因疏忽而丢下东西，以确保财物的万无一失。

必备的词汇热身

●　approximate
 [əˈprɔksimit]
 adj.近似的，大约的

●　signature
 [ˈsiɡnətʃə]
 n.签字，签名

●　cashier
 [kæˈʃiə]
 出纳员

●　draw up
 准备；算出

●　pick up the tab
 付账

●　credit limit
 信用卡限额

●　check out
 付账离开

当结账退房的时候你会听到

Would you please go to the Cashier Desk to pay your bill?

请您去柜台付账，好吗？

The bellboy will take your luggage to the bus.

行李员会把您的行李送到车上。

Would you like to check and see if there's any mistake?

请您核对一下，看是否有误？

May I have a print of your card?

请把卡给我。

What's your way of payment, please?

您想怎么付账？

That's for the lunch you ordered from your room.

这是您在房间点的午餐的费用。

Here's your key deposit, your change and receipt.

这是您的钥匙押金、找零和收据。

当结账退房的时候你会说

1．What's the check-out time?

什么时间退房？

2．Will you close my account?

请给我结账好吗？

3．Get me the bill, please.

请把账单给我。

4．Can I check out here?

我可以在这儿结账吗？

5．Can I pay my bill here, please?

请问我可以在这儿付账吗？

6．I'm checking out this afternoon. What time must I vacate the room?

我下午结账。我必须什么时候腾出房间？

7．May I leave our baggage here until this evening？

我可以把我们的行李留到今天晚上吗？

8．We are checking out. Can you send a bellboy up to take our suitcases down?

我们要退房了，请派行李员来把我们的手提箱拿下去好吗？

拓展学习看这里

退房手续

A：I'd like to check out now.

我想现在退房。

B：May I have your room number, please?

能告诉我您的房间号吗？

We are leaving early tomorrow morning, so I'd like to settle our bills now.

我们明天一早就走，所以我想现在结账。

We are going to check out this afternoon.

我们今天下午准备办理离店手续。

I'd like to settle my bill now, I'm leaving around ten.

我想现在结账，我准备10点左右离开。


settle the bill表示“结账”的意思，相当于pay the bill。


收费项目

A：Can you tell me what this is amount for?

你能告诉我这是什么费用吗？

B：That's for things consumed from the fridge.

这是冰箱里物品的消费款。

This is the room charges.

这是房费。

This figure accounts for the laundry service.

这笔钱是洗衣服务的收费。

A：How do you want to pay for it?

您想怎么支付？

B：I want to use these traveler's checks.

我要用这些旅行支票。

Do you accept traveler's checks？

你们收旅行支票吗？

Can I pay it in traveler's checks？

我可以用旅行支票支付吗？

I'd like to pay it in cash.

我要用现金付账。

这个场景之下你能应付吗？

刘强几小时之后要去洛杉矶，所以他来到前台快速地把账单支付了，并将钥匙还给了前台的接待人员。

A：Good morning, sir. May I help you?

B：I'm Liu Qiang, Room 668.I'd like to pay my bill right away since I'm leaving for Los Angeles in a few minutes' time.

A：Yes, sir. I'll calculate your bill immediately… This is your bill, 750 dollars. How would you like to make the payment?

B：I'd like to pay by credit card instead of in cash, will that be all right?

A：Credit cards are welcome, sir. What card are you going to use?

B：My Visa card. Here you are.

A：Thank you. Will you sign on the bill?

B：Sure, There you are.

A：Thank you. And here is your receipt. By the way, is your baggage packed in your room ready?

B：Yes, everything is ready.

A：I'll call the bellman to take your baggage down. May I have the key to your room back?

B：OK. Here you are.

A：早上好，先生，能为您效劳吗？

B：我是刘强，住668号房间，我想现在结账，因为过几小时我就要起程去洛杉矶。

A：好的，先生，我马上给您算账……这是您的账单，750元，您准备怎么付款？

B：我想用信用卡代替现金付款，行吗？

A：欢迎用信用卡，先生。您要用什么信用卡？

B：我用维萨卡，给。

A：谢谢。请您在账单上签名，好吗？

B：好的，签好了。

A：谢谢。给您收据，顺便问一下，您房间的行李收拾好了吗？

B：是的，一切都准备好了。

A：我会叫服务生把您的行李拿下来，请您把房间的钥匙交回来好吗？

B：好的，给您。

金先生第二天要离开此地前往北京，所以他提前通知前台第二天一早准备好账单，并对宾馆的服务给予了充分的肯定。

A：Is there anything I can do for you, Mr. King?

B：I'm leaving for Beijing tomorrow morning. When do I have to settle my bill?

A：You can do it just before you leave here tomorrow morning.

B：That will do. Where shall I go to pay the money?

A：At the Cashier's Counter of our hotel, right in the lobby downstairs.

B：Would you please get the bill ready before nine tomorrow morning?

A：All right. Is your companion leaving for Beijing with you?

B：No, he will stay here for two more days. Please keep the room for him.

A：Shall I make out a single bill or two separate bills?

B：Two separate bills, please.

A：OK. I'll surely have the bill ready for you then.

B：That's great!

A：By the way, do you have any comment to make on our hotel?

B：I have had a good stay here. Your service is wonderful. I'm very satisfied with it.

A：Thank you for your compliments. You're welcome to our hotel again.

B：OK, I will.

A：金先生，能为您效劳吗？

B：我明天早晨要离开去北京，我得什么时候结账？

A：明天早上走之前就行。

B：行。我得去哪儿付钱呢？

A：在我们宾馆收款处，就在楼下的大堂里。

B：请你在明天早上9点前把账单准备好行吗？

A：行。您的同伴和您一起去北京吗？

B：不，他将在这里多住两天，房间不退。

A：我是合开一张账单还是分开开两张账单？

B：分开的两张账单。

A：行，我一定会把账单准备好，以便您结账。

B：太好了。

A：顺便问一句，您对我们宾馆有何意见？

B：我在这里住得很愉快，你们的服务好极了，我对此很满意。

A：谢谢您的夸奖，欢迎您再度光临我们宾馆。

B：好的，我会的。

9　当地购物

你将听到的

逛大商场

This is one of the biggest department stores in our city.

推荐商品

I could recommend something for you.我可以为您推荐商品。

挑选样式

What style do you prefer?你喜欢什么款式？

商品价格

The price depends on the quality.商品的价格取决于它的质量。

商品样式

This looks good on you.这件您穿起来很好看。

特色产品

We have boxes of green tea in different quantity.我们有大小不一的盒装绿茶。

你也许会说

特色商品

I want to buy some souvenirs.

商谈价格

The vase costs less than tea-set, right?

商品质量

It's difficult to find such an intricate art piece.

职场心经

陪同客户购物时，应尽量多询问对方的意见，并适时给出相关的建议。在到达购物场所时，详细介绍该购物场所，让客户对此有个大体上的了解。

客户选购商品时，应耐心给予意见，如果是当地土特产，应作详细介绍，但不要过分推荐，以尊重客户本身意愿为前提。同时，还要了解汇率等相关情况，以便帮助客户准确核算价格。

必备的词汇热身

●　formality
 [fɔ:ˈmæliti]
 n.正式手续

●　garment
 [ˈɡɑ:mənt]
 n.衣服，服装

●　workmanship
 [ˈwə:kmənʃip]
 n.手艺，工艺

●　specific
 [spiˈsifik]
 adj.特殊的，特定的

●　requirement
 [riˈkwaiəmənt]
 n.要求；必要条件；必需品

●　selective
 [siˈlektiv]
 adj.选择性的

●　fragile
 [ˈfrædʒail]
 adj.脆的；易碎的

当购物的时候你会听到

This is one of the biggest department stores in our city.

这是本市最大的百货商店之一。

I could recommend something for you.

我可以为您推荐商品。

What style do you prefer?

你喜欢什么款式？

The price depends on the quality.

商品的价格取决于它的质量。

This looks good on you.

这件您穿起来很好看。

We have boxes of green tea
 in different quantity.

我们有大小不一的盒装绿茶。


green tea是指“绿茶”，而红茶可不是red tea，正确的说法应该是black tea。


当购物的时候你会说

1．I want to buy some souvenirs.

我想买一些纪念品。

2．I want to buy some jasmine tea of high quality to bring back home.

我要买点高级的茉莉花茶带回家。

3．What's the minimum price you'd charge for that sort of porcelain vase?

那个瓷瓶最低价你开多少？

4．It's difficult to find such an intricate art piece.

很难找到一个像这样精致的艺术品。

5．I want to buy something special for my friends.

我想帮朋友买一点特别的东西。

6．Does this come with a guarantee of quality?

这个有质量保证书吗？

7．Is it made of pure silk?

它是真丝做的吗？

8．It's genuine, I bet.

我敢断定，它是真品。

9．Where do these flower vases come from?

这些花瓶是哪里生产的？

10．The vase costs less than tea-set, right?

花瓶比茶具便宜，对吗？

11．I'd like something local handicrafts, but not very expensive.

我想要些本地工艺品，价钱不要太贵。

12．I want something light and easy to carry.

我想买一些轻便、容易拿的东西。

13．What a world of jade carvings here!

这儿玉雕可真多啊！

14．May I see that ivory horse?

我可以看看那个象牙做的马吗？

15．Can I see that small rug hanging by the window?

我可以看看挂在窗边的那条小地毯吗？

拓展学习看这里

特色产品

A：It's perfect Chinese traditional design.

这是地道的中国式样。

B：They are really very special.

它们确实很特别。

It's traditional product of China.

这是中国的传统产品。

These wood carvings are unique to China.

这些木雕是中国才有的。

These are real typical Chinese souvenirs.

这些都是真正具有典型中国特色的纪念品。

选定商品

A：It has a history of more than 2,000 years.

它的历史有两千多年之久。

B：OK. I will choose it.

好的，我就选它了。

The real jade will resist any scratching with metal.

真玉不怕金属刮擦。

It is well received all over the world.

它在世界各地很受欢迎。

这个场景之下你能应付吗？

章宁出差到此地好几天了，需要购买一些日用品，于是热情的布莱尔小姐主动承担起了这项任务。

A：Good morning, Miss Blair.

B：Good morning, Zhang Ning. How are you getting on these days?

A：Just fine. Everyone is so warm and friendly.

B：Is there anything I can do for you?

A：Oh, yes. I need to do some shopping, but I don't know the way around town. Could you accompany me to the department store sometime tomorrow?

B：I'd love to. How about tomorrow afternoon?

A：Great. Thank you so much.

A：早上好，布莱尔小姐。

B：早上好，章宁。这几天过得怎么样？

A：不错，大家对我非常热情友善。

B：有什么需要我帮你做的吗？

A：啊，是的。我想去买点儿东西，但我对城里的路不熟悉。明天你能抽出时间陪我去一次百货商店吗？

B：当然可以。明天下午怎么样？

A：太好了，非常感谢。

古小姐马上就要回国了，她想在临走之前买一些有特色的纪念品。卡尔小姐为她介绍个不错的去处。

A：Would you tell me where to get some real American souvenirs, Miss Carl?

B：Yes, there is a shop that sells good gifts near the museum, and the Friendship Store is there, too.

A：Which bus shall I take there?

B：You can take No.329 there.

A：Is it far?

B：No, it's not far. Well, if you like, I can accompany you there today.

A：That would be wonderful. When shall we go there?

B：Whenever you like will be OK.

A：Let's go there right now, OK?

B：No problem. Wait a moment, please.

A：卡尔小姐，可以告诉我去哪里能买到真正的有美国特色的纪念品吗？

B：博物馆附近有个很棒的礼品店，友谊商店也在那儿。

A：坐哪路公共汽车去那里？

B：坐329路能到那。

A：远吗？

B：不远，如果你愿意，今天我可以陪你去。

A：那太好了。我们什么时候去？

B：你什么时候想去都行。

A：我们现在就去怎么样？

B：没问题。请稍等一会儿。

10　旅游观光

你将听到的

游览提议

If you haven't made any plans for tomorrow, shall we show you around London?

参观名胜

If you'd like, I can show you some of the sights.

旅游资源

There're many places worth visiting in Paris.

推荐景点

I think the following places of interest are worth visiting.

出发时间

We could set off tomorrow morning if you like.

充当导游

Let me be your guide.

日程安排

Sightseeing is our agenda today.

旅游时节

This is the right place to come in this time of the year.

著名景观

People from all parts of the world come to admire it.

历史古迹

There are many well-known historic sites around here.

世界奇观

It is one of the eight great wonders of the world.

你也许会说

接受邀请

Sounds great.

享受美景

Would you please tell me something about the history of it?

稍作休息

Shall we take a rest for a while now?

职场心经

安排旅游时首先要了解来宾的爱好，然后根据他们的不同爱好安排不同的旅游景点。

此外，要安排好合适的导游人选。游览之前，可以向来宾简要介绍游览地点，使他们对景点有个大致的了解。在游览过程中，来宾也会提出各种各样的问题，因此接待人员要提前搜集好有关景点的详细介绍，这样给来宾讲解时才能重点突出，引人入胜。

在游览过程中，或许会有一些意料之外的事情发生，这时候就需要随机应变，比如，要准备雨具以防突然下雨，要临时组织一些小型活动以度过较长时间的等候，要预备一些应急药品以防有人突然患病，等等。

必备的词汇热身

●　worth
 [wə:θ]
 值得的

●　magnificent
 [mæɡˈnifisənt]
 adj.壮观的

●　impressive
 [imˈpresiv]
 adj.有印象的

●　scenic spot and historic site
 名胜古迹

●　peak season for tourism
 旅游高峰季节

●　sightseeing route
 旅游路线

当旅游观光的时候你会听到

If you haven't made any plans for tomorrow, shall we show you around London?

您明天如果没有什么计划，我们一起在伦敦逛逛怎么样？

If you'd like, I can show you some of the sights.

如果您愿意的话，我可以带您游览一些名胜。

There're many places worth visiting in Paris.

巴黎有许多地方值得参观。

I think the following places of interest are worth visiting.

我想下面这些名胜景点值得看看。

We could set off tomorrow morning if you like.

如果您乐意我们明天早上出发。

Let me be your guide.

让我当你的导游。

Sightseeing is our agenda today.

我们今天的日程安排是游览。

This is the right place to come in this time of the year.

每年这个季节很适合来这儿游玩。

People from all parts of the world come to admire it.

世界各地的人到这儿来为的是观赏它。

There are many well-known historic sites around here.

这儿附近有许多有名的历史古迹。

It is one of the eight great wonders of the world.

它是世界八大奇迹之一。

当旅游观光的时候你会说

1．Sounds great.

听起来太好了。

2．I can't wait to go there now.

我现在就迫不及待地想去。

3．Would you please tell me something about the history of it?

您能给我讲讲它的历史吗？

4．I've always wanted to go.

我早就想去了。

5．I've been looking forward to visiting it.

我一直希望游览这个地方。

6．It's a man-made wonder.

那真是个人造奇迹。

7．Shall we take a rest for a while now?

我们现在休息一下好吗？

8．I'm wondering if you could take a photo of me here.

在这儿给我留个影好吗？

9．Please look to the right.

请看右边。

10．Come over and look at this magnificent view.

过来看看这壮观的景色。

11．I want to rest a while.

我想休息一会儿。

拓展学习看这里

推荐景点

A：It would be the ideal place for you.

那儿对您来说会是个理想的地方。

B：OK. Let's go there to have a tour tomorrow.

好的，我们明天就去那儿游玩。

You ought to visit the Great Wall first.

您首先该去参观长城。

You might be very interested in the museum.

您可能会对博物馆很感兴趣的。

征求意见

A：Is there any place in particular you'd like to go?

您有什么特别的地方想去看看吗？

B：Yes, I want to visit the Eiffel Tower.

有，我想去看看埃菲尔铁塔。

Are you looking for anything special?

您有没有什么特别想看的东西？

Tell me where else you'd like to visit?

告诉我您还想参观哪里？

这个场景之下你能应付吗？

任浩带领外宾参观著名的颐和园，在介绍景观的同时不失时机地表现一下自己的幽默，让外宾十分开心。

A：Here we are. This is the Summer Palace.

B：The gate with two bronze lions by each side looks very grand. Would you take a photo for me here?

A：Ready! OK. Please look at the bronze animal. A peculiarity of this animal is that it has the head of a dragon, the antlers of a deer, the tail of a lion and the hooves of an ox.

B：So interesting. What is it called?

A：It's called Suanni. It was put at the gate because the feudal rulers believed that it could detect disloyal subjects, preventing them from entering.

B：Now we've entered.

A：It shows you are good friends of the Chinese people.

B：I'm very glad to hear that.

A：我们到了，这就是颐和园。

B：大门两旁有两个青铜狮子守着，看上去很雄伟。请在这儿为我照张相好吗？

A：准备！好了，请看这只青铜兽，它的特点是长着龙的头，鹿的角、狮子的尾巴和牛的蹄子。

B：真有趣。它叫什么名字？

A：它叫狻猊，把它放在大门口是因为封建统治者认为它能觉察出不忠诚的臣民，防止他们进入园内。

B：现在我们进来了。

A：这说明你是中国人民的好朋友。

B：听到这话我很高兴。




at the gate表示“在门口”。同样的意思还可以表达为at the door, at the entrance.




在完成了工作任务之后，怀特先生还有一些剩余时间。好客的韦德先生安排珍妮带怀特先生四处转转，怀特先生乐在其中。

A：Morning, Mr. White. Did you have a sound sleep last night?

B：Absolutely, thank you. We have come to an agreement, so I felt very relaxed and had a good sleep yesterday.

A：Our general manager asks me to give you kind regards and accompany you for a city tour today. Do you have any special requirements?

B：Oh, no. Thanks for his considerate arrangements. A short city tour will be all right.

A：OK. You are easy to please.

B：This is the second time I've been here. I came here three years ago to attend the exhibition and investigate the investment environment. Now great changes have taken place.

A：Yes, a lot of foreign clients have the same feeling. They are amazed at the quick development of our city in recent years.

B：I think your city will have a better prospect with its central location and rich human resources.

A：Exactly. I'm sure our cooperation will be a great success. Look, now we are on the longest bridge of the city. And the zoo is on the left.

B：It's said that there are many different kinds of rare animals in your country, right?

A：Yes. How about visiting the zoo now?

B：Good idea! It's really kind of you to keep me company.

A：It's my pleasure.

A：早上好！怀特先生，昨天睡得好吗？

B：很好，谢谢。我们的合作谈成了，我觉得现在轻松极了，所以睡得好。

A：先生，我们总经理让我转达对您的问候，他安排我今天陪您在市内参观。您有什么要求吗？

B：没有，谢谢他考虑得这么周到。我们随便看看就行。

A：好的，您可真随和。

B：这是我第二次来这儿了。3年前我来这儿参加展览会并考察投资环境。与3年前相比，这里变化很大。

A：是的，我们的一些国外客户也是这么认为的，他们对我们城市近几年的发展感到惊奇！

B：你们城市地理位置优越，人力资源丰富，应该是有很好的发展前景。

A：所以我认为我们两家的合作项目会成功。瞧，怀特先生，我们车行在全市最长的大桥上，左边是动物园。

B：听说你们国家有很多种稀有动物，是吗？

A：是的，我们现在去动物园参观一下怎么样？

B：好主意，你能陪我参观真是太好了。

A：这是我的荣幸！




sound sleep表示“酣睡”的意思。




11　告别返程

你将听到的

悉心慰问

How are you getting along these days?

表达遗憾

We're sorry that you couldn't stay longer.

确认票务

Have you had your ticket confirmed already?

送往机场

We'll pick you up and head straight to the airport.

相约再见

Remember to look me up if you're here.

转达问候

Remember me to your family.

多多保重

Look after yourself. Bye!

你也许会说

表达谢意

I appreciate everything you've done for us.

主动辞行

I'm sorry but I've got to go. I have to catch my train.

机场送行

I'll miss you.

职场心经

送客人到机场或车站前，应估计好路上所需的时间以及海关检查的时间，要避免因交通堵塞等因素而误了客人上机或上车。

临别时，应对客人告别和祝愿，祝愿客人旅途愉快。同时还可以向对方发出诚挚的邀请，邀请对方有机会来游玩。

必备的词汇热身

●　appreciation
 [əˌpri:ʃiˈeiʃən]
 n.评价

●　interest
 [ˈintrist]
 v.感兴趣

●　farewell
 [ˈfεəˈwel]
 n.再见

●　branch
 [bræntʃ]
 n.分支

●　executive
 [iɡˈzekjutiv]
 n.高中级管理人员

●　character
 [ˈkærəktə]
 n.特色

●　see off
 送行

当告别的时候你会听到

How are you getting along these days?

这些天来你过得好吗？

Remember me to your family.

代问你全家好。

We're sorry that you couldn't stay longer.

你不能多留几天，真遗憾。

Have you had your ticket confirmed already?

你的票已经确认了吗？

We'll pick you up and head straight to the airport.

我们来接你，然后直接开往机场。

Remember to look me up if you're here.

如果您来此地，别忘了来看看我。

Look after yourself. Bye!

你自己多保重。再见！

当告别的时候你会说

1．I appreciate everything you've done for us.

我很感激你为我们所做的一切。

2．I'm sorry but I've got to go. I have to catch my train
 .

对不起我得走了，我要去赶火车。


catch the train是“赶火车”的意思，没赶上火车则是miss the train。


3．I'll miss you.

我会想念你们的。

4．I really don't know how to express my gratitude.

我真的不知道如何感谢才好。

5．I'm calling to say good-bye.

我打电话来是向你辞行的。

6．It's time to board the plane.

该登机了。

7．We must arrive at the airport an hour before departure time.

我们必须在起飞前一小时到达机场。

拓展学习看这里

衷心感谢

A：I really appreciate all of your hospitality.

我真的很感激你的盛情招待。

B：It's my pleasure.

这是我的荣幸。

It was the least I could do.

这实在微不足道。

I'm glad to have been of some service to you.

我很高兴能为您做点儿什么。

依依不舍

A：I must be going now.

现在我得走了。

B：Don't forget to give me a ring!

不要忘了给我来电话！

Remember to drop me a line!

不要忘了给我写信！

Please give my best regards to your wife.

请代我向您夫人问好。

这个场景之下你能应付吗？

倪先生结束了自己的旅程，即将踏上归途。他向为自己提供帮助的伙伴道别，并约定了第二天出发的时间。

A：How time flies! Mr. Paul. Here I am saying goodbye to you and all the friends present.

B：We'll be sorry to see you leave. Is there anything I can do for you before you departure?

A：No, thank you. You have been very considerate and helpful.

B：Don't mention it. It's a pleasure to help you, Mr. Ni. Here is your ticket. The plane will take off at 9:00.We'll have to set out from the hotel at 7:00 so as to go through customs and other things before the plane takes off. I'll drive a car to pick you up at 7:00 tomorrow morning. Is that all right?

A：That's perfectly all right. I'll be ready.

B：Well, it's getting late. I think you'd better have a good rest tonight. You'll be having a tiring journey tomorrow.

A：时间过得真快啊，保罗先生，我是来向您和在场的诸位朋友告别的。

B：你要走了，我们很遗憾。启程之前还要我帮忙做什么吗？

A：没有了，谢谢。你们诸位考虑得很周道，帮了我很大的忙。

B：别那么说了，倪先生，能够帮助你我们感到很高兴。这是您的机票，飞机在九点起飞，我们必须在早晨七点从宾馆出发，以便在起飞前能办理海关和其他的手续。我明天早上七点钟开车来接你，好吗？

A：好极了，我会准备好的。

B：好吧，时间不早了，我想你该休息了，明天的旅程会很累人的。





彼得到机场为马先生送行，双方对合作进行了肯定，并期待不久的将来能有机会再次见面。

A：Thank you very much for coming to the airport to see us off.

B：My pleasure.

A：I'd like to say it has been a very pleasant and productive trip for me. Your company has left me a very good impression.

B：I'm glad to hear that. I really hope we'll have more business to do and more opportunities to meet each other.

A：It's very kind of you to say so. I'm looking forward to seeing you again.

B：It's time for you to check in. Have a safe and pleasant journey home.

A：Thank you very much. Bye-bye.

A：谢谢你来机场为我们送行。

B：不用谢。

A：这次旅行令人愉快，卓有成效。贵公司给我的印象很好。

B：很高兴你这么说。希望我们双方有更多的业务合作，我们也有更多的机会见面。

A：谢谢你这么说。我期待着与你重逢。

B：你该办理登机手续了。祝你旅途平安，愉快。

A：谢谢。再见。




see sb.off表示“给某人送行”，“向某人告别”则可以用say goodbye to somebody来表示。





Chapter2　运筹帷幄，内部商议

■一、开始会议

■二、群策群力好办事

■三、拓展业务





一　开始会议

1　我办事，你放心

你将听到的

必要准备

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

尽快准备

Please get all things ready and report to me as soon as possible.

分配任务

Please make the necessary preparations for the meeting.

会议时长

The meeting will last for more than one hour.

与会人员

Please inform all the staff of the Import Department.

你也许会说

会议地点

Do you want to meet in your office or in a conference room?

会场布置

The seating arrangement is in order.

会议资料

I'll prepare all the necessary materials.

开始时间

The meeting will begin at eight o'clock in the morning.

职场心经

会前应做的准备

1．确定会议的目的。

2．准备议事日程。列出与会议目的有关的项目。依重要程度进行项目排序。把有关项目归并为一组，并限定每个项目的商议时间。

3．收集所有与会议所议项目有关的信息。

4．会前将会议议事日程和整理好的文件在与会人中间进行传阅。

必备的词汇热身

●　attendant
 [əˈtendənt]
 n.与会者

●　spacious
 [ˈspeiʃəs]
 adj.宽敞的

●　refreshment
 [riˈfreʃmənt]
 n.（中间休息时的）小点心

●　speaker
 [ˈspi:kə]
 n.扩音喇叭

●　microphone
 [ˈmaikrəfəun]
 n.扩音器，话筒

●　attend
 [əˈtend]
 v.出席

●　memo
 [ˈmeməu]
 n.备忘录

●　follow up
 紧接着

当安排会议的时候你会听到

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

请帮我做一些必要的准备。

Please get all things ready and report to me as soon as possible.

请把一切都准备好，尽快向我汇报。

Please make the
 necessary preparations for
 the meeting.

为会议做好必要的准备。


make the preparations for为……做准备


The meeting will last for more than one hour.

会议将进行一个多小时。

Please inform all the staff of the import Department.

请通知进口部的全体职工。

当安排会议的时候你会说

1．Do you want to meet in your office or in a conference room?

您想要在您的办公室还是在会议室开会？

2．We have the room scheduled for Monday.

我们预计星期一使用会议厅。

3．I'd like to reserve a meeting room for our company.

我想为我们公司预定一间会议室。

4．The seating arrangement is in order.

座位安排已就绪。

5．The name-cards have been laid on the conference table.

姓名卡片已经放在了会议桌上。

6．The refreshments will be served during the interval for rest.

休息时间会供应点心。

7．I'll prepare all the necessary materials.

我会准备所有的必须材料。

8．I'll prepare some invitation cards and recognition cards.

我会准备一些请柬和标识牌。

9．All the necessary documents and the information relevant to the meeting should be available.

所有有关会议的文件和资料都会准备妥当的。

10．I'll also prepare some necessary materials and data on the quality of our products.

我还会准备一些有关我们产品质量的必要材料和数据。

11．The meeting will begin at eight o'clock in the morning.


会议将从上午8点开始。


英语说begin from习惯吗？



将“会议将从上午8点开始”译成英语，是哪一句？



A. The meeting will begin at eight o'clock in the morning.



B. The meeting will begin form eight o'clock in the morning.



分析：此题应选A。很容易误选B，因为按汉语习惯，我们经常说“从……开始”，但英语却通常不说begin from，这主要是因为begin是终止性动词，而介词from表示“从……”，表示的是“段”的概念，所以在通常情况下，两者彼此不搭配。



暑假从7月1日开始。



正：The summer holiday begins on July 1.



误：The summer holiday begins from July 1.



我们今天从123页开始。



正：Let's begin at page 123 today.



误：Let's begin from page 123 today.



旅途从上海开始。



正：The journey began at Shanghai.



误：The journey began from Shanghai.



从以上实例可以看出，begin后到底用什么介词，不仅与句意有关，而且与其后的名词搭配有关。


拓展学习看这里

准备情况

A：Is everything ready for the meeting?

一切都准备好了。

B：Take it easy. Everything is in order now.

放心，一切都准备就绪了。

Have you made the necessary arrangement?

你做好必要的安排了吗？

How about the microphones and speakers?

麦克风和扬声器怎么样呢？

How about the documents and the information?

文件和资料怎么办？

询问意见

A：I need you to arrange a meeting this afternoon.

我要你安排今天下午开个会。

B：Who would you like to be in the meeting?

您希望谁来参加会议？

Who would you like to chair the meeting
 ?

您希望谁来参加会议？

Do you want all the supervisors come to attend it?

要确定所有的主管都来参加吗？


chair在此处为“主持”之意。例如：Megan will chair the meeting.梅根将担任该会议的主席。



I'd like you to chair the meeting.



我想请你主持会议。


会议细节

A：Where will the meeting be hold?

会议在哪儿开？

B：You can ask Jane about it.

你可以去问简。

When will the meeting begin?

会议几点开？

How long will the meeting last?

会议开多长时间？

这个场景之下你能应付吗？

公司要召开一次大型会议，会议的准备工作落到了南希的身上。海伦可不想让自己亲密的同事一个人忙活，于是她询问了南希会议的准备情况，并为南希提供了力所能及的帮助。她要与南希一同完成好这一艰巨的任务。

A：Is the room ready for the company meeting?

B：It's almost ready. What time will the employees be getting here?

A：The meeting starts at 3 p.m., so they should be getting here at 2:30 p.m..

B：OK, I'll get everything ready.

A：Is there anything else you need to do?

B：Yes, I need to set up
 the whiteboard and the projector.

A：Do you know how to hook
 the laptop up
 to the projector?

B：No. Can you show me how to do it?

A：Yes, look.

B：Thanks. I also need to get the tea and coffee ready for the break.

A：I'll get the receptionists to do that.

B：Can you remind the chef to prepare the buffet?

A：Yes. Do you need help with anything else?

B：No, I think everything is under control.

A：Good. Please ring me if you need help.

B：I will have everything prepared. Take it easy.

A：召开公司会议的房间准备好了吗？

B：基本上准备好了，员工们什么时候到？

A：会议下午3点钟开始，他们会在2点半到这。

B：好的，我会准备就绪的。

A：你还有其他的什么事没做吗？

B：是的，我需要安上白色书写板和放映机。

A：你知道如何把笔记本电脑和放映机连接上吗？

B：不知道，你能演示一下怎么做吗？

A：当然，看着。

B：谢谢，我还需要为间歇时间准备好茶和咖啡。

A：我让招待员去做。

B：你能提醒厨师准备自助餐吗？

A：可以。你还需要其他的帮助吗？

B：不需要了。我想一切都在掌控之中。

A：好，有需要帮助的给我打电话。

B：我会把一切都准备好的，放心吧。




set up表示“建立；架起”的意思。例如：We've set up many branches throughout the country.我们在全国建立好多分公司。



hook up指“将……接上电源；将……连接起来”。例如：I hope you can send a man to hook up my telephone soon.我希望你能快点派人来安装好我的电话机。




保罗在开会前打电话给吴佳确认会议的情况，吴佳就所有细节与保罗进行了核对，以确保做到万无一失。

A：Good morning. This is Wu Jia speaking.

B：Good morning. This is Paul King from Sales Department.

A：Hello, Paul. What's the matter?

B：I'm phoning about the marketing conference. I'd like to check some details before the meeting.

A：Sure, go ahead.

B：The conference will be held in the conference room Thursday afternoon, right?

A：Yes, that sounds right.

B：Now there's just one thing I'm not sure. Do we have to take the sales report with us?

A：Sure. Don't forget it.

B：OK, I won't forget it. Thank you for reminding me.

A：Not at all. The meeting is very important. We must make it all in one piece
 .

A：早上好，我是吴佳。

B：早上好，我是销售部的保罗·金。

A：你好，保罗。有事吗？

B：是的。我给您打电话是关于营销会议的事情。在开会之前我想核对一些细节。

A：好的，你说。

B：会议将在周四下午在会议室举行，对吗？

A：是的，正确。

B：现在只有一件事情我还不确定。我们是否要带上销售报告。

A：是的，你别给忘了。

B：好的，我不会忘记的，谢谢你的提醒。

A：不用客气。这个会议很重要，我们一定要做到万无一失。




all in one piece万无一失



piece指物品的“片儿”或“段儿”。“all in one piece”是一条常用的习语，字面意思是“都在一片上”，引申为“完好无损；万无一失”。例如：I thanked my lucky stars that it came bake to me all in one piece.（我真庆幸它完好无损地回来了。）




2　会议通知

你将听到的

发布消息

We'll have a standard meeting on Monday at 9:30 a.m..

强调时间

Please remember to notify everyone that the meeting will begin at 9:30 a.m..

通知到位

Were the members notified?

取消会议

Please notify them that meeting is cancelled.

你也许会说

执行任务

I'll go inform them immediately.

推迟会议

We'll postpone our meeting to next week.

确认信息

I'm calling to confirm that tomorrow's meeting is still on or not.

会议地点

The meeting will be held in the meeting room.

职场心经

会议通知应提前发出，以便与会人员有足够的时间做好准备。通知方式应适当，公司内部的会议一般采用便函的方式通知，也可使用邮件方式，最好不要用带口信的方式。

会议通知的内容应完整。一般来说，会议通知应说明会议内容、开会时间、开会地点和与会人员。会议通知一般应附上会议议程，若是较正式的定期会议，按照西方国家的习惯，会议通知应附上经过整理的上次会议的会议记录。

若安排对方在会上发言，应把发言的主题、时间等事项告诉对方。

若通知对方更改开会时间，应简要说明更改的原因。

必备的词汇热身

●　inform
 [inˈfɔ:m]
 v.通知

●　adjourn
 [əˈdʒə:n]
 v.休会

●　presentation
 [ˌprezənˈteiʃən]
 n.提出；口头报告

●　committee
 [kəˈmiti]
 n.委员会

●　announcement
 [əˈnaunsmənt]
 n.宣布

●　absent
 [ˈæbsənt]
 adj.缺席的

●　duplicate
 [ˈdju:plikət]
 n.副本

当通知开会的时候你会听到

We'll have a standard meeting on Monday at 9:30 a.m..

周一上午9点半我们会开例会。

Please remember to notify everyone that the meeting will begin at 9:30 a.m..

请记得通知到每一个人，会议上午9点半开始。

Were the members notified?

所有的委员你都通知到了吗？

Please notify them that meeting is cancelled.

请通知他们会议取消。

当通知开会的时候你会说

1．I'll go inform them immediately.

我会马上通知他们的。

2．The meeting planned for this afternoon has been put off till tomorrow morning.

原定今天下午召开的会议推迟到明天上午了。

3．We'll postpone our meeting to next week.

我们将会议推迟到下星期。

4．I have given the committee members informal notice of meeting.

我已经将此会议非正式地通知了每个委员。

5．I've already informed all the directors.

我已经通知了所有的主管。

6．I'm calling to confirm that tomorrow's meeting is still on or not.

我打电话来是想确定明天的会议是否还开。

7．The meeting will be held in the meeting room.

会议将在会议室里召开。

拓展学习看这里

通知到位

A：I'm calling to ask you to attend the managers' conference at 2:30 p.m..

我打电话来是通知您下午2点半去参加经理会议。

B：OK. Thank you for noticing me.

好的，谢谢你通知我。

There is a strategy meeting in the Product Development Department tomorrow.

明天产品开发部有个战略会议。

I come to remind you that a meeting scheduled at 9:30 a.m.

我来提醒您今天上午9点半有一个会议。

强调制度

A：I don't want you to be late for the meeting.

我不希望你们开会迟到。

B：OK. I will arrive at the meeting room on time.

好的，会按时到达会议室的。

Please come in five minutes early.

请提前5分钟到。

Nobody is expected to be late.

不允许迟到。

I notice
 some of you neglecting
 the meeting.

我已经注意到有一些人对会议心不在焉。


感官动词　+doing/to do



感官动词　see，watch，observe，notice，look at，hear，listen to，smell，taste，feel+do表示动作的完整性，真实性；+doing表示动作的连续性，进行性



例如：



I saw him work in the garden yesterday.



昨天我看见他在花园里干活了。（强调“我看见了”这个事实）



I saw him working in the garden yesterday.



（强调“我见他正干活”这个动作）



昨天我见他正在花园里干活。


这个场景之下你能应付吗？

卡尔先生想要让所有参加会议的人都清楚议事日程和重点议题，于是他找来苏珊，让她用布告栏通知大家。

A：Susan, we'll have our board meeting this afternoon. Can you write the agenda on the notice board?

B：What will you discuss at the meeting?

A：We'll talk about the financial report of the first half of the year.

B：What else will you talk about?

A：We'll also discuss the personnel plan for the second half of the year.

B：Are these the two main topics of today's meeting?

A：Yes. Please write them down on the notice board. I want everybody to see them.

B：OK.

A：苏珊，我们今天下午要开董事会，你能把会议的议事日程写在布告栏上吗？

B：这次会议你们要讨论些什么问题？

A：我们将讨论上半年的财务报告。

B：还有什么别的事要讨论吗？

A：我们还要讨论下半年的人事计划。

B：今天的会议上主要讨论这两个问题，是吗？

A：是的。请把这写在布告栏里，我想让每个人都看到。

B：好的。





珍妮需要将会议通知和会议议程送到各个部门，正忙得不可开交。这时候朱迪出现了，并主动向珍妮伸出了援手。

A：What are you busy doing, Jenny?

B：I'm drawing up a notice of the meeting and the agenda.

A：What meeting is it?

B：Actually it is a routine board meeting.

A：I see. Then what can I do for you?

B：I'll send the memorandum to all of the departments. Could you help me?

A：Sure. I'm glad to help you.

B：Please send a memorandum to the Operating Department first.

A：OK. I'll give it to Mr. Carl, right?

B：Yes. That's vey kind of you.

A：你在忙什么啊，珍妮？

B：我正在拟草会议通知和会议议程。

A：什么会啊？

B：实际上是一次例行董事会。

A：知道了。我能帮你吗？

B：我要在会前通知各个部门。你能帮我吗？

A：当然可以，很高兴能帮上忙。

B：请先通知营业部吧。

A：好的。我把这个交个卡尔先生，对吧？

B：是的，真是谢谢你啊。

3　积极讨论

你将听到的

提出议题

The first topic for discussion is about advertisement.

会议目的

I would like to confirm the purpose of this meeting.

背离主题

We are beginning to lose sight of the main point.

回归正题

I am afraid that is outside the scope of this meeting.

采纳观点

The capital expenditure program is now adopted.

你也许会说

提出建议

The analysis shows our company is competitive.

表明立场

If the price were inexpensive, I would agree with it.

补充讨论

May I have a supplement？

职场心经

会议讨论过程中，很忌讳粗暴地打断对方的谈话。当有必要插话或打断对方说话时，要特别注意方式方法。最好抓住对方谈话时的间隙，恰如其分地插话，并说明你的看法，这样有利于促进思想感情的交流。插话时要注意适度，切忌不负责地妄加评论。

必备的词汇热身

●　replacement
 [riˈpleismənt]
 n.代替人

●　patient
 [ˈpeiʃənt]
 adj.耐心的

●　moody
 [ˈmu:di]
 adj.忧郁的

●　pessimistic
 [ˌpesiˈmistik]
 adj.悲观的

●　participant
 [pɑ:ˈtisipənt]
 n.参加者

●　rundown of the meeting
 会议进程

●　consensus
 [kənˈsensəs]
 n.一致；舆论；共识

●　in misfortune
 不幸

●　full attendance
 全勤

当进行会议讨论的时候你会听到

The first topic for discussion is about advertisement.

第一个议题是广告。

I would like to confirm the purpose of this meeting.

我想再确认一下这次会议的目的。

We are beginning to lose sight of the main point.

我们开始有点儿离题了。

I am afraid that is outside the scope of this meeting.

我觉得这不是本次会议的议题。

The capital expenditure program is now adopted.

资本支出计划现在被采用。

当进行会议讨论的时候你会说

1．The analysis shows our company is competitive.

分析显示我们很有竞争力。

2．I think it is necessary for us to strengthen propaganda.

我想我们有必要加大宣传。

3．If the price were inexpensive, I would agree with it.

如果价格不贵，我没有意见。

4．This is not just my personal proposal. It is the consensus of my section.

这不光是我个人的提案，这是我们小组达成的共识。

5．This is my personal opinion, and doesn't represent other persons' opinion in my company.

这是我个人的意见，并非代表我们同事的想法。

6．I can assure the members of the Board that when this program is finished, our production capacity will be double.

我能向董事会成员保证，当此计划完成后，我们的生产能力将会翻一番。

7．This is just my personal idea. I can't guarantee that it will obtain support from the rest of my group.

这只是我个人的想法，我无法保证这会获得其他组员的支持。

8．It is not on the agenda, but we can discuss it later.

虽然不在议程上面，但我们可以过一会讨论这个问题。

9．May I have a supplement？

我可以补充一下吗？

10．Can you clarify what you said about the standard design options?

你能解释一下你刚才说到的标准设计选择吗？

拓展学习看这里

发表意见

A：Who would like to be the first?

谁第一个发言？

B：Let's listen to Mark's opinion.

我们听听马克的见解。

Mr. Du would like to speak now.

杜先生现在要发言了。

I am very interested in his view.

我对他的见解很感兴趣。

We would like to hear Mary's opinion in advance.

我们想先听听玛丽的意见。

We really need
 the honest opinions of everyone present. I look forward to hearing what each of you have to say.

我们真的需要在场各位提出坦率的意见。我期望听到你们每位想要发表的意见。


比较need和dare



这两词既可做实义动词用，又可做情态动词用。作为情态动词，两者都只能用于疑问句，否定句和条件句。need作实义动词时后面的不定式必须带to，而dare作实义动词用时，后面的to时常可以被省略。



实义动词：need（需要，要求）



need +n./to do sth.



情态动词：need，只用原形need后加do，否定形式为need not。Need you go yet?



Yes, I must./ No, I needn't.



need的被动含义：need, want, require, worth（形容词）后面接doing也可以表示被动：



need doing=need to be done


转换话题

A：I'd like to turn to the next topic.

我想转入下一个话题。

B：OK. The next topic is about budget.

下一个议题是预算。

Let's drop the subject.

让我们换个话题吧。

Let's have a look at the next point.

那么我们来看下一点。

Let's move on the next item on the agenda.

我们谈谈议程的下一个议题吧。

反对意见

A：I will oppose that project.

我反对这个计划。

B：Show your opinion to us, please.

把你的意见告诉我们吧。

May I speak a few words here?

我可以在这儿说几句吗？

Actually, I have a different opinion.

其实，我有不同看法。

I am afraid I have to disagree with you.

恐怕我不得不和您的意见相左了。

跑题离题

A：Keep to the point, please.

请别离题。

B：Sorry. Let us get back on track then.

对不起，接下来让我们言归正传。

I have gotten carried away.

我扯太远了。

That's beside the point.

那根本是不切题的。

Please speak around the topic.

请围绕中心话题。

这个场景之下你能应付吗？

琳达的意见在会上得到了一致的支持，就连在几乎所有问题上都一向持不同观点的玛丽这次也没有反对。

A：In my opinion, this system may be a little complicated, but it will be worth it in the long run.

B：I don't understand you.

A：Let me put it this way. What I want to say is that this system will be more efficient though it's a bit complicated now.

B：I know what you mean, and I can't agree more. What do you think, Allen?

C：I totally agree with Linda on this issue.

B：How about you, Mary?

D：We've never seen eye to eye
 on some matters, except this time.

B：It's really good!

A：在我看来，这套系统或许是有一些复杂，但是从长远来看，它是值得的。

B：我不是很明白你的意思。

A：让我换种说法好了。我的意思是尽管这套系统现在有一些复杂，但是会更有效率。

B：我明白你的意思，我非常赞同。你怎么看呢，艾伦？

C：在这个问题上完全同意琳达的意见。

B：那么你呢，玛丽？

D：我一般和她不能达成一致，但是这次除外。

B：那太好了。




see eye to eye(with someone)即两个人对上眼，喻指两人观点看法一致（to totally agree with someone; to have the same opinions or views with someone）。该习语多用于否定句中，常用表达为see eye to eye with someone on/about something。



例如：It's funny how they've become friends even though they don't seem to see eye to eye on anything with each other.（他们两个意见似乎总不一致，倒还能成为好朋友，真是有趣。）




与会人员对公司产品在销售过程中遇到难题的原因就行了分析，大家各持己见，并认真讨论所有的可能性。

A：Judy, could we have your comments?

B：All right. I think one of the main causes of the poor Canada sales of the original product was our advertising strategy.

A：Could you explain it specifically?

B：Well, we used the same Indian agency for both the Indian and Canadian campaigns, and campaigns were very similar-but response was 30％ lower in Canada.

A：You mean the ad appealed more to an Indian audience than to a Canadian audience?

B：That's right.

A：That's interesting. In your mind, the cultural basis is the reason for this difference in advertising effect, right?

B：Exactly. Canadians value sports and sunshine. If we want to open the Canadian market, our advertise should need some change and should be more dynamic and fashion.

A：You didn't deliberately mislead, but I think we should take what you said with a grain of salt
 . I think the sales volume difference derived from poor management.

A：朱迪，请你谈谈好吗？

B：好的，我认为旧型产品在加拿大销路很差的主要原因之一是我们的广告策略。

A：能不能说得更清楚一些？

B：好的，在印度及加拿大我们用同一家印度广告代理商。广告活动也极为相似，结果在加拿大方面的销售额减少了30％。

A：你的意思是说那个广告对印度的顾客比对加拿大的顾客有吸引力？

B：是的。

A：这很有意思。你是不是认为文化背景的不同，使得广告的效果有如此的差异呢？

B：不错。加拿大人崇尚运动和阳光，如果想打开加拿大市场，我们的广告应该做出一些改变，要更动感时尚一些。

A：我知道你并没有故意歪曲事实，但是我认为我们应该对此表示质疑。我觉得销量差，来源于管理差。




take something with a grain of salt对某事有保留、持怀疑态度。相传在西元前一世纪，有个君王（the king of Pontus, Mithridates VI）总是怀疑他的臣子心怀不轨，会在他的膳食中下毒，所以他常把一撮盐和入食物中以自保。该习语并不表示你认为事件叙述者是胡言乱语、信口开河，而只是不愿随便陷入轻信的圈套中，变体：Take something with a pinch of salt.



例如：What he said should be taken with a pinch of salt!



对他说的话要有所保留！




4　结束会议

你将听到的

完成讨论

It looks as that we've covered the main items.

寄予厚望

I hope we'll see some results next week.

下次会议

The next meeting we'll be at the call of the President.

得出结论

We have reached conclusions today for the projects.

结果显著

From this, our options are quite clear.

补充要点

In conclusion, I'd like to add one final point.

你也许会说

总结要点

Let me quickly go over today's main points.

结束会议

Would you like to add anything?

下次开会的时间

Can we set the date for the next meeting, please?

职场心经

会议结束阶段的主要工作有以下几项：

1．形成可供传达的会议文件；

2．处理有关会议的文件材料；

3．向与会者表示感谢并传达相关会议决议等信息。

通常会议最后讨论的事项就是确定下次会议的日期与时间，或是解释会议的时效性与争议，届时主席将会尽快定出下次会议的确切日期与时间。与会者要做的总结是那些你认为很重要和那些已经存在了很久的，你的某些与这次会议内容相符合的想法。

必备的词汇热身

●　temporary
 [ˈtempərəri]
 adj.临时的

●　temper
 [ˈtempə]
 n.情绪

●　sudden
 [ˈsʌdən]
 adj.突然

●　detail
 [ˈdi:teil]
 n.细节

●　punctuality
 [ˌpʌŋktjuˈæliti]
 n.事项，活动

●　feasible
 [ˈfi:zəbl]
 adj.可行的

当结束会议的时候你会听到

It looks as that we've covered the main items.

今天的主要议题看来都讨论到了。

I hope we'll see some results next week.

希望下周我们能看到一点成果。

The next meeting we'll be at the call of the President.

下次会议等待主席的召集。

We have reached conclusions today for the projects.

这几项议案我们今天已经得到结论。

From this, our options are quite clear.

通过以上讨论，我们所做的选择已经很明了。

In conclusion, I'd like to add one final point.

作为总结，我想补充最后一点。

当结束会议的时候你会说

1．Let me quickly go over today's main points.

让我迅速回顾一下今天讨论的内容。

2．Let's run through the major points first, and see where we are at.

让我们先浏览一下要点，看看我们议到哪了。

3．Before we close today's meeting, let me just summarize the main points.

我想在会议结束以前，总结一下要点。

4．I know I've covered a lot of points today, but let's summarize quickly.

我知道我今天已经讲了很多要点，不过让我们再快速总结一下。

5．Let me take a minute to sum up the main points of this discussion.

我简短地把这次讨论的重点做个总结。

6．Would you like to add anything?

您还有什么要补充的吗？

7．It looks like we might have another meeting to discuss the issue.

看来我们得再开一次会议来讨论这个问题。

8．Can we set the date for the next meeting, please?

我们来定一下下次会议的时间好吗？

9．Can everybody make it next Monday?

各位觉得下周一行吗？

10．If you have no questions, I'll end the meeting now.

如果没有问题的话，我现在就结束会议。

拓展学习看这里

会议总结

A：What's the next item then?

下一项是什么了？

B：Now I would like to invite the two leaders to give a brief summary.

我想邀请两位领导做一个简短的总结。

Let us summarize what we've done today first?

让我们先回顾一下今天讨论的内容。

The opinions presented may be summarized as follows.

迄今所提到的意见可归纳如下。

I thought I'd now briefly summarize what we have talked so far.

我现在把到目前为止我们所谈的内容简单地总结一下。

下次讨论

A：There are several points that need further discussion.

我们有几点需要再额外讨论的。

B：We'll have to leave them to another time.

我们只能把它们留到下次了。

We'll follow up on this point at our next meeting.

下次会议我们再来讨论这个问题。

We have to put that on the agenda for the next meeting.

我们只好把这个主题延到下次会议中再讨论了。

结束会议

A：Thank you all for attending/coming today's meeting.

感谢大家的参加。

B：When will the next meeting be hold?

下次会议什么时候召开？

I'd like to thank Mr. Smith for coming to our meeting today and giving the presentation.

谢谢史密斯先生今天出席我们的会议并作发言。

The meeting is adjourned.

会议到此结束。

Let's bring this to a close for today.

今天的会议就到此为止吧。

这个场景之下你能应付吗？

在对会议进行了总结，并得到大家的一致支持后，布莱恩特先生结束了此次会议。

A：Let me take a minute to sum up the main points of this discussion. We can't leave the product on the market; we'll lose more money in the end. We'll take our S900 camera off the market this week.

B：I don't think we'll be able to turn things around in one month.

A：You're right. In this month we'll bring up a new model instead of the original model. At the same time, our advertising will say that we'll let profits take a beating before we let anyone get hurt.

C：That should help people to understand that we did our best and we never wanted to harm anyone.

A：The plan may not work right away. It may take some time before sales go back up. It's not going to be easy getting the shareholders and management to supports us here. I need your full support.

B：Don't worry. You'll have it.

C：Yes. We'll fully support you.

A：Great. If everyone is in agreement, I propose the following: we call a top-level management meeting for tomorrow to push the plan.

C：No problem. We're in for the duration.

A：If nobody wants to add anything. We can draw the meeting to a close.

A：让我简短把这次会议的讨论重点做个总结。我们不能让这种产品留在市面上，那样我们会损失更多。我们要这周内收回我们的S900相机。

B：我认为我们不可能在一个月之内就能扭转局势。

A：你说得对。这个月我们要努力推出一个新型号来代替原产品，同时我们的广告应该宣传，我们为了避免别人的伤害而宁愿自己受损失。

C：那样会让人们理解我们在努力，并且从来没有想过伤害任何人。

A：这个计划可能不会马上奏效，销量上升需要一些时间。让股东和高层支持我们不是易事，我需要你们的全力支持。

B：别担心，我们会支持你的。

C：是的。我们会全力支持你的。

A：太好了。如果大家同意，我提议：明天召开高层主管会议，推动这项计划。

C：没问题，我们全力以赴。

A：如果大家没有其他补充，会议到此结束。




turn things around扭转局势



turn around本指“向后转；转变……的方向”，而turn things around表示“改变形式；扭转局势”。例如：After my horrible first-semester grades, I plan to study more and turn things around.（在第一学期看到惨不忍睹的成绩后，我打算加倍用功来扭转情况。）




议程上的每一项都已经讨论完毕，并且每个人下一步的工作也都已经明确，斯特恩先生在征得大家同意的情况下结束了会议。

A：That wraps up the last item on the agenda. Before we close, are there any questions?

B：No.

A：Fine, in summary, I think we agree that this quarter's domestic sales figures show a marked trend in televisions sales. Mark, I'd like you to follow up on that, please. Let's see where this is heading. Jane, thank you for the comprehensive PR status report. I understand there are still a few problems to be worked out, but we all trust in your ability. Ladies and gentlemen, the new design is satisfactory. Let's keep our company ahead of the game. Well, that covers everything. I make a motion to close the third quarter's meeting of our company. Is there a second?

C：No.

A：Let's call it a day. Thank you, everybody!

A：议程上的最后一项讨论完毕。在会议结束之前，大家还有什么问题吗？

B：没有问题了。

A：很好。总的来说，我想我们都同意，由这一季的国内销售数字，可以看出一个很明显的电视机销售趋势。马克，我想请你针对这一项继续统计，让我们知道这个趋势的走向。简，谢谢你所做的详细公关状况报告，我知道还有一些问题有待解决，但我们相信你的能力。各位，新设计非常令人满意，让我们共同努力，使本公司继续领先同行。这就是所有的事情了。我现在提议结束本公司的第三季会议。有没有人附议？

C：没有。

A：今天到此为止。谢谢大家。




in summary概括地说。可以用来表示“概括地说”的用法比较多，例如：



Broadly speaking, adjectives are words that qualify nouns.



概括地说，形容词是修饰名词的一类词。



To sum up/In summary/Summarizing, within our society there still exist ram pant inequalities.（概括地说，在我们这个社会里还存在着大量的不平等。）




5　温故而知新

你将听到的

询问技巧

Should I write down every word that everyone says?

注意事项

Is there anything that I should pay special attention to when I take the minutes half an hour later, sir?

必要性

Do I have to take minutes of every meeting?

打印会议记录

Should I type out the minutes from the notes?

你也许会说

传授经验

Come to have a look of my notebook.

领导的要求

Could you copy it for me?

灵活处理

Sometimes the boss needs your assistance.

职场心经

在做会议记录时不需每字必记，而应该以摘要形式记下主要内容；另外，若有提案的话，应清楚地记下与会人员的名字以及投票结果。

会议记录应简洁清楚，客观中立，项目次序跟议程相同。

会议记录通常有两种形式，一种是记叙性的，即与会者的发言，分别逐个记录下来；另一种是由记录员把会上讨论处理的问题整理成条目记录下来。

一般说来，会议记录包括：开会时间、地点、出席人员、缺席人员、会议主持人、记录人、会议目的、讨论内容、发言情况、提案以及决议等，最后应记下散会时间。

必备的词汇热身

●　control
 [kənˈtrəul]
 v.控制

●　conversation
 [ˌkɔnvəˈseiʃən]
 n.谈话

●　minutes
 [ˈminits]
 n.会议记录

●　ordering
 [ˈɔ:dəriŋ]
 n.组织顺序

●　collect
 [kəˈlekt]
 v.收集

●　adding
 [ˈædiŋ]
 v.补充

当需要做会议记录的时候你会听到

Should I type out the minutes from the notes?

我还要根据笔记将会议记录打印出来吗？

Should I write down every word that everyone says?

我要不要把每一个人的每句话都记下来？

Is there anything that I should pay special attention to when I take the minutes half an hour later, sir?

先生，关于半个小时后的会议记录，有什么需要我要特别注间的吗？

Do I have to take minutes of every meeting?

每个会议我都要做会议纪要吗？

当需要做会议记录的时候你会说

1．You just make a note of the topics that are discussed and the result of the discussion.

你只要把讨论的题目和结果记下就行了。

2．Come to have a look of my notebook.

过来看一下我的笔记。

3．Please bring along the minutes of yesterday's management meeting.

请带上昨天的管理会议记录。

4．Could you copy
 it for me?

你能给我一份复印件吗？

5．Sometimes the boss needs your assistance.

有时候老板会需要你的辅助。

6．I think you'll have to do some replies.

我想你会做一些回应。

7．As it is an informal meeting, just making a short report will be OK.

鉴于这是个小会议，写个简短的纪要就可以了。

8．I'd like to ask all the opinions be written down in the minutes.

请把所有的意见都写到会议纪要里。

9．May I ask you to make the minutes in both Chinese and English?

你可以把会议记录做成中英文的吗？

10．Make sure the minutes do include the minority opinions.

确保会议记录包括少数人的意见和建议。

11．You'd better do that, for we may need some information of the meeting in the coming days.

最好那样做，因为将来我们可能会用到会议的一些相关信息。


copy，duplicate，reproduce和replicate都有复制的意思



copy v.to make something that looks exactly like something else复制，复印。只是强调内容而不注重形式和外表的一致



He's busy copying the letters.



他忙于抄写信件。



duplicate v.to copy something exactly复制，复写，复印。主要从内容和外表完全相同的复制，更注重形式和外表的一致



I'll get these notes typed up and duplicated.


拓展学习看这里

安排任务

A：I need you to take the minutes this afternoon.

今天下午我需要你来做会议记录。

B：But I don't know how to deal with it.

但我不知道该怎么做啊。

Go and take notes.

出席并做笔记。

I've come to tell you that you'll have to take the minutes this afternoon.

我来告诉你，今天下午的会议，你得做会议记录。

重要记录

A：To make a record of the meeting is very important.

做会议记录非常重要。

B：I see. And I will try my best to do it well.

我知道，是一定会尽力做好的。

It's very important to write down a record of the meeting.

做会议纪要十分重要。

You can just make a short report if it is not that important.

如果会议不重要的话，做个简短的报告就可以了。

这个场景之下你能应付吗？

苏珊第一次做会议记录，没有什么经验。爱丽丝过来对苏珊进行了简单地指导，令苏珊受益匪浅。

A：Susan, what are you doing?

B：I'm typing a meeting minutes.

A：But it is always Jane's work, isn't it?

B：She has got five days off last week.

A：Oh, you must be very busy these days.

B：Yes, this is the first time I took the minutes of a meeting.

A：Let me see. I think you should leave a margin on every page.

B：Why?

A：It is for the notes and amendments.

B：You are so helpful. Thanks very much.

A：苏珊，你在忙什么？

B：我在输入一个会议记录。

A：但是这一直是简的工作，不是吗？

B：她上个星期五请了五天的假。

A：噢，你这些天一定很忙。

B：是啊，这是我第一次做会议记录。

A：让我看看。我想你应该在每一页边上留些空白。

B：为什么？

A：这是为了作注释和修改。

B：你帮大忙了！太感谢了。





马先生由于某种原因而未能出席会议，朱迪做好了会议记录并向马先生汇报了会议的详细情况。

A：Judy, would you please come in for a while?

B：OK, I will come soon.

A：Please also bring along the minutes of yesterday's meeting.

B：Of course, sir ... Here's the minutes of the meeting.

A：How is the meeting?

B：The meeting was not very successful. They have not reached a mutual understanding on all the major points. Mr. Lee even shook the dust off his feet before the meeting is end.

A：What a pity! Have you handed in my report to them?

B：Yes, I did. Also, here are all the reports and materials handed out in the meeting. I think you will have to do some replies.

A：Thank you, Judy.

A：朱迪，您能进来一下吗？

B：好的，我马上来。

A：请带上昨天的会议记录。

B：好的，先生……这是昨天的会议记录。

A：会议进行得怎么样？

B：不是很成功，大部分观点大家都没有达成了共识。会议还没有结束，李先生甚至愤然离去了。

A：真糟糕！你把我的报告交给他们了吗？

B：交了。这是在会议中分发的所有报告和资料，我想您也许需要做些反馈。

A：谢谢你，朱迪。




shake the dust off one's feet表示“愤然离去，毫不留恋地离开”。该习语来自《圣经·新约·马太福音》第10章第14节，耶稣告诫门徒说：“凡不接待你们，不听你们的话的人，你们离开那家或是那城的时候，就抖掉脚本上的尘土。”例如：He had been so unhappy there that he finally shook the dust off his feet.（他在那里一直很不愉快，最后毫不留恋地离开了。）



After twenty years of misery, I finally shook the dust off my feet and looked for a new job in another city.


在受了二十年的罪之后，我最终毫不留恋地离开了那里，到另外一个城市去寻找新工作。



二　群策群力好办事

1　淡季旺季

你将听到的

淡季之后

After a slow summer season business began to pick up.

市场“赢”销

How to win in beverage market in off seasons?

淡季奖励

First of all, the introduction of the off-season incentives.

淡季低价

It's a reduced price for low season stay.

行情看涨

And it's bound to advance in the coming season.

旺季竞争

But it has competition for the busiest shopping season.

旺季备货

We have to have the merchandise ready for the Christmas sale blitz.

旺季来临

That is our peak season .

过季

Cherries are now in season.

你也许会说

正直淡季

February is a slack time for hotels by the sea.

淡季不淡

It is supposed to be an off-season for vegetables, but you seem to have enough here.

时来运转

You will be on firm ground once you get through with the sick season.

淡季生意差

These goods sell badly during the low season.

旺季订单

Now is the big season.

职场心经

所有的行业几乎都会有淡季和旺季的区分，旺季销售火爆之后不能因为淡季市场状况不理想就放弃销售了，而是要想办法做好淡季促销。做淡季促销时，除了给客户一些折扣、一些价格让利之外，还可以通过一些创新来吸引客户。

同时，公司内部要对淡季的销售工作进行一定的奖励刺激，激发大家的积极性，让大家保持比较饱满的工作热情。

必备的词汇热身

●　folod
 [flʌd]
 v.大量涌到

●　space
 [speis]
 n.工厂生产表

●　period
 [ˈpiəriəd]
 n.期，期间

●　presently
 [ˈprezəntli]
 adv.目前地

●　full space
 生产表排得满满的

●　be booked
 被……预定

●　peak manufacturing period
 生产旺季

当谈到旺季和淡季的时候你会听到

After a slow summer season business began to pick up.

经过夏季的淡季后生意开始兴旺了。

How to win in beverage market in off seasons?

饮料市场“赢”销，如何赢在淡季？

First of all, the introduction of the off-season incentives.

首先，推出了淡季奖励机制。

It's a reduced price for low season stay.

这是淡季的最低价。

And it's bound to advance in the coming season.

随着旺季的到来行情必须看涨。

But it has competition for the busiest shopping season.

但是在最繁忙的购物旺季也有竞争。

We have to have the merchandise ready for the Christmas sale blitz.

我们得准备好那商品以备圣诞节销售旺季。

That is our peak season .

下个月是咱们的旺季。

Cherries are now in season.

草莓现在已过旺季。

当谈到旺季和淡季的时候你会说

1．February is a slack time for hotels by the sea.

二月份是海滨旅馆的淡季。

2．It is an off season for fruit.

这是水果淡季。

3．It is supposed to be an off-season for vegetables, but you seem to have enough here.

按说现在是蔬菜的淡季，可是你们这里供应还不错。

4．You will be on firm ground once you get through with the sick season.

一旦过了淡季，你就会好起来。

5．This is the off season, so business is not particularly brisk now.

现在是淡季，所以目前生产并不是很好。

6．These goods sell badly during the low season.

这些货在淡季里销路不好。

7．As the selling season is at hand, lots of fresh order will pour in.

由于销售旺季即将来临，大量新订单会源源不断地涌来。

8．Now is the big season.

现在正是旺季。

拓展学习看这里

销售高峰

A：When will the sales peak come?

销售旺季什么时候来？

B：Pure silk garments are our best selling goods. They sell very fast every year.

真丝服装是我们畅销品，每年都销售量都很大。

Because, this year hasn't present the opportunity of the sales peak for the second time, except now.

因为，今年已经不会再有第二次出现销售高峰的机会了，除了现在。

March is protected by the first round of market sales of peak time end prematurely, retail market chain appear negative values.

3月受第一轮市场销售高峰提前结束的影响，零售市场环比出现负值。

销量差

A：Why doesn't it sell well?

为什么销量不好？

B：These goods didn't sell well merely because of the poor packing.

这些产品由于包装不好影响了销售。

It is important that we do not want any dark brown item, as they are.

请注意，暗褐色的产品在本地市场不好销售。

Now products placed here, at the beginning of aisles, don't sell well.

货物放在通道开端销售得不好。

I was not good at sales, although I was persistent, but I didn't have the smoothness and earnest of a good salesman

我不擅长销售，虽然我一直在坚持，但我没有一个优秀的推销员所需要的那种耐心和诚恳。

销量下滑／上涨

A：Is it the case that the company's sales have dropped?

公司销售额下降一事属实吗？

B：Unfortunately, overall sales are down this quarter.

很不幸，这一季度的总销售额下降。

Sale is down to single figures
 .

销售额下降到个位数。

The second quarter's drop in sale is accurately forecast by the computer.

电子计算机准确地预测了第二季度销售额下降。

Overall sales are down.

总销售额下降了。

Last month saw a tremendous boost in sales.

上个月的销售额激增。

I was satisfied with our sales—at least for the moment.

我对我们的销售额还是满意的—至少暂时是如此。


single figure个位数，表示“个位数”还可以用digit。其他表述“数”的还有：last digit尾数multi digit多位数的tens' digit十位数hundreds' digit百位数odd奇数even偶数


这个场景之下你能应付吗？

虽然暂时面临淡季的考验，但是吴先生肯定市场旺季很快就会到来，他对未来充满了信心。

A：Although we could just keep the wolf from the door, we still feel the market will soon be on the upgrade. And it's time to work together on this new product.

B：I think we all agree that there will be a market boom soon. If we plan ahead, we shall beat our competitors.

A：Yes. When people start spending the money they saved during the market slump, we'll do well.

B：We're ready to put a lot of money into making the product. Are you going to invest in marketing to develop the market for it?

A：Yes. Our company is not making much money now, but we know if we spend money to develop the market for this product, future profits will be good.

B：It's a feature of the market that people start to buy things only when they are sure the market is getting better.

A：虽然现在我们只能勉强度日，但我们觉得市场的行情很快就会上扬。现在合作推出新产品，正是时候。

B：我想我们都同意景气的市场很快会到来；如果我们提早计划，就可以击退其他竞争对手。

A：没错。等到顾客开始花他们在不景气时省下的钱时，我们就发了。

B：我们已经准备了一大笔资金来制造新产品。贵公司是否也要投资这个产品的行销，一起开发市场？

A：是的。我们公司现在虽然不是很赚钱，可是我们知道，如果我们投资开发这项产品的市场，未来的利润将会被看好。

B：这是市场的特点，大家只有确定市场会好转，才会开始买东西。




keep the wolf from the door免于饥寒；勉强度日



狼（wolf）是一种肉食性野兽，在人们眼中，他生性残暴，贪得无厌，因此有关狼的词汇，大多带有贬义，例如：英语中“胃里有一匹狼”（have a wolf in the stomach）就是形容一个人狼吞虎咽的样子。



在英国古代，无论是森林或山路旁，都可以见到大批狼群出没；尤其当它们饥饿的时候，更是到处侵扰人畜。于是人们就用“狼在门口”（wolf at the door）表示“饥饿逼人”；也用“把狼拒之门外”（keep the wolf from the door.）表示“勉强度日”，“免于饥饿”的意思。例如：He earned vey little money and could hardly keep the wolf from the door.（他赚的钱很微薄，几乎难以糊口。）



We were thankful if we could keep the wolf from the door.（只要能免于饥饿，我们就谢天谢地了。）




正值销售旺季，公司上下都干劲十足，但是卡特先生也不忘提醒大家注意产品品质，并做好迎接淡季的准备工作。

A：For the past three months, our products sell well.

B：Would you please sum up the reasons?

A：On account of superior quality and competitive price.

B：Indeed. Customers nowadays are very particular about the quality of the products.

A：So we should carry on our strict quality control system.

B：It is a rush season for our products now.

A：Needless, to say after the peak season, we have to adjust our sales promotion policy.

B：Right, we'll keep an eye on the change and use various methods to meet the needs of the market. You are expected to submit an annual sales program, aren't you?

A：Sure, I'll give it to you early tomorrow morning.

B：Very good. I'd like to know the condition of our products in the markets.

A：过去三个月里，我们的产品在市场上很畅销。

B：你能总结一下原因吗？

A：因为我们的产品质量上乘，价格合理。

B：的确，目前消费者对产品质量要求特别苛刻。

A：所以我们应该继续执行严格的质量控制体系。

B：目前是我们产品的销售旺季。

A：旺季过后，我们要调整促销策略。

B：对，我们得留神市场变化，运用各种方法迎合市场需要。你明天得提交一份年度销售计划，对吗？

A：对，明天一早我就递交给您。

B：非常好，我需要了解我们产品在市场上的情况。




“sales promotion（促销）”趣谈



春秋晚期（the late Spring and Autumn period），商业活动更加频繁，促销形式也由原来的实物展示逐步发展为口头叫卖、声响促销和旗帜促销等多种形。据说，姜子牙在店铺里卖肉时，把刀有意剁得当当响，并高声吆喝招揽顾客。此外，当时还有桥竹梆、摇拨浪鼓、击音叉等多种形式的声响促销。后来有些商贩把声响与叫卖结合起来，逐步发展演变成吹打乐器、吟唱歌谣和曲调等形式，大大增加了促销的艺术性和诱导性。




2　广告策略

你将听到的

类型选择

Are you thinking about print media advertising only?

广告预算

How much did you say that the advertising budget was?你说你们的广告预算是多少？

媒体选择

Advertisement can be cheap or expensive, depending on which medium it uses.

媒体推荐

I think the products should be advertised on television.

各有长短

Newspaper advertising is relatively cheaper.

电子广告

With the development of computers, electric advertising is becoming more and more popular.

考虑因素

The social and cultural aspects must be taken into account in advertising.

你也许会说

广告方案

What style will the ads use?

广告投入

What will it cost us to make some magazine advertisements?

广告功能

Advertising can help building product recognition, but product itself builds image.

职场心经

有一种广告策略叫：猜谜式。即不直接说明是什么商品，而是将商品渐次地表现出来，让消费者好奇而加以猜测，然后一语道破。这种策略适宜于尚未发售之前的商品。猜谜式广告策略，看起来似乎延缓了广告内容的出台时间，其实却延长了人们对广告的感受时间。通过悬念的出现，使原来呈纷乱状态的顾客心理指向，在一定时间内围绕特定对象集中起来，为顾客接受广告内容创造了比较好的感受环境和心理准备，为顾客以后更有效地接受广告埋下了伏笔。

必备的词汇热身

●　advertise
 [ˈædvətaiz]
 v.广告

●　unless
 [ənˈles]
 conj.除非．

●　general
 [ˈdʒenərəl]
 adj.全面的

●　review
 [riˈvju:]
 v.再审视

●　basically
 [ˈbeisikəli]
 adv.基本上

●　whatever
 [hwɔtˈevə]
 pron.什么都

当谈论广告策略的时候你会听到

Are you thinking about print media advertising only?

你们只考虑做印刷广告吗？

How much did you say that the advertising budget was?

你说你们的广告预算是多少？

Advertisement can be cheap or expensive, depending on which medium it uses.

广告可便宜可昂贵，要看其选用的媒体。

I think the products should be advertised on television.

我认为产品应该做电视广告。

Newspaper advertising is relatively cheaper.

报纸广告相对来说较便宜。

With the development of computers, electric advertising is becoming more and more popular.

随着电脑的发展，电子广告变得越来越流行。

The social and cultural aspects must be taken into account in advertising.

做广告时还必须考虑社会和文化的因素。

当谈论广告策略的时候你会说

1．What will it cost us to make some magazine advertisements?

在杂志上做广告需要花费多少？

2．Do you think we can afford that type of Green Package
 campaign?

你认为我们能搞得起这类绿色包装宣传吗？


Green Package绿色包装



绿色包装（Green Package）有人称其为生态包装（Ecological Package）。发源于1987联合国环境与发展委员会（The United Nations Conference on Environment and Development）发表的《我们共同的未来》。



1975年，世界第一个绿色包装的“绿色”标识在德国问世。此后，许多国家也先后开始实行产品包装的环境标志。如中国的“环境标志”，加拿大的“枫叶标志”，新加坡的“绿色标识”等。


3．We'd like you to advertise our goods through outdoor advertising.

我们希望用室外广告宣传我们的产品。

4．We hope that your advertising activities will enable our branch to establish and considerably expand our relations with your country.

我们希望通过贵方的广告活动能使我分公司建立并大大拓展与贵国的联系。

5．We should make different commercials for different markets.

我们应该针对不同市场制作不同的广告。

6．Advertising aims at telling information to potential customers and clients, and persuading the public to buy things.

广告旨在向潜在顾客和客户传递信息，并劝说公众去购买。

7．Advertising can help building product recognition, but product itself builds image.

广告虽能帮助识别产品，但是产品形象的树立要依靠产品本身。

8．What style will the ads use?

广告采取什么样的风格？

9．I think television is much more effective if it doesn't matter for us to pay a little more money.

我想如果我们不介意多付些钱的话，电视是较有效的。

10．Do you have a put forward
 design?

你有提前订好的设计方案吗？


put forward提前



单词forward是“向前”的意思，习语put forward则用来表示“提前”。set forward以及bring forward也都表达“提前”的意思。例如：They decided to bring forward the date of the next meeting.他们决定将下次会议的日期提前。



“提前”的其他表达方式还有：



in advance提前



Please confirm your reservation at the latest 3 days in advance.



请提前三天确认你的订票。



ahead of time提前



Can you return it to me ahead of time?



你能不能提前还给我？



ahead of schedule提前



Owing to my efforts the task was fulfilled ahead of schedule.



由于我的努力，任务提前完成了。


11．How much do you charge us if you design an ad for us?

如果您为我们设计广告，需要多少费用？

拓展学习看这里

找广告商

A：Can you use your advertising to drum up some business?

能否凭借您的广告来促进一下业务？

B：No problem. It's our business.

没问题，这就是我们的工作。

Where can you recommend for fixing boards?

你们建议在什么地方放广告牌？

I need some suggestions on how to market my product.

我需要一些有关如何销售我公司产品的建议。

What kind of advertising will you do for us?

您能为我们做哪种广告？

权衡利弊

A：Electric advertising is quick, cheap, and widespread.

电子广告速度快、价钱低并且传播广。

B：Maybe it's our best choice.

也许那是我们最好的选择。

Among all the advertising media, TV is the most expensive.

在所有的广告媒体中，电视是最昂贵的。

In a campaign, two or more media are often used together.

在广告战中通常同时使用两种或更多的媒体。

The TV advertising has unparalleled excellence despite its expensiveness.

电视广告费用昂贵，但效果显著。

广告费用

A：What can I do for you, sir?

先生，有什么可以帮忙的吗？

B：What are the advertising rates in the Friday edition of your paper?

你们报纸的周五版广告价格是多少？

Can you tell me a little about your rates for advertisements?

你能给我介绍一下你们的广告收费情况吗？

If we run a full page ad in your summer edition on a normal gloss paper, tricolor, what do you think that will run me?

如果我们需要在你们夏季版上登一整页的广告，用一般的光纸、三色印刷，你看得要多少钱？

这个场景之下你能应付吗？

珍妮建议将公司的新产品用在网络上登广告的形式进行宣传，这样既省钱，宣传效果还更好，金先生对此也是赞不绝口。

A：Mr. King, I have some ideas on how we can successfully promote the new product.

B：I'm always open to any good suggestions.

A：Well, I was thinking that traditional forms of advertising, like radio, television, magazine ads, newspaper ads, might not be the best way to get our customers' attention.

B：Billboard advertisements are a good way.

A：True. But I think there is a way that we can get an ever greater number of customers.

B：Sounds like this might be expensive. You know we have a limited advertising budget for this produce.

A：What would you say if I told you we could increase public exposure at a lower advertising cost than our proposed budget?

B：I'd say great. Now, quit beating around the bush. What have you got in mind?

A：Advertising on the Internet.

B：The Internet?

A：Of course! We just set up our own Web site, link it up to related sites, and make it possible for customers to order online. I believe that our products will be like a house on fire soon on the internet.

B：Jenny, you are brilliant!

A：金先生，对于如何成功促销公司新的产品，我有一些想法。

B：任何好意见我都愿意接受。

A：嗯，我一直在想，传统的广告手法，例如：广播、电视、杂志和报纸上做广告，未必是吸引客户注意力的最好方法。

B：用广告展板是一个不错的方法。

A：没错。不过我认为还有一个方法能够吸引更多的顾客。

B：听起来好像会花很多钱。你知道，我们这个产品的广告预算很有限。

A：如果我告诉你，我们可以用比原先所作的预算更少的广告费，让产品得到更高的公众曝光率，你觉得如何？

B：当然是好极了。好了，别兜圈子了，你有什么想法？

A：在网络上登广告。

B：网络？

A：当然！我们建设自己的网站，和相关的网站链接，并且让顾客可以在网络上直接订购。相信我们的产品很快就会在网上火起来。

B：珍妮，你真聪明！




like a house on fire火起来



由于古时的房子用木头建筑，所以一旦着火，便很快蔓延开来，形成大火，甚至会烧毁一条街。如今人们用like a house on fire来形容“火起来，发达起来”，有时也指“快速的，猛烈的”。例如：I'm very enthusiastic about the new product. It is sure to be like a house on fire.（我对新产品很期待，它必将会火。）




彼得和玛丽对广告的设计进行了改动，以求最大限度地吸引年轻人的注意。

A：Mary, are you free now? I'd like to discuss with you about the print advertisement for the new product. There is something we should revise.

B：Okay. What part do you think can be improved?

A：I think there are too many elements in the picture, so the focus is not clear enough.

B：I agree. We should make the product stand out in the picture as clearly as possible.

A：Let's try dimming the surrounding colors a little bit, so as to emphasize the product.

B：Wait a minute. How about this?

A：Yeah, it looks better. Besides, can you delete the words at the upper right corner? They are a bit redundant.

B：All right.

A：Oh, it looks great. Our product will be very popular among the youth with the influence of the ad.

B：I will hand it in to the project manager in a minute. Thank you.

A：玛丽，你现在有空吗？我想和你谈谈那款新产品的平面广告。有些地方需要改一下。

B：好的。哪些方面需要改进呢？

A：我觉得画面的元素太多了，中心不够明确。

B：我也觉得，我们要尽可能地突出产品。

A：试试把周围的颜色弄暗一点，突出产品。

B：稍等一会。现在怎么样？

A：好，看起来好多了。还有，你能把右上角的文字删掉吗？他们有点多余。

B：好的。

A：哦，看起来棒极了。在这款广告的影响之下，我们的产品肯定会在年轻人中大受欢迎的。

3　促销手段

你将听到的

样品促销

We'll send them to you for your test and criticism.

推荐促销

We have pleasure in recommending to you the following goods.

通知有活动

We are having a promotion this week.

心理鼓动

We hope that you'll take this opportunity.

巧舌如簧

You are so lucky. They are on sale today. It costs only 180 Yuan.

你也许会说

分期付款

A widely used promotion method by local retailers is to provide interestfree payment by installment.

运用手段

In order to promote the sales, businessmen use various promotions.

绞尽脑汁

We racked our brains to keep promotion costs to a minimum.

职场心经

对厂家而言，在推出一种新产品的同时，必须通过各种方式大力促销，让顾客了解产品的性能、以及与众不同的特质。

促销之前，推销人员必须对本公司的产品有一个彻底的了解，包括产品质量、特性、保质期、使用方法、与同类产品相比较的优势等，这样才可以在顾客询问时做出满意的答复。在推销过程中，要保持热情的态度、耐心的服务以及优秀的专业素质。

一般情况下，推销产品必须先引起潜在客户的注意，使他们对该产品感兴趣进而使他们产生购买的欲望，最后建议他们立即采取行动。

必备的词汇热身

●　percent
 [pəˈsent]
 n.百分比

●　calculate
 [ˈkælkjuleit]
 v.计算

●　discount
 [ˈdiskaunt]
 n.折扣

●　reduce
 [riˈdju:s]
 v.减少

●　low
 [ləu]
 adj.低的

●　identical
 [aiˈdentikəl]
 adj.相同的

●　netizen
 [ˈnetizən]
 n.网民

●　instead of
 代替；而不用

当提到促销手段的时候你会听到

We'll send them to you for your test and criticism.

我们将把样品寄给您测试。

We have pleasure in recommending to you the following goods.

我们很高兴推荐以下的商品给你们。

We are having a promotion this week.

我们本周搞促销。

We hope that you'll take this opportunity.

希望你们能把握这次机会。

You are so lucky. They are on sale today. It costs only 180 Yuan.

您真走运。今天正好在促销。只要180元。

I'm afraid we can't pay for your sales promotion.

我们恐怕不能负担你们的促销费用。

The salesman covered the northern part of the country.

该推销员负责在该国北部地区促销。

当提到促销手段的时候你会说

1．A widely used promotion method by local retailers is to provide interest-free payment by installment.

当地商家促销手段通常是分期付款，不收利息。

2．In order to promote the sales, businessmen use various promotions.

为了促进销量，商家们运用了各种手段。

3．Although sending text messages is wide, the effect isn't good, just a means to promote it.

发短信范围广，但其实效果也不算大，只是个促销手段吧。

4．We racked our brains to keep promotion costs to a minimum.

我们绞尽脑汁，把促销成本降至最小。

5．Collect the competitor's information of advertising and promotion.

收集竞争对手广告投放情况和促销信息。

6．Really? Do you know other ways of special marketing?

真的吗？你知道其他有趣的促销方法吗？

7．It can work in conjunction with sales and promotional activities to clinch a deal.

它与销售与促销两项工作结合起来招揽生意。

拓展学习看这里

传统促销

A：How did you do your promotion before?

你们之前用了什么促销手段？

B：Especially faced the consumers' murky desire of auto purchase, the price preferential benefit was still the most effective
 promotion method.

尤其是面对消费者低迷的购车欲望，价格优惠仍然是最见效的促销手段。

The traditional promotion method has the personnel to sell, the advertisement sales promotion, business sales promotion and the special sales promotion and so on.

传统的促销手段有人员推销、广告推销、营业推销和特种推销等。

There are a lot of ways to push sale in U.S.A., for example, try to make yourself known by TV ads.

在美国有好多促销手段，如可以通过电视广告来提高你们的知名度。

Industry experts warned consumers to be cautious home, do not let your marketing impact means objective assessment.

业内专家提醒消费者，置业须谨慎，不要让促销手段影响您的客观评价。


effective和efficient都可以表示有效的，它们的用法如下：



effective adj. producing the desired result产生预期结果的，有效的。普通用语，使用的范围最广，可以用于物、法律等，也可用来指人。指物时，表示能产生优良效果，给人以深刻印象。指法律时，表示生效、实行。指人时，表示实际的，现行的。After the government had taken some effective measures, prices began to level off.政府采取了一些有效措施后，物价开始稳定了。



efficient adj. working well, quickly, and without waste有效的，效率高的。用于人时，指具有很强的工作能力和效率；用于物时，指不浪费、效率高。He is a quick, efficient boss.他是一个勤快、效率高的老板。


大血本促销

A：What big actions should you take?

你们能做点儿什么大行动呢？

B：This lost less than the past auction prices or purchase price to a common spaces such as marketing tool.

这和以往的期房降价或是购房送车位等常见的变相降价促销手段相比，显得实惠多了。

Discounts, gifts, etc. as a major means of promotion, and even the exhibitors have made "BMW sent home" slogan.

打折、赠送等成为主要促销手段，甚至有参展商打出“买房送宝马”的口号。

Cheap drugs pharmaciy's lower price, promotion of various means and styles, would lead to the common people rush to buy a lot of drugs.

平价药房的药品降价、降价、再降价，各种促销手段层出不穷，自然会使一些老百姓趋之若鹜，购买大量的药品。

To Qiujiao Hui, company executives found that the ads do not work all of a sudden, though Qiujiao Hui put in a 5500 yuan per square meter of Tiaolou Jia, still took home a duck.

不过到了秋交会前，公司老总发现，广告突然不起作用了，虽然在秋交会上挂出了每平方米5500元的跳楼价，依然捧回了一个鸭蛋。

这个场景之下你能应付吗？

为了将新产品更好地推向市场，公司准备了周全的促销计划。

A：Our new computer is due for release next month. I think we've finally worked the kinks out.

B：That's essential, since quality is the big picture of the ad campaign. The computers must work really well if they're going to be the cash cow we're hoping for.

A：Let's go over our promotion plans again.

B：OK. We have six major retailers running demonstrations at most branches. And our exhibition team is already on the road setting up for computer shows.

A：Good. What about print and radio?

B：We've taken out full-page ads with two large trade magazines. And more important, our press releases have been well received.

A：Any other ads?

B：Yes. We're putting full-page ads in the Sunday edition of three major newspapers.

A：Sounds perfect.

A：我们新款的电脑预定在下个月上市。我想我们终于把所有的琐碎问题都解决掉了。

B：那很重要，因为品质是这次广告的主打重点。这些电脑必须要真的很好用，那样才能成为我们所期待的摇钱树。

A：我们再把促销计划看一遍。

B：好的。我们有六家重点零售商在大部分的分店进行现场展示，而且我们的参展团队已经准备好参加各个计算机展了。

A：很好。那么平面媒体和广播呢？

B：我们已经在两家大型商业杂志上刊登了全版广告。更重要的是，我们的新闻稿反应良好。

A：还有其他广告吗？

B：有的。我们会在三家主流报纸的周日版刊登全页广告。

A：听起来很周全。




picture本义是“图画，照片”，但是不能望文生义地将big picture理解为“大照片，大图画”的意思。Big picture有两层意思：一是“全局，大局”。若是说He can see the big picture.代表此人并非单单着眼于眼前的蝇头小利，而是可以综观全局，放眼未来，仍有长期规划的能力；二是可以理解为“（事情的）主要部分，重点”。如果你有什么重要事情或者问题要讲的时候，不妨用用这个句子：Let's concentrate on big pictures.保证别人对你另眼相看。




公司的销售额一直在下降，这可把大家愁怀了。机警的约翰提议在网上促销，这很快引起了领导的重视。

A：Sales in the last two months have been down; I can hardly imagine what would turn out if things go on deteriorating in this way. Is there anything wrong with our sales strategies?

B：Actually, people are becoming more cautious with their money and consumption since the economic situation is not that optimistic now. I heard a lot of my friends working in other companies complaining about the constant dropping of the sales volumes.

A：Then what should we do? We have to do something right?

B：Why not try the cyber promotion?

A：I am confused.

B：Okay, I'll put it in another way. Why not do some promotion on the internet.

A：That sounds quite interesting.

B：The number of the netizens in China has been growing all the time..

A：I know this.

B：Actually, in order to encourage visits to their websites, a lot of companies provide many opportunities for interaction. Reports show that, this is very efficient as well as effective.

A：Definitely we shall not miss this chance.

A：过去两个月的销售额下降了。真不敢想象，如果事情持续这样恶化下去，会产生什么后果。是不是我们的销售策略出现了问题？

B：事实上，由于现在的经济形势不太乐观，人们对于花钱消费更小心谨慎了。我听许多在别的公司上班的朋友也在抱怨销售额持续下降。

A：那我们该做点什么呢？我们必须采取些措施，对不对？

B：为什么不使用网络促销呢？

A：我没听明白。

B：好，我换一种方式跟你说。为什么不在网络上做一些促销活动呢？

A：听起来挺有意思的。

B：中国的网民数量这些年一直在速度增加。

A：这一点我知道。

B：实际上，许多商家为了提高网页的访问量，都提供了许多互动的机会。调查报告显示，这很有实效。

A：我们当然不能错过这个机会。

4　售后服务

你将听到的

找负责人

I want to see the one who is responsible for selling computers.

说明情况

After you hit the keys on the computer keyboard, the instructions don't appear on the screen.

描述问题

Nothing can be displayed on the screen.

申请维修

Can you have it repaired?

维修费用

It is very expensive to pay for repairing after the expiration of the guarantee, isn't it?

你也许会说

保修服务

We guarantee the quality of the product we've sold for one year.

质量追踪

How are the responses to our products from the clients?

职场心经

现代商业竞争已不仅仅是技术和产品质量的竞争，技术水平的日益提高导致不同厂商之间的产品质量所差无几，因此售后服务便成为商家竞争的焦点。

为了在竞争中争取主动，各商家均有完善的售后服务，免除了顾客的后顾之忧。当然，根据规定或商品的特性，也有的不能提供某些售后服务项目。因为售后服务的商品软价值，是商品硬价值的补充，所以售后服务已成为公司保持或扩大市场份额的重要条件。

售后服务的优劣能够影响消费者的满意程度，在推销过程中，推销员适时介绍商品的保修、售后服务等有关规定可使顾客吃下定心丸，使其摆脱疑虑、摇摆的心态，下决心购买所推销的商品。

必备的词汇热身

●　simple
 [ˈsimpl]
 adj.简单的

●　warranty
 [ˈwɔrənti]
 n.保修单，保修期

●　defective
 [diˈfektiv]
 adj.有毛病的

●　crack
 [kræk]
 n.裂缝

●　repair
 [riˈpεə]
 v.修理

●　glorious
 [ˈɡlɔ:riəs]
 adj.荣誉的，光荣的

●　achievement
 [əˈtʃi:vmənt]
 n.成就

当提到售后服务的时候你会听到

I want to see the one who is responsible for selling computers.

我想见见负责销售计算机的人。

After you hit the keys on the computer keyboard, the instructions don't appear on the screen.

您按了键盘上的键之后，荧屏上不显示指令。

Nothing can be displayed on the screen.

显示屏上什么也看不见。

Can you have it repaired?

你能让人修好它吗？

It is very expensive to pay for repairing after the expiration of the guarantee, isn't it?

保修期过了之后维修费很高，是吗？

当提到售后服务的时候你会说

1．We guarantee the quality of the product we've sold for one year.

我们售出的产品质量保一年。

2．I'll certainly look into that.

我一定查清此事。

3．How are the responses to our products from the clients?

使用我们的产品后客户的反应怎么样？

4．Our company needs more feedback from the consumer in order to improve our goods.

我公司需要从消费者那里得到更多的反馈信息以提高产品质量。

5．We will follow the contact about the quality of our products and the suggestions from the clients.

我们会定期地和你们联系，跟进产品的质量和客户意见。

6．We provide you with a variety of maintenance services to increase performance and lifespan of our products.

我们可以为您提供各种维修服务来提升我们产品的性能并延长寿命。

7．In most cases, your screen needs a professional cleaning, due to the increasing dust.

在多数情况下，可能由于积尘的缘故，显示屏需要进行一次专业的清理。

8．You can contact one of our service branches all over the city.

您可以联系我们遍布全市的任何一个维修点。

9．Can I see the receipt?

我能看一下发票吗？

10．Your guarantee will offer you free service and parts.

凭保修单您可以享受免费维修服务。

拓展学习看这里

售后回访

A：You may dial our 24-hour hot-line for business information.

您可以拨打我们的24小时热线电话进行业务咨询。

B：OK. I think your service is really nice.

好的，我认为你们的服务真的很棒。

Please give us your valuable comments about the product's quality.

对于产品质量请给我们提宝贵意见。

I wish you can give us comments or suggestions any time.

我希望您将来能随时给我们提意见和建议。

Please take care of the business card and service card.

请您保管好公司的业务卡和售后服务卡。

费用收取

A：I afraid it is out of warranty.

恐怕已经过了保修期。

B：We charge for the replacement parts only then.

那我们只收取零件费。

Please come to us for a free cost estimate.

检测是免费的。

But professional cleaning should be charge.

但专业清理的费用是需支付的。

这个场景之下你能应付吗？

露西对售后服务工作掌握得非常细致，并且掌握了不少技巧。

A：Lucy, do you understand what job you're doing?

B：Yes. My job on the whole
 is to offer after-sale service to make our products stay sold.

A：That's right. But do you have an idea of how to do your job well?

B：I think I do. It's part of my job to find out how customers are using our company's products and give them any information they need about our products.

A：This is not an easy job. You must work hard and always keep your head fresh and well informed.

B：Yes. I always keep files of information about our products and customers in order to make it easy to find any document or record when needed.

A：Oh good! And what are all these printed sheets about?

B：They're quality inquiry sheet to be sent to our customers.

A：That's interesting.

B：Yes. They're something helpful. You see, we need feedback from our customers, whether negative or positive, to see how well our products are working and what comments our customers have on them. Customers don't buy products. They buy results.

A：露西，你了解你的工作性质吗？

B：是的，简单地说就是售后服务，保证产品的良好销售。

A：对。你对做好这项工作有自己的见解吗？

B：是的。我工作的一部分是了解客户对产品的使用情况并向他们提供所需的产品的信息。

A：那可不是件简单的工作。你要努力的工作，要保持头脑充实才行。

B：我总是把客户和产品的信息归档，以便使用方便。

A：哦，好的。这些印刷品是什么？

B：这些是产品的质量调查。

A：这很有意思。

B：是的，它们很有用处。你知道，我们需要客户的反馈信息，不论是积极的还是消极的，都有助于我们了解产品的质量，了解客户的评价。客户买的是产品的效果，并不单是产品。




as a whole，on the whole这两个搭配的用法如下：



on the whole：总的来说，总体来说，总的看来，大体上，大体上看


On the whole, I'm in favor of the proposal.


总的说来，我赞成这个提议。



The two buildings are similar on the whole.



从整体来看，这两幢楼是相似的。



as a whole：作为一个整体，整个看来，整个来说，总体上，通盘



This scandal will reflect badly on the Party as a whole.



这件丑闻可以说明这个党在整体上不健康。



The population as a whole is/are in favor of the reform.



全体人民普遍拥护改革。




在对产品留下了深刻的印象之后，客户想进一步了解产品的售后服务，朱迪耐心地为对方进行了讲解。

A：We are really quite impressed by your product. As for the after-sale service, we have some questions to ask you.

B：I'm glad you asked about that.

A：I see you have several regional offices in China. Are they all equipped to provide repair service?

B：Yes. Fully-trained engineers staff each office. If any trouble arises, we can deal with it promptly. Repairs take a maximum of 2 days.

A：How long is the warranty?

B：The main mechanism carries a three-year warranty. Any peripheral equipment is guaranteed for one year. Within the warranty periods, all repairs are free.

A：What about after the warranty expires?

B：All repairs are billed at cost.

A：我们对你们的产品印象很深刻。至于售后服务，我们还有一些问题需要问你们。

B：很高兴您问到这个问题。

A：我看见你们在中国有几个区域办事处。全部有修理服务吗？

B：有的，每一个办事处都有训练有素的工程人员。如果有任何问题发生，我们立刻就能解决，修复时间最多不超过2天。

A：保修期多久？

B：主要的机械装置附有3年的保修；其他周边设备则保修1年。保修期间，所有修理费用全免。

A：保修期限过后呢？

B：一切的修理只收取成本费。




be impressed by\with被深深打动



例：I was very impressed with their craftsmanship.



他们的工艺给我留下了深刻印象。



I believe the audiences will be deeply impressed by the story and scenery。



我相信这部影片的情节和场面一定会给观众留下深刻印象。



在这里，by和with起的作用基本相同，表述的是被打动的理由，而by更强调这个理由，with弱一点。



还有一种用法：have impressed on意思是对某事物起着重要影响，是指前者对后者的影响。



例：Your exhibits have impressed me with the high speed of development.



贵方展品给我留下了高速发展的深刻印象。




5　新产品发布会

你将听到的

拟定时间

I need you to arrange a news conference for tomorrow at 3:00 pm to introduce our latest product

发言人是谁

He might be spokesman of today's press conference.

准备就绪

I think we are ready.

会议开始

First of all, I just want to thank you for coming today.

欢迎各位

Ladies and gentlemen: I would like to welcome you all to attend the news conference.

各自提问

I'll open the floor to answer any questions you might have.

你也许会说

会议筹备

We're holding a press conference to announce our new plan.

联络媒体

Call the contacts the papers, magazines, radios and TV stations and inform them of the conference.

重要会议

This news releasing conference is very important to our enterprise.

一切就绪

I hope we can have everything ready in an hour.

职场心经

好的开始是成功的一半，对于新闻发布会传播而言，前期的准备工作是非常重要的，直接决定了后期的传播效果。新闻发布会是媒介专业素养集中展现的舞台，在发布会举行之前，媒介人员有大量的工作要做，包括制定媒介计划、媒体邀请和媒体沟通三大块内容。

在发布会的大致内容和日期确定之后，就需要启动媒体邀请工作。邀请的时间一般以提前3至5天为宜，发布会前一天可做适当的提醒。联系比较多的媒体记者可以采取直接电话邀请的方式。相对不是很熟悉的媒体或发布内容比较严肃、庄重时可以采取寄邀请函的方式。此时，公关人员需要与记者就发布会的大致内容进行初步沟通，同时确认参会的记者。另外，为媒体提供详细资料，一般包括会议议程、新闻通稿、演讲发言稿、公司宣传册、有关图片、纪念品、企业媒体关系负责人名片等。

必备的词汇热身

●　presenter
 [priˈzentə]
 n.发言人

●　demonstration
 [ˌdemənˈstreiʃən]
 n.展示

●　handout
 [ˈhændaut]
 n.宣传单

●　conference
 [ˈkɔnfərəns]
 n.会议

●　distribute
 [diˈstribju:t]
 v.发布

●　critical
 [ˈkritikəl]
 adj.挑剔的

●　cover
 [ˈkʌvə]
 v.代替

当新产品发布的时候你会听到

I need you to arrange a news conference for tomorrow at 3:00 p.m.to introduce our latest product.

请在明天下午3点安排个记者招待会，介绍我们的最新产品。

He might be spokesman of today's press conference.

他可能是今天新闻发布会的发言人。

I think we are ready.

我想一切都已准备就绪。

We need some more time to have everything in order.

我们还需要一点儿时间才能准备好。

First of all, I just want to thank you for coming today.

首先，我对大家今天能光临表示感谢。

Ladies and gentlemen: I would like to welcome you all to attend the news conference.

先生们．女士们，欢迎大家出席本场新闻发布会。

I'll open the floor to answer any questions you might have.

我请大家自由发问。

Please ask any questions you might want to ask.

请尽管问你们想问的问题。

How's your product better than the competition?

你们的产品哪里优于其他竞争者？

当新产品发布的时候你会说

1．We're holding a press conference to announce our new plan.

我们要举办个记者会宣布我们的新计划。

2．Please make sure all the journalists are informed of the news conference.

要确保所有的新闻记者都收到记者招待会的通知。

3．Please fax the press kit about the conference to the journals.

请把这份有关记者招待会的资料传给各个刊社。

4．Call the contacts the papers, magazines, radios and TV stations and inform them of the conference.

打电话给报社、杂志社、电台和电视台的联络人，通知他们记者招待会的信息。

5．This news releasing conference is very important to our enterprise.

这次新闻发布会对我们公司很重要。

6．We have to ask someone to make a list of possible questions likely being asked.

我们要请专人负责准备会上可能被问及的问题清单。

7．We should ask someone to present and field questions.

我们要安排人员来做报告并回答问题。

8．I hope we can have everything ready in an hour.

我希望一小时后一切就绪。

拓展学习看这里

接待记者

A：I'm a journalist on the Daily Telegraph.

我是《每日电讯报》的记者。

B：This is your journalist card, please keep it.

您好，这是您的记者牌，请收好。

I'm the spokesman of today's press conference.

我是今天新闻发布会的发言人。

I'm in the charge of the press conference. Please come for me if any services needed.

我是发布会的负责人，如果有什么需要，请同我联系。

This is a piece of material about the press. You can have a look first.

这是发布会的资料，您可以先看一下。

This is the special administrative area for journalists; please sit down.

这边是记者专区，请坐。

She asked the reporter not to quote her remark.

她要求记者不要引述她的话。

现场答问

A：Ladies and gentlemen, I would like to welcome you all to attend the news conference.

女士们，先生们，欢迎大家出席本场新闻发布会。

B：It is a big pleasure to meet you again Mr. Zhan.

能再次见到张先生，我们感到很荣幸。

First of all, I just want to thank you for coming today.

首先，我对大家今天能光临表示感谢。

In half a year, we have become one of the dominant businesses in this field.

仅仅半年时间，我们已成为这一领域举足轻重的企业之一。

I would appreciate your support and understanding for our new branch.

感谢各位对新分公司的支持与了解。

Now that I've told you all about our latest development, I'll open the floor to answer any questions you might have.

我已经向大家介绍了我们的最新产品，现在，请大家自由发问。

I welcome any questions from you.

有疑问的话请尽管提出。

I'm glad you asked that.

我很高兴您问了这个问题。

Please watch for our other new products.

请密切关注我们的其他新产品。

回避话题

A：Mr. Zhang, how do you explain what is melamine?

张先生，您怎么解释，什么是三聚氰胺？

B：I'm sorry that's not the sort of thing I can pass on at the moment.

很抱歉，目前这方面我不能说。

We will cleanse the Augean stable soon.

我们会有一些重大的改革措施尽快出台。

It's not relevant.

此事毫不相关。

I'm afraid time is not allowing me to answer more questions.

恐怕时间不允许我再回答问题了。

I'm afraid I can only answer one more questions.

恐怕我只能再回答一个问题。

I'll end today's Q&A session over there.

今天的回答时间将到此为止。

这个场景之下你能应付吗？

卡尔先生就新闻发布会的准备情况向卓琳进行了询问，并对她提出了新的要求。

A：Is the room ready for the press release?

B：Yes, it is. Everything necessary for the release is already on the table, such as the name list, paper, pencil—anything that might occur to you.

A：Thank you very much. Is there any space for photographers and correspondents?

B：Of course. We've left enough space for them.

A：What we shall do next is to make sure that the questions they might ask should be precisely previewed.

B：OK. They have presented some major questions to us. But how should we decide the order of questions-asking, I mean, who will be the first to ask a question?

A：You decide it first, and then let me have a look at it. Besides, you should be prepared to write down every question and answer at the release.

B：Oh, my God. That's too difficult for me to do it well, and I don't think it is necessary to do that.

A：Do not turn down my suggestion.

B：OK, I'll try my best.

A：新闻发布厅准备好了吗？

B：是的。新闻发布会所需用的一切都放在桌子上了，诸如名单、纸、笔，你可能想到的任何东西都有了。

A：谢谢。有摄影师和记者的位置吗？

B：当然，我们为他们留出了足够的位置。

A：我们下一步要做的是务必对他们可能提的问题做仔细审查。

B：好的。他们的主要问题已经提交给我们了，可是我们应该怎样确定提问顺序呢？我的意思是，谁第一个提问呀？

A：你先定，然后我看看。另外，你应该做好准备将这次新闻发布会上的所有问题和答案都记录下来。

B：噢，天哪！这件事太难了，我做不好，况且我认为不必如此。

A：不能拒绝我的建议。

B：好吧，我会尽力的。




turn down拒绝



turn something/somebody down的意思是“顶回”或“拒不理会”。例如：Peter was non-committed but did not turn down the proposition out of hand.彼得未置可否，但也没有马上拒绝这个建议。



“拒绝”的其他表达方式还有：



pass up拒绝



I don't know how to pass it up.



我不知道该如何拒绝。



give a denial to拒绝



I don't want to give a denial, but I'm afraid I have to.



我不想拒绝，但恐怕我必须那么做。




新闻发布会上，林先生十分配合记者的提问，但当问题涉及到公司机密时，他选择了回避。

A：I'm very interested in interviewing a successful company such as yours.

B：It's our pleasure. I'll be glad to give you all the help I can offer.

A：What made you decide to go into this line?

B：It's quite simple. I saw the line as one of those with the most potential.

A：How about the sales last year?

B：The total sales went up by 30％ compared with that of the year before.

A：Could you tell me what are your long-range plans?

B：I'm sorry that's not the sort of thing I can pass on at the moment.

A：我很感兴趣采访像贵公司这样一家成功的企业。

B：荣幸之至，我乐于向您提供力所能及的帮助。

A：是什么使您决定涉足这一行业？

B：原因很简单，我认为这是潜力最大的行业之一。

A：去年销售状况如何？

B：与前年相比，总销售额上升了30％。

A：您可否谈谈长远规划？

B：十分抱歉，对此现在我无可奉告。




compare，contrast和contradict都有对比的意思，它们之间的用法是：



compare v. to examine or judge one thing against another in order to show how they are the same or how they are different比较，对照



If you compare the two cars you'll find that yours is better designed.



如果你把两部车比较一下，你就会发现你的那一部设计得好一些。



contrast v. to compare two people or things so that differences are made clear对比（以显出两人或两事物的差别），使成对照



In this book the writer contrasts two views of management.



作者在本书中将两种管理观点作了对比。



contradict v. to be in opposition or disagreement with something else so that one of the two must be false与（其他事物）相矛盾，作对，顶嘴



Everything I say to you seem to contradict.



好像我说什么你都要反对。




三　拓展业务

1　市场调查

你将听到的

开展调查

You will see to it that a comprehensive research report should be presented next week.

进行预测

We have to predict what fashion will be like at least one year ahead.

询问情况

Can you tell me in a nutshell what the retail market is like in Beijing?

调查总结

Our main strength is with young consumers.

进行分析

Our Beijing market has the highest current demand, but Shanghai has great potential for growth.

你也许会说

街头调研

We want to know how many people use our detergent.

调研结果

At a discounted introductory price, we landed more sales.

分析预测

We forecast that the market for this kind of product will decline rapidly over the next several years.

职场心经

市场调研一般是指以调查问卷或电话访问等形式向顾客进行提问，然后根据回答，统计出消费者对本公司产品或公司形象的普遍评价、意见和建议，并据此做出改进。

街头随机调查有利于初步得出市场的需求量、顾客的消费观等，从而对产品的广告促销、外观设计有所帮助。电话调查一般用于对顾客的使用情况进行跟踪，并根据他们的反馈及时对产品的设计、生产做出调整。

市场调研时一定要面带微笑、语气委婉、语速适中，对顾客的回答要做好记录，并在调查结束后送上公司的小礼品，或者礼貌地对对方的合作表示感谢。

必备的词汇热身

●　handle
 [ˈhændl]
 v.处理；操作；运用

●　various
 [ˈvεəriəs]
 adj.各种各样的；多方面的

●　hardware
 [ˈhɑ:dwεə]
 n.计算机硬件；五金器具

●　extend
 [ikˈstend]
 v.扩充

●　range
 [reindʒ]
 n.部门种类

●　plastic
 [ˈplæstik]
 adj.塑料的

●　electrical
 [iˈlektrikəl]
 adj.电子的

●　kind of
 种类

当开展市场调查的时候你会听到

You will see to it that a comprehensive research report should be presented next week.

务必在下周提交一份详细的调查报告。

We have to predict what fashion will be like at least one year ahead.

我们得预测至少未来一年的流行趋势。

Can you tell me in a nutshell what the retail market is like in Beijing?

您可以简单地告诉我北京零售市场的现况吗？

Our main advantage is popular with young consumers.

我们的主要优势是得到了年轻顾客的青睐。

Our Beijing market has the highest current demand, but Shanghai has great potential for growth.

我们北京市场目前的需求量最大，但上海有很大的发展潜力。

当开展市场调查的时候你会说

1．We want to know how many people use our detergent.

我们想知道多少人在使用我们的洗涤剂。

2．Do you think our products are competitive enough in an international market?

您认为我们的产品在国际市场上具有足够的竞争力吗？

3．Would you give us your frank opinion about our products and their prices?

对于我们的产品与价格，您能给我们您的意见吗？

4．Here is a sample for you so that you will be able to try our latest product on the market.

这是给您的样品，您可以试用一下我们投放市场的最新产品。

5．At a discounted introductory price, we landed more sales.

定价打折后，销售量则大增。

6．I have written down your opinion and I will report to my company.

我已将把您的意见记下来了，我会向公司汇报。

7．Our survey indicates that opening a new restaurant there would not pay off.

我们的调查显示，在那里开一家新餐厅无利可图。

8．Several of them would think of buying our cell phone if they had decreased price.

如果降低了价格，其中有几个人会考虑购买。

9．Of these, 50％ were satisfied with the performance of their existing vehicles.

其中一半的用户对现存车辆的性能感到满意。

10．According to our numbers, there is twice as much opportunity in the international market as there is in the domestic market.

根据我们的数字统计，国际市场的机会是国内的两倍多。

11．We forecast that the market for this kind of product will decline rapidly over the next several years.

我们预测，在今后几年对这种产品的需求将迅速下降。


decrease，decline和reduce都有减少、降低的意思，它们的用法如下：



decrease v. to become less or to make something less in size, number, strength, or quality减小，较少，降低。普通用语，指各种食物逐渐减少、逐渐衰弱的过程。



The employees want to decrease the number of working hours and increase pay.



雇员们要求减少工作时间而增加工资。



decline v. to move from a better to a worse position, or from higher to lower衰落，下降。中性词



As his health has declined, so has his influence.



随着他体力的衰退，他的影响力也在降低。



reduce v. to make less in size, amount, or degree减少，缩小，降低。普通用语，多作及物动词，指人为地减少、降低事物的范围、强度、数量等，强调的是结果，而不是过程。也可指地位、经济条件的降低。用于广义时，该词还可表示使复杂的事物简单化、具体化



It is easy to reduce your weight if you watch your diet.


你如果注意饮食，减肥并不难。

拓展学习看这里

开展调查

A：I'd like to ask you a few questions if you don't mind.

我如果您不介意的话，我想问您几个问题。

B：OK. Go ahead.

好的，问吧。

We are conducting a market survey.

我们正在进行一项市场调查。

Can I ask you a few questions?

我能问您几个问题吗？

I am doing a market survey for our new product.

我在为我们的新产品做市场调查。

调查结果

A：What did you learn from it?

从中得出了说明结论？

B：It has good prospects.

这个产品前景看好。

This market is sensitive to price.

市场对价格很敏感。

Appearance is more important than quality.

外观比质量更重要。

The market share is increasing day by day.

市场占有率与日俱增。

这个场景之下你能应付吗？

布朗先生想要开辟巴西市场，但无法了解那边的情况。黄先生表示可以提供专业的市场调查服务。

A：What should I do if I want to steal a march on opening up a new market compared with my competitors in Brazil?

B：Before you implement your plans, you must have a profound knowledge of markets there.

A：But I can't inspect it personally.

B：You can entrust the study of the situation there to us.

A：Do you offer such a service?

B：Yes, and we have a worldwide network for doing the job.

A：If so, please investigate into the sales possibility of our products there.

B：You can rest assured of our ability,

A：We're looking forward to receiving your information.

B：We'll inform you of the situation in about a month.

A：That's great. Thank you.

A：假如我想比竞争对手抢先一步在巴西开辟新市场。我该怎么做？

B：在你实施计划之前，你必须深入了解那里的市场。

A：但我无法亲自视察那里。

B：你可以把研究的工作委托给我们。

A：你们提供这种服务吗？

B：是的，我们有一个全球性的网络来进行这种工作。

A：如果这样，请代为调查本公司产品在那的销售可能性。

B：你可以对我们的能力放心。

A：我们期待着你们的消息。

B：我们大约在一个月后会把情况告诉你们。

A：太好了，谢谢。




steal a march on比……抢先一步；占优



March指的是长距离的行军。通常军队是在白天行军，但是有时为了使军队提早赶到战场做准备，军官会命令士兵们夜间继续赶路，也就是“偷一段行军路程”。这么一来，军队便可以赢得时间，占据有利地形。当敌人来时，便可杀他个措手不及，使军队占上风。到后来，便用此成语形容人“占上风、有优势”。例如：Edward steals a march on this English oral test because he lived in New York for nearly ten years.（爱德华在这次的英语测验中占有优势，因为他曾经在纽约住了将近十年。）




杰克就本公司产品的情况就行了市场调查，并从顾客口中了解到了自己公司产品的不足之处。

A：Excuse me. I am from Sunshine Company. Here's my card. I would like to ask you a few questions.

B：What do you mean?

A：We are conducting a market research. We want to know how many people use the Sunshine detergent. This information will be used to plan the marketing policy so that no risks are involved in production. That is to say that our production will then be according to demand.

B：I see.

A：May I have your address?

B：Here it is my card. You can see it on this card.

A：Thank you. What detergent do you use?

B：I like the Cat brand.

A：May I know why you've chosen the Cat? The price is higher than the others on the market.

B：It washes clothes clean. I needn't soak them for too long, you know. But as I tell my husband, what I really like about the Cat brand is the smell. It is really very nice.

A：Have you tried the Sunshine detergent yet?

B：Yes, once. It washes quite clean. Nevertheless, I can't stand the smell.

A：So, the type of smell is important to you.

B：Yes. So long as your company's detergent has that smell, I shouldn't buy it.

A：I see. Here's a sample for you so that you'll be able to try our latest detergent on the market. Please try it. It smells quite different from our previous detergent; it dissolves readily in water and washes clothes very cleanly in the shortest time ever.

B：OK. Thank you.

A：Thank you for your time. Have a nice day.

A：你好，我来自阳光公司，这是我的名片。我想问您几个问题。

B：什么意思？

A：我们正在进行一项市场调查。我们想知道多少人在使用阳光洗涤剂。这条信息将用于计划我们的营销策略，以便在生产过程中不承担任何风险。也就是说，我们会根据需求来生产。

B：我知道了。

A：可以知道您的住址吗？

B：给你名片，在这上面。

A：谢谢，您使用哪种洗涤剂呢？

B：我喜欢猫牌的。

A：能告诉我您为什么选择猫牌吗？它的价格可是比市场上的其他同类商品要高。

B：它衣服洗得很干净。你知道，我不用浸泡衣服很长时间。但正像我曾对我丈夫说起的，我喜欢猫牌的真正原因是它的气味。气味真的不错。

A：您试过阳光牌的吗？

B：试过一次。它洗得很干净，但是我忍受不了那种气味。

A：如此看来洗涤剂的气味类型对您来说是很重要的。

B：是的。只要你们公司的洗涤剂有那种味道，我就不会买它。

A：我明白了。这是给您的样品，您可以试用一下我们投放市场的最新洗涤剂。请您试一下，这同我们以前的产品味道大不一样。它易溶于水，在最短时间里就可以将衣服洗得干干净净。

B：好的，谢谢。

A：占用了您的时间，谢谢您。祝您愉快。




risk n.冒险；保险额；危险v.冒……的危险risk的常用搭配有at all risk、at risk这两者的区别是：



at all risks无论冒什么危险



They would go to rescue the travelers at all risks.



不管有多大的危险，他们也要去营救旅客。



I decided to buy the stock at all risks.



无论冒什么风险，我都决定买这只股票。



at risk处于危险之中



In Mexico, the Chiapas sheep are at risk of disappearing.



在墨西哥，恰帕斯羊也濒临灭绝。



The workers under the earth are at risk.



地下的工人正处在危险之中。




2　销售渠道

你将听到的

商业意识

Good business sense, good knowledge of local market and sales channel.

建立渠道

To develop marketing of HK area, and set up sales channel.

无损现有渠道

We are not disrupting the distribution channel, we are helping to sell.

常规渠道

The most common channels of distribution are by wholesalers, retailers and agents or brokers.

正确渠道

I agree that a good marketing channel is important and indispensible to the success of exporting.

你也许会说

批发商

My wholesaler gives me a really good price.

代理商

Tens of thousands of travel agents also had to change their systems.

进口商

Online retailers are already among the biggest distributors of books.

职场心经

企业的销售渠道有很多种，采取何种销售方式与行业性质、企业规模、产品特性、销售成本、品牌战略相关。寻找供销渠道对于那些有固定客户或者供应商的商人来说问题不是很大，他们可以通过确定的渠道来交易他们的产品或者获取他们的原料。但是，对于那些刚刚开始业务的商人来说就是另一回事了。因此商人必须将他们的努力方向指向那些可能产生最佳结果的渠道。

商人要建立一个供销渠道还必须知道以下几方面的信息：文化环境与社会习惯；商业习惯与惯例；地理与通信情况；法律环境；经济条件；政治风险与政府政策。一旦找到了一个供应或者销售的目标渠道，商人就必须与潜在的客户或者供应商进行沟通以建立业务关系。一般来说，企业可以通过直销、店铺销售、代理经销商等方式来实现产品价值。

必备的词汇热身

●　craft
 [krɑ:ft]
 n.技术，手艺

●　yield
 [ji:ld]
 v.生产

●　grateful
 [ˈɡreitful]
 adj.感激的

●　decorative
 [ˈdekərətiv]
 adj.装饰的

●　retail
 [ˈri:teil]
 v.零售

●　balk
 [bɔ:k]
 v.停蹄不前，突然停止

●　indispensable
 [ˌindisˈpensəbl]
 adj.不可缺少的；绝对必要的

当谈到销售渠道的时候你会听到

Good business sense, good knowledge of local market and sales channel.

良好的商业意识，熟悉当地市场和销售渠道。

I carry the weight of
 developing the marketing of HK area, and set up sales channel on my shoulders
 .

我负责香港地区市场的开发，销售渠道的建立。


carry the weight of…on one's shoulders对某事承担责任，对某事负责



习语carry the weight of…on one's shoulders的字面意思是“将……的重量都担在自己的肩上”，表达的是“承担责任，对某事负责的意思”。例如：It's none of your business, I will carry the weight of the world on my shoulders.与你无关，我会对这件事负责的。



“承担”的其他表达方式还有：



turn one's hand to承担



She can turn her hand to all sorts of jobs.



她能承担各种工作。



be charged with承担



She was charged with the care of the old people.



她要承担照顾老人的责任。


My work is to develop independent and strong city cleaning sales channel in the region.

我的任务是发展独立的和强大的区域城市清洁设备销售渠道。

We are not disrupting the distribution channel, we are helping to sell.

我们没有破坏销售渠道，而是帮助他们销售产品。

Are there any new entrants, and what have they been up to in the past year?

是否有人改变游戏规则，新产品、新技术获新渠道？

The most common channels of distribution are by wholesalers, retailers and agents or brokers.

最通常的销售渠道是通过批发商、零售商和代理商或经纪人。

I agree that a good marketing channel is crucial
 and indispensable to the success of exporting.

我同意一条好的销售渠道对顺利出口是至关重要和必不可少的。


crucial，acute，pressing，critical和urgent都有急切的、至关重要的意思



crucial adj. of the greatest importance决定性的，极其重要的。是最常用词，指缺乏或需要极其重要的东西，或指紧急或危机状态达到某转折点。That was a crucial battle that would determine the outcome of the whole war.这是决定整个战局的关键性的一仗。



acute adj. of great importance or consequence; crucial严重的；关键的；紧迫的，迫切的；至关重要的或有重大后果的；决定性的。There is an acute lack of research funds.研究经费严重短缺。



pressing adj. demanding or needing urgent attention紧迫的，迫切的。指严重缺乏但没有那么急切。Pressing business matters prevented her from taking a nap.紧迫的业务使她无法小睡片刻。



critical adj. very serious, important, or dangerous非常重要的；至关重要的；十分危险的。指极其缺乏或指转折点。The elections will be critical for the country's future.选举对该国的未来至关重要。



urgent adj. very important and needing to be dealt with without delay紧急的；紧迫的；需迅速处理的。指接近危机。This order is not urgent.这件事不急切。


当谈到销售渠道的时候你会说

1．My wholesaler gives me a really good price.

我的批发商给了我很好的价钱。

2．The sourcing of wine from producers, importers, wholesalers and retailers.

了解葡萄酒生产商，进口商批发商和零售商。

3．The company bargained with the wholesalers over the price of the new product.

公司与批发商就这种新产品的价格进行洽谈。

4．Tens of thousands of travel agents also had to change their systems.

上万的代理商也不得不为此改革它们的系统。

5．We know nothing about the firm except for the fact that it is a commission agent.

除了它是佣金代理商之外，我对这家商行一无所知。

6．Being importers, we are in a competitive market, so we have to quote the very lowest prices.

身为进口商，我们都处于有竞争性的市场，因此我们得报给客户最低的价格。

7．Online retailers are already among the biggest distributors of books.

在线零售商已跃居为最大的图书经销商之一。

8．The retailer has assembled a team in Shanghai to examine the question.

这家零售商在上海组建了一支团队研究这个问题。

拓展学习看这里

批发商

A：What is your distributor?

你们的批发商处于什么位置？

B：Those are third-party customers coming into a showroom to buy from all over the world.

批发商是来自世界各地的第三方客户，他们会来到展示厅进行采购。

Some manufactures use middlemen such as wholesalers to move their merchandise to the consumer.

有些制造商通过批发商一类的中介，将他们的产品转到消费者手中。

A trader who becomes an authorized distributor of a product may soon find that he has agreed to
 conditions of sale that bind him hand and foot to the manufacturer.

一个商人如果成了某种产品的授权批发商，则他可能很快就会感觉到他所承诺的推销条件使他完全受制于该产品的制造商。


agree on, agree to与agree with的用法总结：



agree on在……方面取得一致意见



I'm sure that we will agree on this point.


我肯定我们会在这一点上达成共识的。


agree to答应，接受



We agree to accept your claim.


我方同意接受贵方的索赔。


agree with赞成



I agree with you that nothing could arouse his interest.



我也觉得这样，没有什么能引起他的兴趣。


进口商

A：An importer will always show the value of goods to be 5％-6％ more when they arrive than when they left the exporting country.

货物到港时，进口商总是按比离开出口国价格多5％-6％来出示货物价格。

B：European Union legislation now requires manufacturers and importers of electronic goods to collect and recycle their devices at the end of their lives.

欧盟的法律现在要求电子产品制造商和进口商在产品寿命期满时进行回收。

Retailers and importers have been instructed to recall these products and withhold them from sale.

零售商和进口商已经指示召回这些产品，并扣留他们出售。

If the importer requests, the communication of the grounds shall be in writing.

如进口商提出请求，则海关应以书面形式将其理由通知进口商。

To get such goods through customs, importers would have to buy permits to cover the greenhouse gases emitted during their manufacture.

购买这样的商品，进口商必须购买制造商品时排放的气体的配额。

零售商

A：With sales slow at virtually all retailers, experts say customers now have the upper hand.

随着所有零售商的销售量走低，专家们称顾客现在占了上风。

B：Expiry dates add a sense of urgency, which retailers are eager to foster.

产品期限增加了一种紧迫感，这是零售商所急于培养的。

Retailers and other business people are also to blame for using the festival to boost business.

零售商及其他商业人士也被指责利用节日推动商业发展。

Other retailers are giving consumers more wiggle room for returns instead of haggling over prices.

其它的零售商给予顾客在退货上而不是还价上更大的空间。

这个场景之下你能应付吗？

公司正在努力开辟新的市场，但马克认为在原先占领的市场趁热打铁十分重要，这一观点得到了约翰的支持。

A：We're tying to enter new markets in countries where we do not have a presence.

B：A well-known chain department store in America is willing to cooperate with us.

A：That's great! But it's not easy to compete in a new market abroad.

B：Don't worry. Our products have unique selling points and are already popular among American consumers.

A：Even so, it's not easy in my mind.

B：Right. We have to adapt ourselves to local cultures and customer expectations.

A：Do we need to plan to sell in Europe?

B：Not at the moment. We should now be more concerned about the Asian market.

A：But our business with that area has been growing steadily.

B：So we should strike while the iron's hot.

A：You are right. I back you up.

A：我们正努力在未涉足的国家开辟新市场。

B：一家美国知名的连锁百货商店愿意与我们合作。

A：太好了！不过在新的海外市场竞争并不容易。

B：别担心，我们的产品具有独特的卖点，并且为美国消费者熟知。

A：即便这样，在我看来这也绝对不容易。

B：没错，我们必须适应当地文化和消费者的期望。

A：我们是否需要筹划销往欧洲市场？

B：目前还不是时候，我们现在还是更应该关注亚洲市场。

A：但是我们与该地区的业务已处于稳步增长阶段。

B：所以我们才应该趁热打铁。

A：你说得对，我支持你。




I back you up.我支持你。



对方有了一个新的想法，你要支持他这么做，你可能回答他说“我支持你。”表达“我支持你。”大家都会想到说I support you.有没有更地道的说法呢？当然，那就是I back you up.这个表达更口语化一些。



搭配back up表示“支持；援助”，又比如：We need further facts to back up our statements.“我们需要进一步的事实来支持我们的说法。”




产品销售的过程中有一部分利润会被批发商赚走，吉尔认为这很不划算。于是他提议直接找零售商，这一提议得到了李先生的认可。

A：Let's discuss how to promote the sales of our new product now.

B：It's easy as stealing candy from a baby! Actually I have great confidence on this series, because it is more advanced in technology and more attractive in appearance than the similar products in this line. But I think we should plan our marketing strategy carefully. It's very important.

A：Yes, I agree. So let's start with our marketing options. Normally we find wholesalers to distribute our products and leave a make-up for them, typically around 20％ of the cost. The wholesalers deal with the logistics of the products and reports the sales figure to us on a regular basis.

B：Well, I think it's a big deduction from our margins. Why don't we try going straight to the retailers? It saves us a lot of distributing costs.

A：Yes, that's what I want to discuss with you. Direct distribution to retailers is really an economical way, but we should devote a great deal of time and energy to determining our retailers. You know, if we sold the products to someone with bad reputation or poor after-sales service, we would ruin our own reputation.

B：I happened to have some reliable retailers in hand. We can get in touch with them about the new proposal of the distribution.

A：现在我们讨论一下如何提升我们的新产品的销售。

B：这很简单。实际上，我对这个系列的产品非常有信心，因为比起市场上的同类产品来，它不仅技术领先，而且外观更加漂亮。但我觉得我们还要小心谨慎地采取营销策略，这很重要。

A：是的，我同意。那么我们先来看看我们有哪些营销方式可供选择。通常我们会让批发商来分销我们的产品，给他们留一部分利润补偿，一般来说是20％左右。批发商会处理商品的物流运输，并每隔一段时间向我们报告销售情况。

B：我认为这是从我们利润中分去了一大笔钱。为什么我们不直接面向零售商呢？这可省去不少分销的费用。

A：是的，这正是我想跟你讨论的。直接分销给零售商是一个很省钱的方法，但我们要花很多时间和下大力气去决定零售商的人选。你要知道，如果我们把产品分销给一个信誉差或售后服务不佳的零售商，等于自毁声誉呀。

B：我手头正好有一些信誉比较好的零售商。我们可以跟他们联系一下，商量分销的事。




steal candy from a baby（某件事情做起来比较容易）



steal candy from a baby大家一看就明白是“从婴儿那里哄糖吃”。其实这是个比喻，大家都知道，从婴儿那儿哄糖吃是件很容易的事情。所以它是用来比喻某件事情做起来比较容易。当某人感谢你为他做了什么事，或是你帮了他什么大忙之类的，你就可以用这句话回应他，然后加上一句不足挂齿，既能显示出你的能力，又能显示出你的谦虚。




3　准备展会

你将听到的

选择展位

You had better select a stand with high traffic flow.

展位大小

The size of the stand should be based on your products displayed and your budget.

展位格局

Ideally your stand should have more frontage than depth, for better traffic exposure.

设计基调

What theme should we adopt for our stand?

成功要素

Choosing a venue with an appropriate size is one of the crucial factors to success.

考场场地

No amount of literature can be as informative as a personal visit.

布展进度

How is the preparation for the fair?

你也许会说

展位布置

We should leave some room at the corner.

考虑因素

It is better to make sure that your display is culturally acceptable.

细节准备

We need to apply for the internet service.

职场心经

开展会之前，需要的手续、货物都要提前准备好。展品要先运到展出地，展台要提前预订，展架要规划好，以便到达展会时，不会手忙脚乱发现带错展品。展会过程中要和展览主办方以及客户沟通，争取让参展的作用最大化。

必备的词汇热身

●　item
 [ˈaitəm]
 n.项目

●　line
 [lain]
 n.行业

●　latest
 [ˈleitist]
 adj.最近的

●　design
 [diˈzain]
 n.设计

●　monthly
 [ˈmʌnθli]
 adj.每月的，每月一次的

●　layout
 [ˈleiaut]
 n.布局；设计；安排

●　from now on
 从此刻开始

当准备展会的时候你会听到


It is useful for
 you to select a stand with high traffic flow.

在人流密集的地方选择一个展位对你来说太有必要了。


It's for sb.和It's of sb.



for sb.常用于表示事物的特征特点，表示客观形式的形容词，如easy，hard，difficult，interesting，impossible等：



It's very hard for him to study two languages.


对他来说学两门外语是很难的。


of sb.的句型一般用表示人物的性格，品德，表示主观感情或态度的形容词，如good，kind，nice，clever，foolish，right。



It's very nice of you to help me.


你来帮助我，你真是太好了。

The size of the stand should be based on your products displayed and your budget.

展位的大小需要根据你所展出的产品和你的预算来确定。

Ideally your stand should have more frontage than depth, for better traffic exposure.

理想的情况是，你的展位的面宽应比深度更大一些，以便可以接触更多的参展人员。

What theme should we adopt for our stand?

我们的展台要采用什么主题呢？

Choosing a venue with an appropriate size is one of the crucial factors to success.

选择一个面积合适的场馆是成功的重要因素之一。

No amount of literature can be as informative as a personal visit.

在提供信息方面，任何文字记载也不如亲自考察更有效。

How is the agenda
 for the fair?

现在展销会的日程工作进展如何？


agenda议事日程



agenda原为拉丁语agendum 'thing to be done'（待办之事）的复数形式，但在现代英语中agenda通常被视为单数而以agendas作为其复数形式，用来表示“议事日程”或“待办事项表”。据说，这是由于英国哲学家和法学家边沁（Jeremy Bentham,1748-1832）的率先使用，才使agenda的这一用法得以广泛流行。



与agenda情况多少有些类似的是addenda（补遗）一词。该词原系拉丁文借用词addendum之复数形式，但现在一般也用作复数。


当准备展会的时候你会说

1．We should put the logo of our company at the very obvious place.

我们应该把公司的标识放在最显眼处。

2．We should leave some room at the corner.

我们应该在角落处留些空间。

3．We need to apply for the internet service.

我们需要申请互联网服务。

4．It is better to make sure that your display is culturally acceptable.

最好保证你们的展示是当地文化所能接受的。

5．Trade show display can be a great way to win new business, make new contract and introduce new product to the marketplace successfully.

展会的展示是一个很好的赢得新生意，签订新合同，向市场成功介绍新产品的途径。

6．Basic functions, such as exhibition, negotiation, consulting and resting and the factors to be well considered while designing a stand.

在设计一个展位的时候，要认真考虑诸如展览、谈判、咨询和休息这些基本方面。

7．How should we get people to come to our booth?

我们应该怎样吸引客户来摊位？

8．We will put the lights on this wall so that it looks softer for the eyes.

把灯装在这面墙上不会太刺眼。

9．We need to paint the wall of the booth in the color of bright blue to match our products.

我们要将展墙的颜色漆成明亮的蓝色，跟我们公司的产品特性相匹配。

10．I suggest you use some bright colors and material with good texture to build the booth.

我建议你采用一些亮色和质地好的材料来搭建展台。

11．The theme of your booth is mainly based on the orientation of your company.

你们展台的主题主要由你们公司的定位来决定。

12．You should have all the items clearly labeled with the stand number and company name.

你需要把所有的物品都清楚地标上展台的号码和公司名称。

拓展学习看这里

展位选择

A：It provides very easy, convenient access for show attendees, exhibitors and freight delivery.

对于参展人员、参展商和运货来说，这个位置都非常便利。

B：That's why I want to choose it.

这就是我为什么要选它的原因。

We had better start out with some place close to our target clients.

我们最好从离我们目标客户近的地方开始。

You need to establish how much space you require to display your products or services.

你需要知道你需要多少地方来展示你的产品和服务。

Choosing the venue that works best for your show involves many important considerations.

如果要选择最合适的展览场馆，你需要进行多方面的考虑。

Many factors must be considered prior to making the final decision about the exhibition venue.

在选出最终的展览场馆之前，必须要考虑许多因素。

布置展位

A：Today we need to make the display of the exhibition.

今天我们要布置展位。

B：Maybe I can offer you some help.

也许我能给你提供一些帮助。

I'm anxious about
 the hall decoration.

我担心的是大厅内的装潢布置。

We should make our exhibit booth stand out from the other.

我们应该把展位布置得与众不同。

We wish to make a unique display.

我们希望能把展位装修得独特些。


anxious about与anxious for的用法：



anxious about为……担心



Don't be over anxious about anything.



不用为任何事担心。



Mike is anxious about the result of the interview.


麦克正为面试的结果担心。


anxious for渴望



He is anxious for a chance to help her.


他非常希望能有机会帮她。


I am anxious for a new environment.


我渴望有一个新的环境。

这个场景之下你能应付吗？

公司上下都在为参展做准备，玛丽也不例外，她就广告问题进行了仔细的研究。

A：I talked to my supervisor. We'll run a full page one week before the exhibition, and once during it.

B：That's great. What day?

A：The show starts on Friday. We'll run the first ad on the Monday before.

B：Okay. What about the one during?

A：We'll run that one on Friday. It'll remind people that the show starts that day.

B：Don't forget to put in there that it runs all weekend.

A：Take it easy, I won't forget it.

B：Good. I trust you.

A：Thank you. I'll make everything in order then.

A：我和我的主管谈过了。我们会在商展前一周刊登全版面广告，展览期间再登一次广告。

B：太好了。哪一天呢？

A：商展在星期五开始，我们会在前一个星期一开始打广告。

B：好。那么展览期间的广告呢？

A：我们会在星期五刊登，这样可以提醒大家商展是在这天开始的。

B：别忘了注明展览持续到周末。

A：放心，我不会忘记的。

B：太好了，我信任你。

A：谢谢，我会让一切正常运转的。





在对展会的规定进行了了解之后，苏珊开始安排大家积极做好展会的准备工作。

A：Are there any show rules?

B：Yes, we should wear our badges at all times. Cameras or other photographic equipment may not be brought into the convention without the permission of show management.

A：Please paste up these posters on the walls in the surrounding hallways.

B：I will.

A：These are catalogues and pamphlets of our company's products. Please put them on the left side of the counter.

B：Yes. What else should we do?

A：Remember to give our customers your smiling face.

B：We sure we will.

A：展会有何规定吗？

B：是的，展览期间应随时佩戴证章。未经主办单位允许，不得将相机或其他摄影器材带入场内。

A：请你将这些海报贴在会场的四周。

B：好的。

A：这些是我们公司的产品目录和宣传品，请将它们放在柜台的左侧。

B：好的。还有什么要做的？

A：接待客户时要记得面带微笑。

B：那当然。




client，customer，shopper，patron和guest都有客人的意思，但它们之间却有细微的差别。



client n. a person who pays a professional person or organization for help and advice委托人，当事人，顾客。当你接受律师等职业人士的付费服务时，你就是client。The lawyer is serving a client.律师正在接待顾客。



customer n. someone who buys goods o services from a shop or business regularly顾客，customer通常指购买东西或服务的人。Most of our customers like our new product.我们的绝大多数顾客都喜欢我们的新产品。



shopper n. a person who is shopping到商店买东西的人，当你出去购物时，你就变成shopper了。The Silk Street is full of shoppers.秀水街挤满了购物者。



patron n. a person who uses a particular shop or hotel, especially regularly老顾客，老主顾。为正式用词。He was a patron for many of the renowned dancers of his times.当时的许多著名舞蹈家都得到过他的赞助。



guest n. a person who is in someone's home by invitation to stay for a short time or for a meal客人，宾客，guest通常指住旅馆的旅客。I'll phone you when our guests have left.我们的客人离开后，我就打电话给你。




4　展示样品

你将听到的

产品形状

What kind of shape do you have?

货物颜色

How many colors are available for this item?

材料质地

What's the material?

结实耐用

Why does it take longer to wear out than others?

突出优势

What are the strong points of your product?

你也许会说

产品介绍

These are the samples of our company's products.

提供赠品

These are gifts for customers, not for sale.

参考价格

This is the price list, but it serves as a guideline only.

顾客意见

Thanks for giving us ideas for our new design.

职场心经

客人来到展位最想了解的肯定是公司的产品，所以如何更好地将自己的产品介绍给客人是接待人员面临的一个难题。

不知道客人对产品的具体喜好时可以介绍自己最新，最好的产品。而如果知道了对方对产品的喜好就可以根据对方的兴趣为其介绍相关的产品了。

介绍的过程中要让客人了解产品的性能、质量、使用方法、与同类产品相比较的优势等，这样才可以引起客人的兴趣。在介绍过程中，要保持热情的态度、耐心的讲解以及优秀的专业素质。

必备的词汇热身

●　sample
 [ˈsɑ:mpl]
 n.样品

●　credit
 [ˈkredit]
 n.荣耀，名誉

●　respect
 [riˈspekt]
 v.尊敬

●　praise
 [preiz]
 n.赞扬

●　unreasonable
 [ˌʌnˈri:zənəbl]
 adj.不合理的

●　proper
 [ˈprɔpə]
 adj.合适的，恰当的

●　satisfactory
 [ˌsætisˈfæktəri]
 adj.满意的

当展示样品的时候你会听到

What kind of shape do you have?

有哪些形状呢？

How many colors are available for this item?

这件货品有多少种颜色？

What's the material?

它的材料是什么？

Why does it take longer to wear out than others?

为什么它比其他产品耐用呢？

What are the strong points of your product?

你们的产品有什么优点？

当展示样品的时候你会说

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

这是我们公司产品的样品。

2．These are gifts for customers, not for sale.

这些是给顾客的赠品，非卖品。

3．We will send free samples to our potential customers.

我们会给潜在客户寄免费样品。

4．This is the price list, but it serves as a guideline only.

这是价目表，仅供参考。

5．Thanks for giving us ideas for our new design.

感谢您给我们的新设计提供这么多构思。

6．Lower labor cost is one of the biggest selling points of this product.

较低的劳动力成本是这种产品的最大的卖点之一。

7．This product represents the development trend for the next decade.

这种产品代表今后10年的发展趋势。

8．Now I'd like to show the new features we've added to the latest model.

现在我想展示我们在这个最新型号上面加的一些新功能。

拓展学习看这里

介绍产品

A：May I take the liberty to introduce our goods to you?

我可以冒昧向您介绍一下我们的产品吗？

B：OK. I just want to get some information about it.

好的，在正想了解一下。

I guess you'd like to see a brand new product.

我相信您想看全新的产品。

Our products are carefully designed to insure full satisfaction of their users.

我们的产品是为了确保使用者满意而精心设计的。

This product combines
 many functions in one.

这种产品集多种功能于一身。


combine，join，associate，connect，couple，link和unite都可以表示将几个部分连接起来



combine v. to join two or more things together使联合起来。指使成为同一状态。The two parties have combined to form a government.两党已结合起来组成政府。



join v. to fix or connect two things to each other连接，结合。适用于实物的接触、连接或至少两个单独物体的结合，也适用于人的结合或联合（如形成一个群体）。Join the two ends of the rope together.把这绳子的两端系在一起。



associate v. to join or be connected with someone or something使联合，使结交，使参与，在头脑中把某人与物或他人联系在一起。He associates with some very strange people.他跟一些奇怪的人来往。


产品优势

A：In which way is your product better than the competitors'?

你们的产品优于其他竞争者的地方在哪儿？

B：One of the real pluses of this product is convenience.

这种产品的真正优点之一就是方便。

The quality is superior, yet the price is very reasonable.

我们的产品价廉物美。

If any trouble arises in the future, we can deal with it promptly.

无论将来有何种问题，我们都会提供快速的服务。

We'll provide regular maintenance checks for free of charge.

我们会免费提供定期保养检查。

It is a luxury item, just designed for the rich.

这个产品是一款奢侈品，专门为有钱人设计。


the rich这个用法涉及到语法点：用形容词表示类别和整体



某些形容词加上定冠词可以泛指一类人，与谓语动词的复数连接。如：the dead，the living，the rich，the poor，the blind，the hungry



The poor are losing hope.


穷人们在失去希望。


有关国家和民族的形容词加上定冠词指这个民族的整体，与动词的复数连用。



the British，the English，the French，the Chinese.



The English have wonderful sense of humor.



英国人很有幽默感。


这个场景之下你能应付吗？

客户来到展位前，朱迪热情地为其介绍商品，并用样品来增强自己介绍的说服力。

A：Morning, sir. Warmly welcome.

B：We'd like to have a look at the Chinese-made carpets, tapestries, blankets and so on. If the terms are favorable we'll place a trial order?

A：Shall we go there to have a look? This is a pure wool carpet and that one is of artificial wool, both made by our company. We use two ways to weave our carpets, machine-woven and hand-woven.

B：With different materials and ways of manufacture, the prices are surely quite different, right?

A：Certainly. The feature of the wool carpet is plain and tasteful in color. The design is classic and elegant. Look at this one! This style is unique and antique, and the material is soft and springy.

B：Would you show me some more tapestries?

A：All right. We produce various kinds of tapestries, such as pure wool and velvet. We can offer you rich patterns.

B：It's all good for trade.


A：早上好，先生，热烈欢迎您的到来。

B：我们想看一下中国产的地毯、挂毯与毛毯等。如果这些产品不错，我们将试购一些。

A：我们先来那边看看，好吗？这个是纯羊毛做的地毯，那是人造毛做的，都是我们公司生产的。我们使用两种方法编织地毯：机织与手工织。

B：原材料与生产工艺不同，价格应该不同吧？

A：当然了。全羊毛地毯的特点是色调素雅，地毯图案设计得非常精致。看这，风格古色古香，很具特色。其材料质地柔软，富有弹性。

B：可以让我看一下更多的挂毯吗？

A：好的。我们生产各种式样的挂毯，有纯羊毛的与天鹅绒的，我们还可以提供各种图案的挂毯。

B：好吧，就这样成交吧。




It's all good for trade.好吧，就这样成交吧。



单词“trade”作为名词是“交易，成交”的意思。在习语It's all good for trade.中trade取的就是“成交”的意思。但我们不能将该习语理解成“对成交有好处”，它的准确意思应该是“好吧，就这样成交吧。”



“就这么成交，就这么定了。”的其他表达方式还有：



Let's make it.


就这样定了。


If everything is OK, let's make it.



如果一切都没问题的话，我们就这样定了。



It's a deal.


就这样定了。


It's a deal. I'll send a person here soon.



就这么定了，我马上派人过来。




吴小姐之前给对方提供的样品对方仔细研究后发现了其中的问题，怀特女士找到吴小姐并告知了具体细节，吴小姐表示马上处理。

A：Excuse me, Miss Wu.

B：Yes, Ms White? How do you like our samples?

A：Our clients think your samples are almost acceptable. However, there are still some points that need to be improved.

B：Is that so? What is that?

A：You can see it from this file.

B：Well, it is unbelievable. Perhaps it is a problem of workmanship. We have a lot of things to do in order to meet the standard you require.

A：Our clients are waiting for the revised samples to fix the specification in the order.

B：All right then. We will inform you as soon as possible as the sample is ready.

A：打扰一下，吴小姐。

B：怀特女士，你觉得我方的样品如何？

A：先说最重要的，我方客户觉得你方的样品基本可以接受，然而仍然有几点需要改善。

B：是吗？什么方面？

A：你可以在这份文件中看出来。

B：啊，真是难以置信。可能是工艺的问题。为了达到你方的要求，我们会努力的。

A：我方客户正等着修订的样本以确定订购的规格。

B：那好吧，样本备妥后我会尽快通知你。

5　单页介绍

你将听到的

阅读材料

Let me read it now.

信息丰富

I think it offers much information.

功能强大

It's easy to get familiar with your products with the help of the brochures.

你也许会说

提供资料

We offer you with a catalog of the newest products for reference.

供货情况

We regret that the goods you inquire about are not available.

职场心经

产品单页因为直观、便利、详尽等优势，是销售人员必备的企业宣传方式。展会上没有宣传品或者宣传品比较大、很占展厅面积的参展商，可以通过产品的宣传手册或者宣传单页来展示产品，也可以采用投影、视频介绍的方法来展示自己的产品，缺点是展品不够集中、观众无法看到实物，但是它具有产品介绍种类比较全面、可以事先处理等优点。

必备的词汇热身

●　brochure
 [ˈbrəuʃuə]
 n.小册子

●　improve
 [imˈpru:v]
 v.增进

●　digit
 [ˈdidʒit]
 n.数字

●　corporation
 [ˌkɔ:pəˈreiʃən]
 n.公司

●　madcap
 [ˈmædkæp]
 adj.做事不管不顾的

●　service
 [ˈsə:vis]
 n.服务

●　assure
 [əˈʃuə]
 v.保证，担保

当提供单页的时候你会听到

Let me read it now.

我现在就看看。

I think it offers much information.

我想它提供的信息很丰富。

It's easy to get familiar with your products with the help of the brochures.

有了这些小册子的帮忙，很容易就能熟悉你们的产品了。

当提供单页的时候你会说

1．We offer you with a catalog of the newest products for reference.

我们送您一份最新系列的目录，以供参考。

2．I can give you a price list and a brochure of this series for reference.

我可以给您一份价目表和商品手册，以供参考。

3．Welcome to our exhibition counter. Here is our brochure.

欢迎来到我们的展台。这是我们的手册。

4．We make special introductions for it and here is our catalog.

我们有专门的介绍，这是产品册子。

5．We regret that the goods you inquire about are not available.

很遗憾，你们要求的货物目前无货。

6．We can even make porcelains as you demand, especially in style.

我们甚至可以按照你们的要求定做瓷器，尤其是在样式风格上。

7．We have sufficient supplies, you are welcome to purchase any time.

公司的产品货源充足，您可以随时购买。

8．These are all complimentary samples. You may have a look at any one of them.这些都是赠送的样品手册，请随便看看。

拓展学习看这里

提供资料

A：This is the brochure of our newest products.

这是最新产品的介绍手册。

B：Thank you for offering it to me.

谢谢你为我提供。

We have a pamphlet in English.

我们有英文的小册子。

Would you like a brochure?

您要一份产品小册子吗？

These are the relevant publicity materials.

这些是相关宣传资料。

资料的功能

A：This catalog shows most of our products.

这目录上列出了我们的大部分产品。

B：OK. Let me have a look first.

好的，我先看一看。

Here are our brochures and relevant publicity materials, which may help you to make a good decision.

这是我们的产品小册子和相关宣传资料，也许有助于您做出明智的决定。

Our company's contact information can be found in the brochure.

我们公司的联系方式可以在小册子里找到。

The recommended retail prices can be found on the price list. Here is the price list.

推荐零售价在价格单上，这是我们的价格单。

这个场景之下你能应付吗？

客户对目录中的一些商品很感兴趣，克拉克抓住机会向对方推销了起来。

A：Are you interested in our products?

B：Yes, I'm interested in some of the items in your catalogue, especially the typewriters. They look very professional.

A：Our typewriters are well-known in the world market.

B：Maybe they can find a good market in my area. Can you supply them now?

A：All the articles in the catalogue are available. We can offer them from stock.

B：But I'm just starting the business, I'm afraid I can't do much right now.

A：Why don't you place a trial order to sound out the market potential?

B：Yes, I was thinking the same thing.

A：Would you tell us the quantity you are likely to require?

B：Well, I'm not sure now. I'd still study them a bit further.

A：OK, go ahead.

B：I'll probably be able to let you know tomorrow afternoon at the latest.

A：Fine. I'll be expecting you tomorrow afternoon.

A：您对我们的产品感兴趣，对吗？

B：是的，我对您目录中的一些产品感兴趣，尤其是打印机，它们看上去很专业。

A：我们的打印机，在国际市场上很有名气。

B：在我们市场上也会有销路。现在你们能供货吗？

A：目录中所有商品都能供应，我们可以报现价。

B：我刚起步做这一行，恐怕眼下订不了多少。

A：为什么不先订购一笔试销一下，探探市场的潜力？

B：我也这么想。

A：能否告诉我们您需求的数量？

B：哦，我还拿不准，我还得进一步研究一下。

A：好吧。

B：我可能最晚在明天下午就能告知您。

A：好呀，我期待您明天下午到来。





由于给对方的目录比较旧，有的商品已经不再生产，所以彼得特意告知对方，以便对方进行选购。

A：Mr. Lee, thank you for the catalogues and brochures you offered me.

B：Don't mention it. Do you find them helpful?

A：Yes, of course. They are very informative. Now I think I have a better idea of your products.

B：Have you found anything particularly interesting？

A：Yes. Quite a few. Are they all available for export now?

B：Most of them are. However, the catalogues are a little bit outdated; they still include a couple of series that are already discontinued.

A：OK, thank you for letting me know. Anything else I should know?

B：Yeah. For a few of the series, we are already represented in North America market. For the rest, you may directly purchase from us.

A：Will you please let me know what are discontinued and what are represented?

B：Of course. Wait a minute, please.

A：李先生，感谢您给我的那些商品目录和小册子。

B：别客气。您认为它们有用吗？

A：当然有用。内容很全，现在我觉得我对你们的产品更了解了。

B：有什么令您特别感兴趣的吗？

A：是的，有好几种。现在这些产品都可供出口吗？

B：大部分可以。但是，因为这些目录有点旧，里面还包括一两种已经不再生产的。

A：噢，谢谢您告诉我。还有什么我应该知道的吗？

B：是的，有几种产品我们在北美市场已经有了代理。剩下的种类，你们可以直接从我处购买。

A：您能告诉我哪些是已经不生产的、哪些是被代理的产品吗？

B：当然可以，请稍等。


Chapter3　行军布阵，占领要津

■一、互利互惠

■二、我有我要求

■三、合作细节，面面俱到

■四、早发现早解决





一　互利互惠

1　询盘

你将听到的

感谢询价

Thank you for your inquiry.

最新报价单

Here are our latest price sheet.

优惠价格

If you give us your inquiry, we shall go very carefully into the price and try my best to put you on the best of the terms.

价格优惠

You'll see that our prices are most attractive.

你也许会说

表达兴趣

I'm interested in your hardware.

正式询价

Could you give us an idea about your price for CIF London?

了解价格

Could you give me an indication of the price?

职场心经

询盘是贸易的开始，也是贸易过程中十分重要的一个环节。买方在询价时应注意：

1．因询价就是向潜在的供应商探询交易条件，并不具约束力，因此，应该广泛询价，以了解市场行情。

2．询价的形式可采取发价目单、商品目录或直接询问都可。

3．如果你急于采购某种商品，询价不要太集中，以防暴露真实意图，对方趁机扛价。

必备的词汇热身

●　supply
 [səˈplai]
 v.提供，供应

●　actual
 [ˈæktʃuəl]
 adj.实际的，真实的

●　accurate
 [ˈækjurət]
 adj.精确地

●　quotation
 [kwəuˈteiʃən]
 n.估价，报价

●　difficult
 [ˈdifikəlt]
 adj.困难的

●　rough
 [rʌf]
 adj.大略的

当询盘的时候你会听到

Thank you for your inquiry.

谢谢你的询盘。

Here are our latest price sheet.

这是我们最新的报价单。

If you give us your inquiry, we shall go very carefully into the price and try my best to put you on the best of the terms.

如果你把询价给我们，我们愿把价格好好算一算，尽最大努力给你们最优惠的条件。

You'll see that our prices are most attractive.

你会发现我方的价格极有竞争力。

当询盘的时候你会说

1．Could you give us an idea about your price for CIF London?

您能给我们报一个伦敦到岸价吗？

2．When can I have your firm offer
 for CIF London?

我什么时候可以得到你们公司的伦敦到岸价的实盘？


firm offer表示的是“实盘”的意思，与之对应的是虚盘（nonfirm offer）。


3．I'm interested in your hardware
 .

我对你们的硬件感兴趣。


hardware表示的是“硬件”的意思，对应的software则表示“软件”。


4．Could you give me an indication of the price?

你们提出一个估计价格好吗？

5．Could you give us some idea about your price?

你们能介绍一下价格吗？

6．Another thing, all your prices are on a CIF basis. We'd rather you quoted us FOB prices.

还有一件事，你们的报价都是成本加运费保险费的到岸价格，我们希望你们能报船上交货价。

7．Please keep us informed of the latest quotation for the following items.

请随时告诉我们下列产品的最新报价。

8．We would appreciate receiving details about the commodities.

如能告知该商品的详细情况，我们将不胜感激。

9．Will you please show me your detailed offer?

给我看一下你们的详细报价好吗？

10．If we order this item in 5 days, may I get the same price as one of today?如果我们在5天之内订货的话，我们能得到和今天一样的价格吗？

11．May I have a price list with specifications？

能给我一份标注有多种规格的价格单吗？

拓展学习看这里

商品询盘

A：How much would you ask for this kind of computers?

你们对这种计算机的要价是多少？

B：We quote this article at $800 per M/T C&F.

我们对这一产品的报价是成本加运费为每吨800美元。

Please favor us with the lowest cash price for the goods.

请告知我们这些货物以现金支付的最低价格。

Are the prices on the list your firm offers?

单子上的价格是你们的实盘吗？

I wonder whether there is any change in your price list.

我想知道你们的价目表是否有变化。

Could you offer us FOB
 prices?

你能给我们报离岸价格吗？


FOB是free on board的缩写形式，表示“离岸价格；船上交货价格”的意思。


商品报盘

A：I'd like to have your lowest quotations, CIF Sydney.

我想请你们报送达悉尼的最低价。

B：This brochure lists indicative prices for all of our export articles.

这本小册子上列出了我方所有出口产品的参考价格。

Your inquiry is too vague to enable us to reply you.

你们的询盘太模糊了，因此我们无法答复。

We are prepared to give you a cost price
 .

我们准备给你们成本价。

We're willing to make you a firm offer at this price.

我们愿意以此价格向你报实盘。


cost price表示“成本价”


这个场景之下你能应付吗？

怀特小姐想要选购一些丝绸，吴先生想要获得对方的详细询盘以便报实盘给对方。

A：Good morning, my name is Wu Hao.

B：I'm Susan White, 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 silk.

A：May I have your specific inquiry? If you make an inquiry. We can offer you firm offer.

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 ware is sun proof.

A：Definitely so. It washes well too.

B：May I have a catalogue covering 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，我叫吴浩。

B：我叫苏珊·怀特，很高兴在这儿见到您。

A：我也非常高兴，您需要些什么？

B：我想选购些丝绸。

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的订货？

A：可以，但要看订货的数量。

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：能否给我一张丝绸织品的目录？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：请随地给我打电话。




CIF是Cost Insurance and Freight的缩写形式，表示“到岸价格”。




卖方对商品进行了简单的估价，但同时表示价格要以最后的确认为准。

A：We are interested in your computers. I think they will find a ready market in Asia. Here is a list of our requirements, for which I hope to have your lowest quotations, CIF Tianjin.

B：Thank you for your inquiry. Could you please tell us the quantity you require so that we can work out the offers?

A：I'll do that. Meanwhile, would you give me an indication of price?

B：Sure. Here are our FOB price lists. All prices in the lists are subject to our final confirmation. You can see the prices are reasonable.

A：What about the kick-back?

B：I think it will be better to discuss this when you place your order with us.

A：OK. Then I will put down the quantity for each item on the enquiry list. When do you think I can get your offer?

B：Tomorrow morning.

A：我们对你们的电脑感兴趣。我认为它在亚洲会很畅销。这是购货单，希望你们报最优惠的价格，成本加运费保险费到天津。

B：多谢你们询价。为了便于我们报价，你能告诉我们你所要的数量吗？

A：好的。同时，你可以给我一个估价吗？

B：当然。这是我们的装运港船上交货价的价格单，所有价格都要以我们的最后确认价格为准。您可以看到这些价格都是合理的。

A：那佣金呢？

B：我认为最好在你们跟我们下订单时，再讨论这个问题吧。

A：好的，我可以将每件货品的订货量写的询价单上。您认为我们什么时候可以得到报价？

B：明天早上。




kick-back佣金



Kick-back是一个合成词。kick在俚语中有“钱包”的意思。收回到钱包里的东西自然就是“佣金”了。例如：The salary is not high, but we can get 8％ kick-back of what we have sold out.薪水不多，但是我们可以拿到销售额百分之八的佣金。




2　还盘

你将听到的

互相妥协

We'll accept your price if you take the quantity we offered.

解释原因

The cost of production has risen a great deal recently.

出厂价

The prices we quoted are all ex-works.

最大让利

We can't do more than a 5％ reduction.

让利区间

We usually give a discount of 1％-3％.

你也许会说

要求降价

We'd like you to reduce your price.

申请折扣

We would expect a discount.

成交前提

Business depends on the rate of discount you can make.

职场心经

接盘人在接到发盘后，不能完全同意发盘的内容，为了进一步磋商交易，对发盘提出修改意见，用口头或书面形式表示出来，就构成还盘。还盘实质上是对发盘某种程度的拒绝，也是接盘人以发盘人地位所提出的新发盘。因此，一经还盘，原发盘即失效，新发盘取代它成为交易谈判的基础。

如果另一方对还盘内容不同意，还可以进行反还盘。还盘可以在双方之间反复进行，还盘的内容通常仅陈述需变更或增添的条件，对双方同意的交易条件毋须重复。在国际贸易中，往往经过多次的还盘、反还盘，才能最终达成协议。

必备的词汇热身

●　confirmation
 [ˌkɔnfəˈmeiʃən]
 n.确认

●　concrete
 [kənˈkri:t]
 adj.具体的

●　price list
 价目表

●　available
 [əˈveiləbl]
 adj.可得到的，可供应的

●　amend
 [əˈmend]
 v.修改

●　refer
 [riˈfə:]
 v.提供，关于

当还盘的时候你会听到

We'll accept your price if you take the quantity we offered.

如果你方接受我方的数量，我方就接受你方的价格。

The cost of production has risen a great deal recently.

近来生产成本涨了很多。

The prices we quoted are all ex-works.

我方的报价都是出厂价。

We can't do more than a 5％ reduction.

我们降价不能多于5％。

We usually give a discount of 1％-3％.

我们通常给1％到3％的折扣。

当还盘的时候你会说

1．We'd like you to reduce your price.

希望你方能降低价格。

2．Your price is more than we expected.

你们的报价比我们想象的要高得多。

3．Our counteroffer is well founded.

我方的还盘是有根据的。

4．I suggest that you reconsider your price once more.

希望你方能重新考虑一下价格。

5．You should keep the price at around $40.

你方应该使价格维持在40美元左右。

6．We would expect a discount.

我们希望能打折。

7．We'd like you to bring down your price by 10％.

希望你方能降价10％。

8．2％ discount is a low rate.

2％的折扣太低了。

9．I think the discount should be at least 4％.

我认为折扣不能少于4％。

10．Since you can't give me a 5％ discount, we might call off the deal as well.

你方既然不能给5％的折扣，那我们这笔生意就做不成了。


call off the deal的意思是指“取消交易”，同样的意思也可以用cancel the deal来表示。


11．Business depends on the rate of discount you can make.

这笔业务取决于你方能提供的折扣率。

拓展学习看这里

请求降价

A：Your price is really high.

你的价格实在太高了。

B：We've come a long way to meet you.


我已经做了很大的让步。

Can you reduce the price?

你能不能便宜一点儿？

I want a 20％ discount.

我要这个价码的8折。

They look rather steep.

这些价格看起来很不合理。

How much can you bring the price down?

你还能便宜多少？


come a long way to meet you在这里可不是真说走了很长的路去见某人，而是指“为达到某种目的做了很大的努力，做出了很大的让步”。


拒绝降价

A：We are already selling at cost.

我们已经是以成本价在卖了。

B：What is your bottom line
 ?

你们的底线是多少？

The price is quite reasonable.

这个价格已经相当合理了。

I can't give you a reduction like that!

我不能给你这种折扣！

We did the best that we could give you a low price.

我们已经尽力给了你们一个较低的价格。

I am afraid that there is no room to negotiate the price.

价格恐怕没有商议的余地了。


bottom line表示“底线”的意思，类似的表达有base line。


这个场景之下你能应付吗？

对方感觉产品的价格太高，要求降低价格。但是降价幅度是自己所无法接受的，所以陈先生提议双方折中一下。

A：We are interested in your washing machines. Can you give me your latest price list?

B：Certainly. Here is the list. Please have a look.

A：I'm afraid the price you offer is on the high side.

B：Could you make a counter-offer?

A：I should say a reduction of 10 percent at least.

B：We can't do more than 5 percent reduction.

A：How about meeting half-way?

B：Let's go back to discuss it. And we will give you an answer tomorrow.

A：我们对贵方的洗衣机感兴趣，能给我看看最新的价目表吗？

B：当然了，这是报价单。您看看吧。

A：恐怕你们价钱太高了。

B：那你给个还价吧。

A：我认为至少要降10％。

B：我们不能降那么多，5％吧。

A：折中，怎么样？

B：让我们回去商量商量，明天给你答复！




on the high side字面意思是“在高的地方”，价格维持在高位自然也就是说“价格比较高”了。




双方在价格上存在着巨大的差异，刘先生要求的降价幅度让布朗先生很为难，他表示需要回去请示老板。

A：Good morning, Mr. Brown. How good to see you again!

B：It's good to see you, too, Mr. Liu.

A：Now, let's come to the point. We'd like to increase our original order to 100 sets.

B：That's very good. Here are our price lists.

A：I must say that your price is much higher than some of the quotations we have received from elsewhere.

B：That may be possible. But everyone in the computer trade knows that our machines are of top quality and incorporate the most advanced technology.

A：If we are to place an order with you I think a discount of 10％ would be sufficient.

B：10％? Oh, no! You can't expect us to make such a large reduction.

A：In that case, there is no need for further discussions.

B：Let's not be hasty. Perhaps it's unwise for either of us to insist on his own price.

A：Well, what's your suggestions?

B：I propose a reduction of 6％.

A：That is hardly half way, Mr. Brown. Let's both make a further concession, how about 6％?

B：You certainly drive a hard bargain. I need to ask my boss about it, and then I can give you a respond.

A：OK. I am waiting for it.

A：早上好，布朗先生，很高兴再次见到你。

B：见到你我也很高兴，刘先生。

A：我们言归正传吧，我们想将原来的订购增加到100台。

B：好呀！这是我们的价格表。

A：我得说你们的价格要高于我们从别处收到的一些报价。

B：这有可能，但在计算机行业，每个人都知道我们的机器有着一流的质量，并且具备了最先进的技术。

A：如果我们要向你们订货，我认为10％的折扣就够了。

B：10％的折扣？噢，这不行！你不要指望我们给这么大的折扣。

A：如果那样，就没有必要讨论下去了。

B：我们不要着急。任何一方坚持自己的价格也许都是不明智的。

A：那么你有什么建议。

B：我提议降低到6％。

A：这还没达到妥协，布朗先生。我们双方做进一步的让步，6％怎样。

B：你真会讨价还价。我回去请示一下我们老板吧，然后给你答复。

A：好的，我等你的好消息。




come to the point的字面意思是说“回到点上”，讨论的话题回到重点上，也就是我们所说的“言归正传”的意思了。




3　订货

你将听到的

确认订单

We are pleased to confirm your order which we have accepted on the terms agreed.

寄送文件

We are pleased to confirm our acceptance as shown in the enclosed Sales Note.

订单减少

We've noticed that your orders have been falling off lately, haven't they?

慎重对待

We thank you for giving us a trial order and promise that your order will be dealt with promptly and carefully.

表达决心

Your order is receiving our immediate attention, and you can depend on us to effect delivery within your time limit.

高效发货

It'll get there about a week after we receive your order form.

你也许会说

订购商品

We take pleasure in placing an order with you for the following items.

合作前景

We hope this trial order will lead to further business with you.

请求确认

We would like you to immediately send us your acknowledgement of this order.

职场心经

数量条款是外贸合作的基本内容之一，它规定了交货的数量和使用的计算单位。常用的计量方法和计量单位有：

1．按重量：克、公斤、公吨、长吨、短吨、磅；

2．按个数：件、双、套、打；

3．按长度：米、英尺、码；

4．按面积：平方米、平方英尺、平方码；

5．按体积：立方米、立方英尺、立方码；

6．按容积：公升、加仑、夸脱。

需要注意的是世界各国的度量衡制式是不同的，在国际贸易中，通常采用公制、英制、美制和国际标准计量组织在公制基础上颁布的国际单位制。

必备的词汇热身

●　cost
 [kɔst]
 n.成本

●　refundable
 [riˈfʌndəbl]
 adj.可付还的

●　order
 [ˈɔ:də]
 n.订单

●　place
 [pleis]
 v.发出（订单）

●　require
 [riˈkwaiə]
 v.要求，需要，请求

●　free of charge
 免费

●　have to
 必须

当订货的时候你会听到

We are pleased to confirm your order which we have accepted on the terms agreed.

我们很高兴确认贵方订单，并已接受协议条件。

We are pleased to confirm our acceptance as shown in the enclosed Sales Note.

我们非常高兴地确认，请见附件中的售货单。

We've noticed that your orders have been falling off
 lately, haven't they?

我们发现贵公司的订单逐渐减少，不是吗？


fall off表示的是“减少，降低”的意思。


We thank you for giving us a trial order and promise that your order will be dealt with promptly and carefully.

感谢贵方发来试订单，我们保证迅速而慎重地处理你们的订货。

Your order is receiving our immediate attention, and you can depend on us to effect delivery within your time limit
 .

我们正在认真地经办贵方的订单，您完全可信赖我们能在您规定的期限内交货。


time limit表示的是“时限，期限”的意思。生意场上时间就是金钱，所以严格守时十分重要。


It'll get there about a week after we receive your order form.

我们收到订单后大约一个星期货就会到。

当订货的时候你会说

1．We are glad to give you an order for the following items on the understanding that they will be supplied from current stock at the prices named.

鉴于能按所订价格供应现货，我们高兴的订购下列各项商品。

2．Thinking that your price is reasonable and quality acceptable, we decide to order the following items.

考虑到贵方价格合理，质量也可接受，我方决定订购下列货物。

3．We take pleasure in placing an order with you for the following items.

我们高兴的向你们订购如下商品。

4．You can be sure that this trial order may lead to further and larger transactions between us.

贵方可确信，这张试订单将引导我们进行更多更大的交易。

5．We hope this trial order will lead to
 further business with you.

希望此次试订将带来进一步交易。


lead to表示“导致；通向”


6．As this is a trial order, we trust you will attend to it with special care.

我们相信会得到贵方特别办理。

7．We trust that you will give this order your prompt and careful attention.

我们相信，贵公司对此次订购能给予认真及时的办理。

8．We would like you to immediately send us your acknowledgement of this order.

我们想让你们立即给我们发来该订单的确认书。

9．Please kindly acknowledge this order and confirm that you will be able to deliver as stipulated.

请确认订单并保证按期交货。

10．I'm ready to place an order with you, but only one condition is that the goods are confined to Canada.

我准备向你们订货，但唯一的条件是，货只限卖给加拿大。

11．What we can order from you are silk goods now.

现在我们能向你们订购的只有丝织品。

12．We'll send you our completed order form by fax quantity?

我们今天会把全部订单传给您。

拓展学习看这里

少量订购

A：We decide to place a trial order with you.

我们决定向您发试购单。

B：I am glad to hear that.

听到这个消息我很高兴。

We intend to book a trial order with you.

我们想向你方试订一批货。

We'd like to place a small order for the new varieties.

我们想少量订购些新产品。

We would like to place a trial order for 200 dozen to test the water.

我们想试订200打，看看市场的反馈。

We are thinking of placing an order.

我们正在考虑订货。

良好开端

A：We'll submit further orders if this one is completed to our satisfaction.

如果这次订单完成情况令我们满意，我方将继续订单。

B：Take it easy. I am sure you won't regret to do
 it.

放心，你不会后悔的。

We hope that this will be the first of many orders we will be placing with you.

希望这将是我方向贵方大量订购的第一份订单。

If the quality of your products is satisfactory, we may place regular orders.

如果你们产品的质量使我们满意，我们将不断订货。


regret to do表示“后悔做某事”，而regret doing sth.则表示“后悔做了某事”。


这个场景之下你能应付吗？

客户在简单了解了产品之后立刻就被吸引了，他表示可以进行试销。

A：Do you export leather shoes?

B：Yes. It's one of our main exports.

A：Do you have a catalog or something?

B：Sure. Here you are. It'll give you a rough idea of what we can export. You'll surely find something you are interested in.

A：Your new style leather shoes look attractive. There may be a market for this item at my end.

B：Our products are well received wherever they go. Why not place a trial order. I'm sure our products will go down well in your market.

A：OK. I'd like to give your products a try.

A：你们出口皮鞋吗？

B：是的，那是我们主要的出口商品之一。

A：你们有没有目录什么的？

B：有的，请看。这些目录会使您对我们出口的产品有个大概的了解。肯定有些商品会使您感兴趣的。

A：你们新款皮鞋看上去挺有吸引力的，也许在我们那边有销路。

B：我们的产品无论到哪里都深受欢迎。为什么不先订购一批试销一下。我确信我们的产品会在你们市场上走俏的。

A：好吧，我愿意试销你们的产品。




a rough idea在此处表示“一个大致的概念”例如：Then perhaps you can give me a rough idea of the amount needed?那么您也许能告诉我一个大概的需求数量吧？




客户急需这批货物，在商议了价格和订货数量后，对方正式下单。

A：I'm really glad that you can meet with me today to discuss the details of your order.

B：We need those items urgently. I thought if I met with you face-to-face, it would expedite the process.

A：Well, which model do you want to order? And how many pieces are you ordering?

B：Well, we want six hundred pairs of the S-236K speakers. The price you quoted me before was ninety U.S. dollars.

A：Yes, that's correct.

B：Would it be possible for you to lower the price a little if we ordered nine hundred speakers?

A：Only if you ordered two thousand. And then the unit price is eighty-six U.S. dollars.

B：Done. We also need two hundred pairs of your S-258K speakers.

A：OK. There are seventy U.S. dollars each, for a total of fourteen thousand dollars.

B：So, the total order comes to one hundred and eighty-six thousand.

A：That's correct.

A：真高兴你今天可以和我见面讨论你们订单的细节。

B：我们急需这些产品，我想如果我们能面对面谈的话，进度会快一点。

A：那么，你们要定哪一型号，还有你们打算定多少件？

B：我们要600组S-236K型的扬声器。之前你跟我报的价是90美元。

A：是的，没错。

B：如果我们订900组扬声器，你们有没有可能把价格再低一点？

A：除非你们订2000组。那么每组的订单是86美元。

B：就这么说定了。我们还需要200组S-258K扬声器。

A：好的，这些扬声器每组70美元，总共1.4万美元。

B：所以，订单总额是……18.6万美元。

A：没错。




face-to-face表示“面对面”，还可以取消中间的连字符，表示为face to face。例如：



Many respondents complain of the lack of face-to-face contact with their leaders.


许多受访者抱怨称，自己缺少与领导者进行当面沟通的机会。



4　缺货

你将听到的

询问库存情况

Don't you have any in stock?

处理方案

How do you want to deal with it then?

再次供应

When can it be available again?

你也许会说

库存不足

We are expecting some new stock tomorrow.

解决办法

We shall be glad to let you know by telephone as soon as it arrives.

拒绝订购

While thank you for your order, we have to explain that supplies of raw materials are becoming more and more difficult to obtain, and we have no alternative but to decline your order.

职场心经

如果对方订购的商品因缺货而无法供应时，应及时向对方说明，并告知对方具体原因，询问对方是否愿意订购别的商品。如果对方有兴趣的话，可将类似的且具备同样品质的商品介绍给对方。如果对方表示没有兴趣，就只好拒绝单方的订单了。

必备的词汇热身

●　consignment
 [kənˈsainmənt]
 n.货物

●　spare parts
 零件

●　entire
 [inˈtaiə]
 adj.全部的

●　process
 [ˈprəuses]
 n.过程

●　supervision
 [ˌsju:pəˈviʒən]
 n.管理，监督

●　shortage
 [ˈʃɔ:tidʒ]
 n.短缺

●　original
 [əˈridʒənəl]
 adj.原先的

当库存不足的时候你会听到

Don't you have any in stock?

你们没有库存吗？

How do you want to deal with it then?

那你们准备怎么处理呢？

When can it be available again?

什么时候能再次供应？

当库存不足的时候你会说

1．We are expecting some new stock tomorrow.

估计明天我们有新货到。

2．The supply of the goods at present is very tight.

目前该货紧缺。

3．Hmm, we plan to supply half of your order on condition that we cut our supply to another customer.

嗯，我们打算削减另一客户的订货，向您提供订单上一半的货物。

4．We shall be glad to let you know by telephone as soon as it arrives.

货一到我们就会电话通知你。

5．We haven't got that in stock at the moment, but we could order it for you.

我们目前没有货，不过我们可以为您订购。

6．I am sorry, we just filled a
 very large order
 that cleared us out of stock.

很抱歉，我们刚完成了一批很大的订单，库存量都清空了。


fill a order表示“完成订单”，而执行订单则是carry on a order。


7．The former series are in stock while stocks of the latter have been sold out.

您所订的前一种型号有库存，但后一种已卖完。

8．Our stock is running low since orders keep rushing in. Please place your orders at once.

由于订单源源而来，存货即将售完，订购请从速。

9．It will be at least two weeks before they are available again. You know we have many back orders.

至少两周后才能有货。您知道，我们积压了很多订单。

10．While thank you for your order, we have to explain that supplies of raw materials are becoming more and more difficult to obtain, and we have no alternative but to decline your order.

谢谢您的订购。同时，我们不得不解释，我们的原料越来越难以供应，我们别无选择只有回绝您的订单。

11．The chief difficulty in accepting your orders now is the heavy backlog
 of commitments. But you may rest assured that as soon as we are able to accept new orders, we shall give priority of preference to yours.

现在接受贵方订单的首要困难是我们积压了大量未交付的订单。但您放心一旦我们有能力接受订单，我们将优先考虑您的。


backlog在此处是名词，表示“大量积压的工作”。


12．Unfortunately, the goods you required are exhausted owing to the recent rush of orders.

不幸的是，由于最近大量的订单涌入，您所要求的货物已经售罄。

拓展学习看这里

库存不足

A：We're sorry that the said goods are not available from stock.

很抱歉所述货物没有库存。

B：I'm sorry to hear that.

听到这个消息我很遗憾。

The goods ordered are now out of stock.

所订货物暂无库存。

We don't have any in stock right now.

那些货物我们现在没有库存。

We've sold out of those.

这种商品已经卖完了。

I am afraid we aren't able to supply as much as you require.

你们要求的数量，我们恐怕无法满足。

Thank you for your inquiry, but the goods is now out of stock.

谢谢您的询问，可是现在库存无货。

拒绝订单

A：Owing to the lack of raw materials, the factory has to entertaining new orders.

由于原材料缺乏，厂房被迫停止接受新的订单。

B：That's so terrible.

这太糟糕了。

As some items under order are beyond business scope
 , we can only accept your order partially.

由于贵方有些商品超出了我方的经营范围，我方只能部分地接受贵方订单。

Owing to heavy commitments, we are not in a position to accept all your orders.

由于大量承约，我们不能接受贵方全部订货。

Owing to heavy commitments, many orders haven't been met; we can only accept orders for August shipment.

由于大量承约，许多客户的订货尚未得到满足，因此我们目前只能接受8月份装运的订单。


beyond the scope表示“超出了范围”
 。

这个场景之下你能应付吗？

由于原材料供应不足，无法满足生产，从而导致缺货，所以程先生不得不拒绝了对方的订货。

A：Have you received our order?

B：Yes. But we're sorry that that kind of goods is not available from stock.

A：It is not so urgent. Could you deliver them at the end of this month?

B：While thank you for your order, we have to explain that the supplies of raw materials are difficult to obtain and we have no choice but to decline your order.

A：Oh, thank you. I have to ask other manufacturers.

B：It's regrettable. But I hope we will have the chance of cooperation in future.

A：Me too.

A：你们收到我们的订单了吗？

B：是的。但是很抱歉，这种货物我们现在没有存货。

A：我们不是很着急，你们能在这个月底交货吗？

B：非常感谢你的订单。但由于原材供应不足，我们不得不拒绝你们的订货。

A：哦，谢谢。我得找其他厂商问问。

B：非常遗憾。我希望我们将来能有合作的机会。

A：我也是。




decline the order表示“拒绝订单”的意思，同样的意思还可以表示为reject the order。




由于红茶过于畅销，所以缺货无法供应。但周先生向客户推荐了自己公司的绿茶，并表示这也一样会很受欢迎。

A：We've received your order for 40 tons of black tea, but we're sorry to say that it's not available for prompt shipment, as we are out of stock now.

B：Oh, I'm sorry to hear that. Then, when can we expect to have the goods?

A：Well, it is hard to say. You know, our black tea has received a warm welcome in the world for its good quality and reasonable price. Demand always exceeds supply. Though we have tried our best to speed up the production, it still can not meet the increasing demand. If you're in urgent need of the goods, I'd like to recommend you our green tea. But I have to point out that even our green tea is limited in supply.

B：But your black tea is familiar to our clients. As to the green tea, can you promise that it can sell well in our market?

A：No, I can't. But I don't think you need to worry about that. In recent years, our green tea has been introduced to many other countries in Europe and has found a ready market there. So, I'm sure it will also do well there.

B：I hope so. But I'm still not sure of it.

A：Well, here is our sample. If you are satisfied with it, you can place a trial order with us. Once we have new stock of black tea, we will let you know as soon as possible.

B：Thank you.

A：我们已经收到了你们40吨红茶的订单，可是非常抱歉，由于缺货我们无法马上供应。

B：哦，太遗憾了。我们什么时候可以得到货物呢？

A：这很难说呀，你知道我们的红茶以其优良的品质和合理的价格在世界市场上很受欢迎，需求总是大大地超过供应。尽管我们已经想尽办法加快生产，可是依然赶不上日益增长的需求。可我们的客户正急需此货。如果你急着要货，我想推荐你们试订我们的绿茶。但我得说，就是绿茶，我们的供应数量也是有限的。

B：可是，你们的红茶对我们的客户来说，已经是很熟悉的了。对于绿茶，你怎能保证它在我们市场的销路呢？

A：我虽然不能向你保证什么，但是我认为你没有必要担心这一点。近一两年来，我们的绿茶在欧洲的许多国家打开了销路，所以我想它一定能在你方市场上站得住脚的。

B：但愿如此，可是我还是不能确认。

A：这是我们的绿茶样品。如果合适的话，你可以试订一批。一有红茶新货，我们将第一时间通知你。

B：好的，谢谢。




a warm welcome表示“热烈欢迎”的意思，形容的是受欢迎的程度。



speed up是指“加速，使加快”的意思，后面往往接速度，生产等名词。




二　我有我要求

1　货物质量

你将听到的

质量下降

There has been a debasement of quality since last year.

质量超群

Your goods are all far above standard quality.

关注质量

If the quality proves to be satisfactory, there is no question of further order.

改进质量

You should improve the quality of your products.

你也许会说

严把质量关

Almost every process is computerized.

享有高品质

There won't be any problem with the quality.

提高质量

We've improved the quality of our machines.

职场心经

在谈判的过程中要将商品质量的标准尽量具体化、细节化，通常质量是以下列方法的其中一种或几种来表示的：

1．市场上商品的等级；

2．品牌；

3．商业上常用的标准；

4．物理或化学的规格；

5．性能的规格；

6．样品。

谈判时双方必须对商品的质量达成互相同意的质量标准，以避免日后的纠纷或法律诉讼。对于瑕疵品或仓储运输过程中损坏的商品，在谈判时也应说清由谁来负责。

必备的词汇热身

●　main
 [mein]
 adj.主要的

●　popular
 [ˈpɔpjulə]
 adj.受大家欢迎的；流行的

●　produce
 [prəuˈdju:s]
 v.制造，生产

●　export
 [ikˈspɔ:t]
 v.输出

●　recommend
 [ˌrekəˈmend]
 v.推荐

●　quality
 [ˈkwɔləti]
 n.品质

●　waterproof
 [ˈwɔ:təpru:f]
 adj.防水的

当谈论货物质量的时候你会听到

There has been a debasement of quality since last year.

从去年到现在，质量已大幅下滑。

Your goods are all far above standard quality.

你们的产品质量远超出检验标准。

If the quality proves to be satisfactory, there is no question of further order.


如果质量能够令人满意，肯定要续订。


further order表示的是“再次订购，续订”。


You should improve the quality of your products.

你方应该改进产品的质量。

当谈论货物质量的时候你会说

1．Almost every process is computerized.

几乎每一道工艺都是由电脑控制的。

2．All products have to pass strict inspection
 before they go out.

所有产品出厂前必须要经过严格检查。


pass the inspection表示“通过检查”的意思，货物出厂之前必须严格检查，这既是对顾客负责，也是对工厂的信誉负责。


3．There won't be any problem with the quality.

不会有质量问题的。

4．We put great stress on the quality of products.

我们严把产品的质量关。

5．The quality of our products is suitable for the world market.

我们的产品质量适合国际市场。

6．We are responsible for replacing the defective goods.

我们包换质量不合格的产品。

7．Our product is of better quality though the price is a little higher.

虽然我们的商品价格偏高，但是质量很好。

8．We've improved the quality of our machines.

我们已经改进了机器的质量。

9．One of the reasons for our good quality is that inspection system is the best of its kind.

我们的产品质量良好的原因之一是我们的质量检验系统是最先进的。

10．We won't sacrifice quality for quick profits.

我们不会为了短期利益而牺牲质量。

11．Our products are well known for their fine quality.

我们的货物质量上乘，众所周知。

12．We are very proud of our quality-control system. Our standards are very high.

我们对自己的质量控制系统感到非常自豪。我们的标准非常高。

拓展学习看这里

严格把关

A：All products have to go through five checks in the whole process.

所有产品在整个生产过程中得通过5道质量检查关。

B：No wonder your product is so nice.

难怪你们的产品那么好。

We believe that quality is the soul of an enterprise.

我们认为质量是一个企业的灵魂。

We always put quality as the first consideration.

我们总是把质量放在第一位来考虑。

品质一流

A：No one can match us so far as
 quality is concerned.

就质量而言，没有任何厂家能和我们相比。

B：Yes, our clients are all satisfied with it.

是的，我们的客户对此都非常满意。

Our commodity has always come up to the international standard.

我们的商品一贯符合国际标准。

The quality conforms in every respect to your requirements.

这种质量在各方面都符合你们的要求。

The goods have enjoyed world renown for their excellent quality.

这种货物质量上乘，世界驰名。


so far as表示的意思是“就……而言，在……的范围之内”


这个场景之下你能应付吗？

汪先生通过对优良的质量检验体系以及严格的质量管理机制的介绍，说法了客户对公司的产品充满信心。

A：How can I be sure your products are of superior quality, as you promised?

B：One of the reasons for our good quality products is because of our quality inspection system, which is the best of its kind.

A：But a quality inspection system does not mean that each unit will always be up to standard.

B：We have trained analysts to do a quality analysis at the end of each process when we make the product. Quality affects the selling. We do not want to skate on thin ice.

A：Your salesman also told me that each worker is trained to do quality analysis. Can you tell me a little about that?

B：That's right. We provide quality analysis training as part of the training for all new workers, plus a week of further training every year.

A：If so, I think I can trust you.

A：我怎能确定你们的产品和你承诺的一样—拥有最高品质？

B：我们的产品品质好，原因之一是我们有最优良的质量检验系统。

A：但是优良的质量检验系统并不表示每项产品都会达到标准啊。

B：在产品制造的过程中，每完成一个部分，我们都有受过训练的分析师专门做质量分析。质量影响着产品的销售，我们可不想铤而走险。

A：你们的业务员也跟我提过，每个工人都受过质量分析训练。你能不能谈谈这一点？

B：是的，我们所有新近人员的训练课程中，都包括质量分析的训练，之后每年还有一星期的进一步训练。

A：如果是那样的话，我想我可以信任你们了。




skate on thin ice的意思是“在薄薄的一层冰上滑行”，这自然是非常危险了，所以慢慢地就被人用来表示“铤而走险；如履薄冰”的意思了，汉语里也有类似的说法。如果强调非常危险，也可以在thin前面加上very加以强调。




新产品的质量让客户十分满意，对方在看过喜欢的最新设计后询问新设计是否也具有相同的高品质。

A：Would you like to tell me more about your new products?

B：Of course. You can feel these samples. They are not only beautiful and bright but also more durable than others.

A：Could you tell me why?

B：We spend a lot of money to make sure that our quality is much better. All the raw material is selected carefully to be used as the yarn after a special process.

A：I am very glad to hear this, but I have no relish for its design.

B：Could you please tell me in detail?

A：The patterns with flowers are not popular with Americans.

B：Here are our latest designs. You can choose what you like.

A：These designs are lovely. We want to know if these ones have such high quality as those ones have.

B：Of course.

A：你能否关于你们的新产品再多谈一些？

B：当然。你来摸摸看这些样品吧，它们不仅图案漂亮、色泽鲜艳，而且比其他产品更耐用。

A：能告诉我为什么吗？

B：我们投入了大笔财力就是要保证我们的品质胜人一筹。我们所有产品的原料都是经过精心挑选的，并经过特殊处理。

A：我很高兴听到这个，但是我不喜欢它的图案。

B：你能否讲得详细点？

A：美国人不太喜欢有花的图案。

B：这有一些最新的设计，你可以选择你喜欢的。

A：这些图案比较可爱，我们很想知道这些是否也有相同的高品质。

B：当然啦。




not only…but also表示“不仅……而且”，是包含了所述的所有内容。



have no relish for表示“对……没有兴趣”，其中relish可以用interest来替换




2　包装方式

你将听到的

包装类型

What kind of packaging do you like?

选外包装

What about the outer packing?

包装易碎品

How are you going to pack the glasses?

内包装

Do you mark the bar codes on the inner packing?

你也许会说

包装方法

This order shall be packed in cartons with polythene tops.

包装安全

We always try to ensure that the boxes are safe in long-distance transport.

包装费用

Packing charge is about 5％ of the total cost of the goods.

职场心经

包装包括运输包装（即外包装或大包装）和销售包装（即内包装或小包装），这些都是为了保护商品的品质完好和数量完整而采取的措施。具体来说，运输包装不仅要起到能防止货物运输途中受损的作用，同时也应具备装卸方便、贮存和防盗的功能。

包装问题在对外贸易中十分重要，许多纠纷都是因为包装不当造成的。因此，一方面我们得加强包装质量；另一方面，在订立相关包装条款时，要注意以下两点：一是包装材料和方式，如木箱装、纸箱装、麻袋装等，并根据需要加注尺寸、商品重量或数量、加固条件等；二是运输标志，按国际惯例，一般由卖方设计确定，也可由买方决定。但在签约时，进口单位必须提出明确的要求和责任，以减少运输过程中不必要的损失。

必备的词汇热身

●　blister
 [ˈblistə]
 n.真空

●　packing
 [ˈpækiŋ]
 n.包装

●　mould
 [məuld]
 n.模子

●　label
 [ˈleibl]
 n.标签

●　material
 [məˈtiəriəl]
 n.原料，资料

●　infalmmable
 [inˈflæməbl]
 adj.易燃的

●　non-toxic
 [nɔnˈtɔksik]
 adj.无毒的

●　window box
 可看到内容的盒子

●　stuck on
 粘上

当包装货物的时候你会听到

What kind of packaging do you like?

你喜欢什么样的包装？

What about the outer packing
 ?

外包装是什么样的呢？


outer packing是指“外包装”，也可以说是“运输包装”；对应inner packing（内包装，也常被说成销售包装）。


How are you going to pack the glasses?

你们将如何包装这些玻璃杯？

Do you mark the bar codes on the inner packing?

你们在内包装上标上条形码吗？

当包装货物的时候你会说

1．Do you have any other questions or demands regarding packing?

您还有其他有关包装的问题和要求吗？

2．This order shall be packed in cartons with polythene tops.

这批货将用面上有透明塑料薄膜的纸盒装。

3．We always try to ensure that the boxes are safe in long-distance transport.

我们总要确保箱子在长途运输中不会破损。

4．Outside the cases, we have taken measures
 to reinforce them by plastic straps.

在箱子外面，我们已经采取措施用塑料绳加固。


take measures表示“采取措施”，adopt measures也能表示同样的意思。


5．For better results, we now use plastic bags instead of paper ones. This not only gives better protection but adds to the attraction of the goods.

为了取得更好的效果，我们把纸袋改为塑料袋。这样不但保护性能更好，而且使商品更有吸引力。

6．We have especially reinforced our packing in order to minimize the extent of any possible damage to the goods.

我们已经特意加固包装，以便使货物遭到损坏的可能程度减小到最低。

7．The most we can do is to assure you that the packing will be seaworthy, but we can't commit ourselves to anything beyond that.

我们所能做到的是保证包装将适合海运，但除此以外的任何事情我们不能承担责任。

8．Without good and attractive packing, the buyers ignore your products or even refuse to have a look at them even if they are of best quality.

没有高质量、吸引人的包装，顾客就不会注意到你的产品，甚至会拒绝看上一眼，即使质量是最好的。

9．By using cartons, the weight of the cargo can be reduced and the transportation expenses can also be saved; besides, packing fees
 need not to be calculated separately.用纸箱可以减轻重量，节省运费；包装费也不用另外计算。


packing fees表示“包装费用”，费用问题也是包装过程中不可回避的一个问题，合适的包装不仅要美观实用，而且还要价格合理。


10．All these boxes should be lined with shockproof cardboard from inside and reinforced with straps from outside.

这些盒子都需要内衬防震板，外加加固条。

11．Packing charge is about 5％ of the total cost of the goods.

包装费用大约占货物总成本的5％。

拓展学习看这里

包装要求

A：Please make sure to use shockproof packing.

请务必用防震包装。

B：OK. We will also strengthen them with plastic straps.

好的，我们还会用塑料绳加固。

Can we ask you to put a country of origin mark on each container?

能否请您在每个包装箱上都印上原产国标志呢？

The goods are to be packed in wooden cases containing 20 dozen each.

货物用木箱包装，每箱装20打。

The packaging must be seaworthy and strong enough to stand
 rough handling.

包装必须适合海运，足够牢固，经得住野蛮搬运。


stand在此处是“承受”的意思，相当于bear或者endure。


包装费用

A：The charges of packing are usually borne by buyers.

包装的费用通常由买方负担。

B：I'm afraid I can't agree with you on this matter.

恐怕在这件事上我不能同意你的观点。

Packing charge is already included in the price.

包装费用已包含在价格中。

I must make it clear that for different materials, expenses will be different.

我得说清楚，使用不同的包装材料，包装费用就会不同。

We could use wooden cases for packing if you insist. This kind of packing costs more.

如果你们坚持，我们可以使用木箱。这种包装费用高。

这个场景之下你能应付吗？

为了确保商品在运输过程中的安全，刘易斯先生就包装的事宜一一与对方进行了详细的讨论。

A：Shall we talk about packing now?

B：All right. The normal packing is ten dozens per carton.

A：Carton? Could you use wooden cases instead?

B：Why?

A：Since it is transshipment, the packing must be strong enough to stand rough handling. I'm afraid cartons are not strong enough, and they are not moistureresistant.

B：Don't worry. It's not fragile goods. The cartons lined with foam plastics are water-proof. Besides, the carriers are professional enough to know how to handle with care.

A：Be sure to use special cartons provided by carriers and strengthen them with double straps. I do not want to chance my arm.

B：Anything else?

A：Yes, don't mark brand name to prevent theft.

A：我们现在可以谈谈包装吗？

B：好的，通常的包装是10打装一个纸箱。

A：纸箱？能用木箱吗？

B：为什么？

A：因为是转运，包装必须牢固，能承受粗鲁的装卸。恐怕纸箱不够结实，而且不防潮。

B：别担心，货物不是易碎品。纸箱内衬有塑料泡沫，能够防水。而且，承运人很专业，他们知道应该怎么小心处理。

A：一定要用运输公司提供的特殊纸箱，并且用双条带加固，我可不想冒险。

B：还有别的要求吗？

A：是的，请不要标注商标名，以防被盗。




chance one's arm冒险



15世纪时，爱尔兰的两个家族奥默（Ormond）和基尔代尔（Kildare）长期为敌。1942年，他们之间又发生了一场世仇之斗，奥默伯爵因不敌对方，便带领着家族躲进了圣派崔克大教堂（St. Partrick's Cathedral）做最后的抵抗。将教堂团团围住的基尔代尔家族，突然觉得这场冲突毫无意义，于是当中的菲茨杰拉伯爵便隔着门对奥默家族喊话，希望能停止打斗，双方互相议和。



为了证明自己的诚意，菲茨杰拉伯爵将门打了一个洞，冒着生命危险将自己的手伸进去。这个举动使奥默家族非常感动，纷纷上前热烈地握住他的手，两家族之间的世仇也就此结束。



因此，“以自己的手臂冒险”一误也就用来形容（尽管可能失败）仍冒险一试。例如：If you want to succeed, you have to chance your arm.（如果您想要成功，就必须冒险。）




吉尔就商品的内包装提出了自己的建议，对方欣然接受并表示愿意承担增加的费用。双方就此达成协议后对外包装问题也就行了探讨。

A：I have some suggestions on the packing.

B：What are they?

A：A hole should be made on top of the cardboard box. Customers can see the product clearly through the hole; they don't have to take it out.

B：That's a good idea. I really hope that improving the package of the goods can promote the sale of our products.

A：And a picture of it should be printed on top of the cardboard box.

B：Yes, packing like this will be more attractive. Thank you for your recommendation on improving the packing.

A：But this kind of packing costs more. Our prices are quoted excluding the packing improvement.

B：It doesn't matter. The packing improvement expenses should be on our account.

A：That's quite fair. The product should be put in a plastic wrapper. One in each, and then packed in a cardboard box. How many products should be packed in an export carton?

B：Twenty of them make a carton, standard export cartons.

A：Don't you think that wood case is all right?

B：Cartons are comparatively light, and therefore easy to handle.

A：You should make sure that the cartons are quite seaworthy too.

B：No problem.

A：关于包装我也有一些建议。

B：什么建议？

A：在纸盒的上部做一个孔，顾客从孔中就能清楚地看到产品，而不用把它拿出来。

B：好主意，我真希望包装的改进能促进产品的销售。

A：盒子上应该印一个实物图片。

B：是的，这样包装就更吸引人了。谢谢您对改进包装提出的建议。

A：但这种包装成本要高些，我们的报价不包括改进包装。

B：没关系，改进包装的费用记在我们的账上好了。

A：这很好，产品放在塑料袋内，一个塑料袋放一件产品，然后再放进纸盒中，一个出口纸箱放多少件产品？

B：20件商品装一箱，标准出口纸箱。

A：木箱行吗？

B：纸箱比较轻，容易搬动。

A：一定得保证纸箱能适应海上运输。

B：没问题。

3　装运方式

你将听到的

运输方式

Today let's discuss the mode of transportation of the steel we ordered.

海运的优势

Transport by sea is the most important mode of transportation in the world today.

空运的好处

I think air transportation is the best way to make sure the goods to arrive at the destination safely and promptly.

联运手续

The way of combined transport has complicated formalities.

双方受益

It is simpler and cheaper for both of us to arrange multimodal combined transport.

你也许会说

货运选择

We'd better have a brief talk about the loading port.

权衡利弊

It will cause a lot of problems in our transportation.

职场心经

货物运输谈判涉及买卖双方的责任义务划分，运输方式、装运时间、运输数量、运输费用、运输起运地和到运地等问题。现代国际物流中，仍以海洋运输为主，主要适用于大宗货物的运输，费用相对低廉。航空运输速度快，主要用于易碎品和贵重物品的运输，费用相对较高。新型的多式联运方式，速度相对快，运费相对低廉，但风险相对较大。

必备的词汇热身

●　safety
 [ˈseifti]
 n.安全

●　minimum
 [ˈminiməm]
 adj.最低的

●　include
 [inˈklu:d]
 v.包含

●　dozen
 [ˈdʌzən]
 n打

●　bottom
 [ˈbɔtəm]
 n.底

●　no better than
 不比……更好

当讨论装运方式的时候你会听到

Today let's discuss the mode of transportation of the steel we ordered.

今天我们就谈谈关于钢材的运输方式吧。

Transport by sea is the most important mode of transportation in the world today.

海运是目前世界上最重要的一种运输方式。

I think air transportation is the best way to make sure the goods to arrive at the destination safely and promptly.

我认为空运是最好的方法，能保证货物安全快速地抵达目的地。

The way of combined transport has complicated formalities.

联运方式有复杂的手续要办。

It is simpler and cheaper for both of us to arrange multimodal combined transport.

安排联运对我们双方都既简单又经济。

当讨论装运方式的时候你会说

1．We'd better have a brief talk about the loading port.


我们最好能就装运港问题简短地谈一谈。


loading port表示“装运港”，装运港的选择应该以方便装运为前提。


2．It will cause a lot of problems in our transportation.

这将给我们的运输带来很多问题。

3．The transportation fare is not decided by us, but by the airplane company.

运输费并不是由我方决定的，而是由航空公司说了算。

4．We would suffer a loss in this transaction if we agreed to the air transportation.

如果我们做这笔生意用空运的话，就得亏损了。

5．If you agree to ship these goods by sea, I can get you a low charge on transportation.

如果你愿意用海运的话，我们倒可以帮你拿到较低的折扣。

6．As air freight is much more closely than sea freight and we want to save as much money as possible, we will want the shipment by sea.

因为空运要比海运贵得多，而且我们想要尽可能地省钱，所以我们想用海运的方式。

7．If you insist on
 transporting the goods by air, I am afraid we have to raise the price on a CIF basis.

如果你坚持用空运的话，我们恐怕得提高到岸价的报价了。


insist on表示“坚持”的意思，其后接doing sth.


8．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。

拓展学习看这里

物流运输

A：It's essential to choose the right means of transportation.

选择合适的运输方式很重要。

B：Yes. To ensure faster delivery, you are asked to forward the order by air freight.

是的，为了确保迅速交货，我方要求此订货用空运。

Today let's discuss the mode of transportation of the products we ordered.

今天我们谈谈关于我方订购货物的运输方式吧。

Generally speaking, it's cheaper but slower to ship goods by sea than by rail
 .

总的来说，海运比铁路运输更便宜，但速度慢一些。

It's faster but more expensive to ship goods by air.

空运较快但运费较高。


by rail是指“火车装运”，其等同于by train
 。

中途转运

A：We have to make transshipment because there is no suitable loading port in the producing country.

在生产国找不到合适的装运港，我们不得不转船。

B：Don't you think it is troublesome to transship the goods?

您不认为转船太麻烦了吗？

We understand tramps are still available.

我知道，不定期货船还是有的。

In case of transshipment, we have to pay extra transportation charges.

货物如果转运，我们得多付运费。

As direct steamers to your port are fewer, we have to ship via Hong Kong more often than not.

因为到你港的直达船很少，我们多半得从香港转船。

这个场景之下你能应付吗？

由于是季节性商品，交货及时十分重要，所以交易双方都在努力寻求能够满足双方利益的装运方式。

A：I'd like to talk about the shipment then, OK?

B：That's good. Would you tell me your shipment of the goods?

A：We usually ship the goods by regular lines.

B：Could you consider prompt shipment for this set of commodity?

A：No, I'm afraid it's difficult for us to do so, because we cannot get all the goods from our manufacturers soon.

B：When is he exact deadline of the loading period?

A：In order to make it easier for us to get the goods, we hope that partial shipment will be allowed.

B：The goods we ordered are seasonal goods. So I hope it will be better to ship them all at one time.

A：I am very sorry for we can't ship them all at one time, because it happens that there is no direct steamer from here to your port in these two months. I was informed by our Shipping Department yesterday that liner space for Sydney up to the end of next month has been fully booked. I'm afraid we can do very little about it.

B：We know tramps are still available.

B：Yes, but tramps are scarce. I am not sure whether there would be enough tonnage to make a full cargo, even if a tramp could be obtained.

A：Have you thought of transshipment?

W：Yes, but transshipment adds to the expenses, risks of damage and sometimes may delay arrival because there is also a shortage of transshipment space for Sydney.

A：Of course we prefer direct shipment, but if you can't get hold of a direct vessel, we may agree to have the goods transshipped. You know, good quality and competitive price would mean nothing if goods could not be put on the market on time.

B：What you say is fully right, we can understand this, and we'll find out the situation about the connecting steamer right away.

A：接下来我想讨论下一个装运问题，您看可以吗？

B：好的，您能告诉我你方运输这批货的方式吗？

A：我方通常采用班轮运输。

B：对这批货你方能考虑即期运输吗？

A：恐怕很难办到，因为我方不能很快从厂家那儿得到全部货物。

B：到底什么时候装船？

A：为了准备好货物装运，我方希望允许分批装运。

B：我方订购的是季节性商品，因此一次性装运较好。

A：很抱歉我方无法一次装运，因为不巧这两个月没有从这里开往你方港口的直达货轮。昨天我方的装运部通知我下个月底开往悉尼的班轮船位已经全部订满，恐怕我方无能为力。

B：据我方了解，不定期货轮还是有的。

A：是的，不过很少。即使有这样一艘不定期货轮，我方也不敢担保是否有足够的吨位装运全部货物。

B：你有没有想过转船？

A：想过，但转船会增加费用而且有损坏的风险。因为到悉尼的转船舱位短缺，可能延误抵达。

B：当然，我方愿意直运，但若你方找不到直达船，我方同意转船。你知道，尽管质量优良，价格低廉，若货物不能准时投放市场，那一切都是枉然。

A：你说得完全正确，我方能理解。我方将立即了解转船的情况。




seasonal goods指的是“季节性商品”，这类商品交货时间尤其应该得到保证。



be fully booked表示“订满了”。




由于急需一部分商品，所以周先生要求对方先空运交付一半，剩余的不是很急的部分则用海运方式进行运输。

A：Hello, is that Mr. Zhou?

B：Yes, speaking.

A：Hi, this is Jack Green calling.

B：Good morning, Mr. Green. What can I do for you?

A：I'm calling to find out how would you like your order of products, by air or by sea?

B：We need part of that order by next week, so we would like to do a partial air shipment.

A：How much of it do you want shipped by air?

B：We'd like to ship half the order by air and the rest by sea.

A：Okay. Do you want us to use our freight forwarding agent?

B：Actually, we've got a freight forwarder over there. I'll fax you their contact information.

A：All right. We can deliver that half to your agent tomorrow morning.

B：That would be great.

A：I'm not sure what the shipping schedule will be for the sea freight.

B：No hurry. We're not in a big rush for the second half of the order.

A：All right. I'll let you know the shipping details later and I'll send you the shipping documents as soon as I get them.

B：Very good. We'll be expecting to hear from you. And thanks for calling.

A：你好，请问是周先生吗？

B：是的，我是。

A：嗨，我是杰克·格林。

B：早上好，格林先生。我能帮你做什么吗？

A：我想请教一下你要如何运送你订购的货物，空运还是海运？

B：我们下个星期就要一部分的订货，所以我们想先空运一部分。

A：您想要空运多少数量呢？

B：一半用空运，剩下一半用海运。

A：好的。你要用我们公司的货运代理商吗？

B：事实上，我们这边自己有货运公司。我会把他们的联络资料传真给你。

A：好的，我们明早可以出一半的货给你们的代理商。

B：那样很好。

A：我不确定海运的时间表。

B：不急，另一半的订单我们不是很急。

A：好的，我稍后再通知你运货细节，我一拿到出货文件就马上给你。

B：很好，我们等你的消息。谢谢你的来电。




in a rush表示“很着急”，用法类似与in a hurry。



hear from sb.字面意思是“听到某人说话”，它实际表达的意思是“接某人的电话”。




4　装运期限

你将听到的

表达顾虑

I am terribly worried about late shipment.

谈论转运期限

Shall we have a talk on the date of shipment this afternoon?

请求加速装运

The order is so urgently required that we must ask you to expedite shipment.

最后期限

If the goods are not shipped in March, we will be compelled to purchase elsewhere and may have to cancel our order.

赶上销售季节

Shipment should be made before October, otherwise we are not able to catch the season.

更换运输方式

To ensure faster delivery, you are requested to forward the above order by air freight.

你也许会说

马上发货

We will arrange the shipment as soon as we receive your L/C.

推迟发货

I am sorry to tell you that we are unable to give you a definite date of shipment for the time being.

追赶进度

In order to ship your order, we have speeded up the production.

职场心经

贸易双方经过谈判，对装运期限进行规定后，卖方应该严格按照规定执行装运工作，不要因为耽误装运而给双方带来麻烦和损失。实在因为某些特殊原因而无法安排按时装运的情况下应与对方做好沟通工作，双方共同商议，争取将损失降到最低。

必备的词汇热身

●　partner
 [ˈpɑ:tnə]
 n.合作者

●　command
 [kəˈmɑ:nd]
 v.命令

●　await
 [əˈweit]
 v.等待

●　keen
 [ki:n]
 adj.感兴趣的

●　exchange
 [iksˈtʃeindʒ]
 v.退换，交换

●　schedule
 [ˈtʃədju:əl]
 v.将……列表，将……列入计划表

●　edit
 [ˈedit]
 v.修改

●　meet the deadline
 按期完成

当谈论转运期限的时候你会听到

I am terribly worried about late shipment.

我非常担心货物迟交。

Shall we have a talk on the date of shipment this afternoon?

咱们今天下午是不是谈谈装运期的问题？

The order is so urgently required that we must ask you to expedite shipment.

贵公司所购之物，因迫切需要，故请贵方加速装运。

If the goods are not shipped in March, we will be compelled to purchase elsewhere and may have to cancel our order.

如果三月份不发货的话，我们就不得不向别处购买，可能取消在这里的订单。

Shipment should be made before October, otherwise we are not able to catch the season.

10月底前必须交货，否则就赶不上季节了。

To ensure faster delivery, you are requested to forward the above order by air freight.

为保证更快交货，我方要求对上述订单的货用航空发运。

当谈论转运期限的时候你会说

1．We will arrange the shipment as soon as we receive your L/C.

一旦收到你方信用证，我方将安排装船。

2．We will be able to complete the delivery by the end of June and would appreciate it if you could wait till then.

我方将于6月底完成交货。如果贵方能等到那时，将不胜感激。

3．We have packed and been ready for shipment.

我方已包装好正待装船。

4．We can guarantee delivery before July 20.

我们保证7月20日之前一定可以交货。

5．Owing to the unforeseen difficulties on the part of our manufacturer, we regret being unable to ship the goods within the time limit of your credit.

由于制造商遇到了不可预见的困难，我们抱歉无法按信用证规定的日期装船。

6．I am sorry to tell you that we are unable to give you a definite date
 of shipment for the time being.

很抱歉我们现在还无法告诉您确切的装运日期。


a definite date表示“确切的日期”


7．In order to ship your order, we have speeded up the production.

为了及时装运你方所订购的货物，我们已加快了生产速度。

拓展学习看这里

装运时间

A：When is the earliest we can expect shipment?

最早什么时候可以装运呢？

B：The first lot will be delivered by June.

第一批货6月份发出。

How long does it usually take you to make delivery?

你们通常要多久才能交货？

Is there any way to make earlier shipment?

有没有办法可以提前装运？

Is it possible to effect shipment during September？

能否在9月份装运？

Could you advance the date of shipment?

你们能不能提前一点儿装运呢？

无法提前发货

A：Our manufacturers are fully committed at the moments. I am afraid it is very difficult to make it earlier.

我们的厂商眼前很忙碌。再要提前恐怕很难。

B：But shipment by the middle of October will be too late for us.

但十月中旬交货太晚了。

I am sorry we can not effect shipment in March.

很抱歉，三月份我们不能给你们装船。

We are unable to avoid a delay in shipment of about two months owing to a great demand on shipping lately.

由于近来舱位紧，推迟约两个月装船是不能避免的。

I am sorry we can't promise delivery earlier than December.

很抱歉，我们不能保证早于12月份发货。

If nothing can be done about it, the goods can only be shipped in September.

如果没有办法，那只好等9月份装船。

这个场景之下你能应付吗？

由于工厂不断有新的订单，所以无法将交货时间提前，马先生向对方进行了解释并对无法满足对方的要求表示歉意。

A：Is it possible to effect shipment during March?

B：I don't think we can.

A：Then when is the earliest time we can expect shipment?

B：By mid-April I think.

A：It's too late. You see, May is the season for this commodity in our market, and our customs formalities are rather complicated.

B：I understand. We check up on their production schedule against our orders almost every day. As new orders keep coming in, they have a race against the clock and are working three shifts to step up production. I'm sorry but we simply cannot commit ourselves beyond what the production schedule can fulfill.

A：货物是否可能在3月交货？

B：我看不行。

A：那么最早什么时候可以交货呢？

B：我想要到4月中旬。

A：那太迟了。你知道，在我们那儿5月是这个商品的上市季节，另外我们海关手续相当复杂。

B：我明白。我们几乎每天根据订单核对他们的生产进度。由于接连不断收到新的订单，他们现在争分夺秒，一天三班倒来加快生产。很抱歉，我们实在不能承诺超出生产计划所能完成的限度。




a race against the clock和时间赛跑，争分夺秒



A race against the clock的字面意思是“和时间进行比赛”，后被引申为“和时间赛跑，争分夺秒，在时间来不及之前快速完成某项任务”。例如：It was a race against the clock to rescue more wounded people under the collapsed building before the coming aftershock.要抢时间赶在余震到来之前救出更多的被压在废墟中的伤员。



该习语中的clock也可用time替换，习语含义不变。




为了第一次交易能够圆满达成，贸易双方尽了自己全部的努力来满足达成交易的所有条件。

A：Then we come to the next problem-shipment. For such a big order, we propose to have the goods dispatched by sea.

B：No problem, we'll deliver the consignment in three months, that is, by August 10th.

A：Could you deliver it a bit earlier? How about July 20th?

B：I'd like to deliver earlier, but I can't give you a check which I know will bounce.

A：We are scheduled to have a large exhibition in Paris on August 25th. The commodity must therefore be shipped before August; otherwise we won't be in time for the exhibition.

B：I can understand your position. But, to tell you the truth, our factories are heavily committed at the moment, and many clients are in urgent need of our products.

A：Mr. Wang, a timely delivery means a lot to us. Could you persuade your producer to deliver the goods earlier?

B：Because this is the first transaction, I wish we could make a deal. I'll get in touch with the producer and put the screw on them, ask them to try their best to advance the shipment to the end of July. Perhaps some other orders will be canceled. We'll keep you informed.

A：That's extremely thoughtful of you. I'm looking forward to receiving your favorable reply. Finally I have a request about delivery.

B：Go ahead, please.

A：I suggest that you ship the goods by a steamer of Convenience Company. The main reason is that their steamers offer the shortest time for the journey between China and France.

B：OK. No problem. We will go all out into this business.

A：接下来我们讨论一下装运问题，数量如此多的货物，我们建议走海运。

B：好的，我们在三个月内，也就是8月10日交货。

A：你能不能早一点交？比如说，7月20日？

B：我愿意早点交货，但是，我不能说空话。

A：我们8月25日在巴黎有个大型博览会，因此这批货物必须在8月前装运，否则我们就赶不上博览会了啊！

B：我理解你的处境，但是，说实话，我们工厂目前的生产任务已经排满，许多客户都急需我们的产品。

A：王先生，及时交货对我们来说意义重大。你能劝说工厂尽早交货吗？

B：因为这是我们的第一次交易，我希望可以成交，我跟工厂联系一下，对他们施加一些压力，让他们尽量在7月末发货，也许有些订单取消了。有消息马上告诉你。

A：你太好了，期待你的好消息。最后，关于交货事宜我还有一个请求。

B：请说吧。

A：我建议你使用约便捷公司的货轮，因为该公司可提供往来于中国与法国之间的最短时间的货轮。

B：行，没问题，我们一定会全力以赴投入这项工作的。




put the screw on施加压力



Screw是17世纪时苏格兰的一种刑具，又称作thumbscrew或是thumbskins（拇指夹）。这个刑具形似老虎钳，上面有可拴紧放松的螺丝，行刑时，会将螺丝逐步拴紧以向犯人逼供，犯人的手一受到压迫的痛苦，便会在忍受不住时坦承罪行。这个成语的意义也由此而来。后被广泛应用，多被用来表示“施加压力”。例如：Beth's mother puts the screw on her and hopes she can get married before 30.贝丝的母亲对她施加压力，希望她在30岁以前结婚。




三　合作细节，面面俱到

1　资信情况

你将听到的

提供信息

Please refer to the following bank for our credit standing.

放款限额

What line of credit have you extended to the company?

咨询信息

We are looking forward to obtaining information relative to the company's moral and responsibility.

了解情况

We should be glad if you would send us the names and addresses of your bankers.

索要资料

It is our practice to ask all new customers for reference and we will be glad if you kindly send these.

信息保密

Any information you give to us will be held in strict confidence.

你也许会说

提供资信情况

The company affairs are in good shape.

有待深入调查

We do not know much about this firm to give satisfactory answers to your inquiry.

信息保密

The above information is given on the understanding that it is treated as strict confidence.

职场心经

资信调查是企业信用管理的基础。通过资信调查，企业能够及时、系统、客观地了解和掌握目标企业的资信状况，在选择合作伙伴、确定结算方式或处理纠纷等决策中有着非常重要的参考价值。

资信调查一般是委托律师、咨询类的公司来进行。律师或咨询公司通过工商、税务、土地部门、银行、相关企业等各种渠道获取资料，综合分析利用形成书面报告。

必备的词汇热身

●　domestic
 [dəuˈmestik]
 adj.国内的

●　further
 [ˈfə:ðə]
 adv.更进一步

●　outright
 [ˈautrait]
 adv.立刻

●　prompt
 [prɔmpt]
 adj.立即的

●　obtain
 [əbˈtein]
 v.得到

●　enormously
 [iˈnɔ:məsli]
 adv.巨大的

当谈论资信情况的时候你会听到

Please refer to the following bank for our credit standing.

请向下述银行查询我方资信状况。

What line of credit have you extended to the company?

您给予该公司的放款限额是多少？

We are looking forward to obtaining information relative to
 the company's moral and responsibility.

我们渴望得到有关该公司信誉及财务责任方面的资料。


relative to在此处表示“涉及”，它还可以写作relate to。


We should be glad if you would send us the names and addresses of your bankers.

若能告知贵方银行的行号及地址，则甚感高兴。

It is our practice to ask all new customers for reference and we will be glad if you kindly send these.

按照惯例，我们需索取新客户的证明材料，若能寄来，当不胜感激。

Any information you give to us will be held in strict confidence.

贵方所能提供的任何信息我方都将严格保密

当谈论资信情况的时候你会说

1．In the past 2 years the company has experienced a serious difficulty in finance and delayed in executing their normal payment. Overbuying would appear to be a biable fault in this firm.

在过去两年里，该公司经历了严重的财务危机，正常的支付难以按时执行。超量进货似乎是问题所在。

2．As this is the case, we deem it rather advisable for you to refrain from
 having relations with that company.

既然情况如此，我们认为贵方避免和那家公司来往是相当明智的。


refrain from表示“避免”的意思，其中动词refrain表示“克制，忍住”。


3．Executives of the company are inexperienced in the business and extreme caution is advised in granting credits.

这家公司的管理人员缺乏业务经验，授信应非常小心。

4．They often defer payment of their accounts until a second reminder is sent to them.

他们经常拖延付款直至我们再次去信提醒。

5．The company affairs are in good shape.

该公司的运作良好。

6．The company is numbered among our most valued clients.

此公司可以算得上是我们最尊贵的客户之一。

7．They have been in the business for many years and their operations have been steadily profitable.

他们已经商多年，其经营一直稳定盈利。

8．The company has grown into an international trading organization.

该公司已发展成为一个国际性贸易组织。

9．The company is ranked first class
 in the line.

该公司被誉为该行业中的一流企业。


first class此处可不是指“头等舱”，而是指一流的，它还可以被写作first-class。


10．For your reference, our credit report on the firm is enclosed here with.

随函附上对此公司的资信调查报告供贵公司参考。

11．We do not know much about this firm to give satisfactory answers to your inquiry.

我们对该商行不甚了解，无法就你们的查询给予您满意的答复。

12．However, this is our personal opinion and we wish to make further inquiries on your part.

然而这是我们的个人观点，我们愿为您作进一步的调查。

13．We have examined the related statements of operation, registered capital and cash flow.

我们已经审查了有关经营。注册资本及现金流量的报表。

14．The above information is given on the understanding that it is treated as strict confidence.

提供上述信息是基于您对信息严格保密的共识。

15．Please note that this information is furnished without any responsibility on our part and should be held strictly confidential.

请注意对于所提供信息我方不负任何责任，此信息应严格保密。

16．The company you mentioned is an old established one who has long enjoyed the highest reputation. We have done business with them for many years and have found them very correct and reliable.

您所提到的公司是一家老企业。他们久享盛誉。我们与之交易数年发现他们正直可靠。

拓展学习看这里

资信调查

A：We would like to know whether or not their financial and credit standing are sound.

我们想知道他们的财务及信用状况是否可靠。

B：Should you wish to take up references we refer you to the following firms.

如果贵方希望，请向以下公司咨询。

We would appreciate it very much if you would let us have information about the financial standing of the company.

如果您能让我们拥有该公司财务状况的信息，我们将非常感谢。

Please favor us with your usual banker's reports on their financial standing.

请将贵方往来银行关于他们资信状况的报告提供给我方。

提供资信

A：This company is being pressed by creditors and its position is precarious.

这家公司正好受迫于债权人，状况也还稳定。

B：OK. All of you comments will be treated as strict confidence.

好的。贵方的意见将被严格保密。

As far as we know, they are sound enough, but we have no certain knowledge of their true financial position.

就我们所知，他们非常可靠，但对其财务状况我们不甚了解。

The firm under inquiry enjoys a high reputation in the business circles for their punctuality in meeting obligations.

被调查公司在商界享有很高的声望，他们能准时履行其义务。

This company is well-established and reliable.

这家公司有口皆碑很可靠。

这个场景之下你能应付吗？

珍妮完成了对客户资信情况的调查，对于其中出现的问题，卡尔先生准备亲自予以解决。

A：Jenny, have you completed the status investigation?

B：Yes, the audit reports showed that the majority of our customers are of good status.

A：Glad to hear that.

B：However the status of YL Corporation is not as good as others.

A：What's the matter?

B：They deferred the payments last season.

A：Are they lack of cash?

B：Yes, so they want to change the payment agreement with us.

A：It is same as asking for the moon. Well, I need to talk to them.

B：OK. I'll arrange it for you.

A：珍妮，你完成资信调查了吗？

B：是的，审计报告显示我们大部分客户的资信情况都良好。

A：很高兴听到这个消息。

B：但是YL公司的资信情况不如其他公司的好。

A：怎么回事？

B：他们上个季度推迟了付款。

A：他们缺乏现金吗？

B：是的，所以他们想更改付款协议。

A：这简直是异想天开，我需要和他们谈谈。

B：好的。我来帮您安排。




ask for the moon直译是“要天上的月亮”，暗指“想入非非或不切实际”，与汉语“海底捞月、异想天开”相似。ask for the moon出自寓言故事—猴子捞月。一群猴子在树上玩耍，忽然看到水塘中的月亮，于是突发奇想，要把月亮“捞”上来，猴子一个接一个的从大树上倒挂下来，让接近水面的猴子在水里捞月亮，其结果可想而知。英语对此语的解释非常简练：ask for the moon（非要做没门的事） 。ask for the moon有时亦做cry for the moon，此语最早见于狄更斯的小说《荒凉山庄》（Bleak House）中，He was mere child in the world, but he didn't cry for the moon.（他年纪很小，可是他没有哭着闹着要天上的月亮。）




为了确保与世纪公司的贸易万无一失，祝先生找到了一家提供资信服务的公司，希望对方能为自己提供详细的资信调查。

A：Excuse me. Does your firm provide credit information services?

B：Yes, we offer information about financial status of business organizations. Can I help you?

A：Yes, we plan to do business with Century Company. They insist on buying on credit. They ask us to grant them open-account facilities, saying that this saves the trouble of separate payments each time a purchase is make.

B：I see. You want us to make an investigation of the credit standing of the company, right?

A：Yes, I doubt if Century Company has enough money to pay us.

B：No problem. Thank you for allowing the opportunity to serve you. Oh, please remember that we provide the credit information on the condition that it should be treated strictly as confidential.

A：All right.

B：Now fill out this form with detailed information, such as the full name of the company and their account number.

A：Here you are. When can I get the result?

B：It will take two weeks.

A：打扰了，请问贵公司提供资信服务吗？

B：是的，我们提供商业机构财务状况的信息。能为您效劳吗？

A：本公司想与世纪公司做生意。他们坚持要赊账购物，并要求我公司为其提供赊账整付的便利，说这样能省去每次购买每次付款的麻烦。

B：我明白了。您想让我们为您调查这家公司的信誉状况，对吗？

A：是的，我怀疑世纪公司是否有足够的资金支付给我们。

B：没问题。感激您给了我们为您服务的机会。哦，您得记住我们提供这项资信的条件是资料必须严格保密。

A：好的。

B：现在请您把那家公司的详细信息如全称、银行账号填在表上。

A：给您，我什么时候可以知道结果？

B：大约要花两周的时间。




full name表示“全名”，形容人时还可以有“family name（姓）”，“given name（名）”等。




2　付款方式

你将听到的

即期汇票

When the goods are dispatched, we'll issue a sight draft against you.

只接受信用证

Payment by L/C is our usual practice of doing business.

信用证的弊端

A letter of credit would add to the cost of my import.

承兑交单

Since we have made some concessions on price and the date of shipment, we insist on documents against acceptance.

为了合作

My suggestion is if you accept our terms of payment, we will have more business in the future.

各让一半

How about 50％ by L/C, 50％ by D/P?

开证日期

Your L/C should reach us by 1st October.

希望分期付款

We wish to make the payment for these machines by installment.

延期付款

Your account has been extended another month, but we will insist on payment by the end of July.

你也许会说

询问条件

Could you tell me the terms of payment?

对方坚持

We insist on payment in cash on delivery.

我方希望

Please send us your cheque to settle the matter.

催要款项

I'd appreciate if you would pay for the first 10 machines in advance.

职场心经

在国际贸易中，通常有四种常用的支付方式，它们是先款后货、跟单信用证、跟单托收和先货后款。

先款后货是指买方在卖方运输货物之前先付款给卖方。本支付方式要求买方对卖方的按合约交货能力具有高度的信任，这是因为，它向卖方提供最大安全，但向买方提供了最大风险。信用证是指银行（开证行）根据进口人（开证人）的请求和指示向出口人（受益人）开立的一定金额的、并在一定期限内凭规定的单据承诺付款的书面文件。凭信用证付款是我国对外贸易中最常用的付款方式。跟单托收是指银行根据委托人提交的指示书，处理金融单据或商业单据，以获得付款或承兑交单，或按照其他条件交单。卖方发运货物给买方，但通过银行发送包括货权单据在内的单据，指示银行只有在买方付款的情况下才将单据交给买方。托收可能提供几乎相同的风险，但是卖方面临的风险可能比买方要大，因为买方可以拒绝提货。先货后款指买方承诺在发货后的指定时间内，支付货款给卖方。卖方因此而完全依仗买方的支付货款能力和意愿，所以，它给买方带来最小风险，但给卖方带来最大风险。

必备的词汇热身

●　amount
 [[əˈmaunt]
 n.数额

●　purchase
 [ˈpə:tʃəs]
 v.购买

●　deal
 [di:l]
 n.交易

●　million
 [ˈmiljən]
 n.百万

●　installment
 [inˈstɔ:lmənt]
 n.分期付款

●　payment
 [ˈpeimənt]
 n.付款

●　documents against payment（D/P）
 付款交单

●　document against acceptance (D/A)
 承兑交单

●　D/A at sight
 即期交单

●　D/A after date
 远期交单

●　pay off
 全部支付，偿清

●　at sight
 见票即付

当谈论付款的时候你会听到

When the goods are dispatched, we'll issue a sight draft against you.

货物一启运，我方即向贵方开出即期汇票。

We will draw on you for the expenses.

我们将所有费用向你方开出汇票。

Payment by L/C is our usual practice of doing business.

我们做生意时通常只接受信用证付款。

A letter of credit would add to the cost of my import.

信用证会增加我方进口的成本。

Since we have made some concessions on price and the date of shipment, we insist on documents against acceptance.

我们在价格和运货日期上做了让步，因此我方坚持承兑交单方式付款。

My suggestion is if you accept our terms of payment, we will have more business in the future.

我建议如果你能接受我们的付款条件，以后我们会有更多的生意往来。

How about 50％ by L/C, 50％ by D/P?

50％由信用证支付，50％采用付款交单方式如何？

Your L/C should reach us by 1st October.

你方信用证应在10月1日前开达我方。

We wish to make the payment for these machines by installment.

我方希望用分期付款方式购买这些机器。

Your account has been extended another month, but we will insist on payment by the end of July.

同意你方再延期1个月付款，但我方坚持7月底前付款。

当谈论付款的时候你会说

1．We insist on payment in cash on delivery.

我公司坚持货到付款。

2．Could you tell me the terms of payment?

能否告诉我付款条件？

3．What kind of installment do you have in mind?

你们想怎么分期付款？

4．Please send us your cheque to settle the matter.

请寄支票以结此账。

5．We hope you will accept D/A payment terms.

我们希望你们接受承兑交单付款条件。

6．We won't accept payment in cash on delivery.

我公司不接受货到付款的支付方式。

7．For special items, we can adopt payment by installments.

对一些特殊的货物，我们可以采取分期付款的方式。

8．You should make payment against our documentary draft upon presentation.

贵公司应凭我公司的跟单汇票于见票时付款。

9．I'd appreciate if you would pay for the first 10 machines in advance.

如果你方能预付头10台机器货款，我会非常感激。

10．The shipping documents are to be delivered to you against payment only.

装运单据于付款后交至贵公司。

拓展学习看这里

信用证种类

A：What kind of L/C do you want to open?

您想开哪一种信用证？

B：I want to open a confirmed irrevocable L/C.

我想开一张保兑的不可撤销的信用证。

Documentary L/C is frequently used in international trade.

跟单信用证在国际贸易中使用较多。

All L/C must state whether they are irrevocable or revocable.

所有的信用证必须注明是不可撤销的信用证还是可撤销的。

We will open an irrevocable L/C in your favor right after our confirmation.

一经本公司确认后，我们马上开一份不可撤销信用证给贵公司。

付款谈判

A：What about the terms of payment?

现在来谈谈付款方式好吗？

B：We only accept payment by irrevocable letter of credit payable against shipping documents.

我们通常只接受不可撤销的凭装船单据付款的信用证。

As an importer, we think remittance against documents is safer.

作为进口商，我公司认为凭单汇付更为安全。

We would like to make our payment for this complete set of equipment by installment.

我们想对这一整套设备分期付款。

If you can entertain installment payment on deferred terms, we would be in a position to place orders with you for these machines.

如果你能用延期付款的方式来接受分期付款，我们将订购这些机器。

As usual, our terms of payment are by confirmed, irrevocable L/C payable by sight draft.

通常我们的付款方式是保兑的不可撤销的即期汇票信用证。

催款

A：We have granted you the extra time, and therefore we expect you to live up to your promise.

我公司对此已特别宽限，诚望贵方能信守诺言。

B：You should pay the sales proceeds in advance by T/T to reach us not later than October 5th.

贵公司应不迟于10月5日将货款用电汇方式预付至我公司。

The cash discount given on this bill is an inventive to pay the bill on date due.

我公司给予本次账单的现金折扣是对如期付款的奖励。

We enclose a cheque for $4,000 in payment of your invoice of the September 10.

为支付贵方9月10日发票，我方函寄面额为4000美元支票一张。

We are duly in receipt of your letter of May 5, enclosing a draft, value $40000 in check, which has been credited your account as requested.

我们已收到贵方5月5日函寄的面额为40000美元的汇票一张，用以结算贵方账款。

Documents will be checked and paid immediately after receipt if there is no discrepancy.

单据收到后核对无误，我们就立即付款。

这个场景之下你能应付吗？

客户对设备非常满意，但是他想了解一下付款方式，于是韦德先生详细地为对方进行了介绍。

A：Your equipment is the best I've ever seen. But what are the terms of your payment?

B：Oh, they're very flexible. The only requirement is an advance payment of twenty five percent before delivery.

A：And when is the balance due?

B：Upon installation of the equipment, for the cash option.

A：I see. What other options are there?

B：We offer financing.

A：How does that work?

B：You pay the advance, and the balance is paid off over a period of twelve months.

A：At what rate?

B：Eleven percent. It's very reasonable.

A：Actually, that seems high. With the cash option, do you mean only cash, or will you take other forms of payment?

B：We would also accept a certified check or a direct bank remittance.

A：你们的设备是我见过最好的，但是，你们的付款方式是怎样的？

B：哦，我们付款方式非常灵活的。唯一的要求就是交货之前要先付25％的预付款。

A：那什么时候付清余款？

B：如果是付现，那设备装好就要付清。

A：我明白了。还有其他什么选择？

B：我们提供贷款服务。

A：那是怎样付款的？

B：先付预付款，余款在12个月内付清。

A：利率是多少？

B：11％，非常合理。

A：事实上，有点高。选择付现，你是说只收现金，或者还有其他的付款方式？

B：我们也接受保付支票或者是直接银行汇款。




balance的所有解释中我们最常见的是名词形式，表示“平衡”，而在对话中是它的另外一种名词解释，表示“余额”。




体谅到对方的难处，加上对方的信誉比较好，所以程先生在付款方式上做出了让步。

A：Would it be possible for you to accept payment through collection?

B：I'm sorry to say that we only accept the letter of credit.

A：But as the world market is inactive recently, business is no longer as easy as it was. We hope that you would bend a little to allow us to pay by D/A or D/P.

B：Payment through collection is risky to the exporter.

A：We have done some business with other companies on collection basis, so they can prove to you our credit.

B：OK. In order to conclude this transaction, we agree to your proposal.

A：Thank you very much. Then what else do you require?

B：You're required to present the full set of documents to the bank for negotiation within the time allowed.

A：Sure. I'll do it.Call it a day
 .

A：你们能不能接受托收的方式付款。

B：很遗憾，我们只接受信用证。

A：但是最近国际市场很不景气，生意不再像以往那样好做了。希望你们让一点，允许我们用承兑交单或付款交单支付。

B：通过托收方式支付对于出口商是有风险的。

A：我们同其他公司以托收方式做过生意，他们可以证明我方信誉。

B：好吧。为了达成交易，我们同意你们的提议。

A：非常感谢，你们还有其他要求吗？

B：请您在规定的期限里向银行提交全套单证议付。

A：好，我一定办到。那今天就到此为止了。




Call it a day.


今天就到这儿吧。


Call it a day.是个典型的英语俚语，常常用于宣布结束一天的工作，且暗示对工作绩效表示满意，意思是今天就知道这里为止，可以休息了。也有可能是由于工作超过了平日工作的时间，觉得做得已经够多了，急于收工。例如：It's late, and we're hungry. Let's call it a day and continue the work tomorrow morning.（太晚了，我们还饿着，今天就到此为止吧，明早再接着干。）




3　定金支付

你将听到的

要交定金

Is any deposit required?

定金额度

They require 20％ for deposit.

现金形式

Please pay in cash in advance.

如何支付

How would you like me to pay?

你也许会说

返还定金期限

How much notice of cancellation is necessary to get my deposit back?

必须付定金

It is accepted practice to pay a deposit with one's order.

提高定金

The reserve board raised margins from 50 to 60 percent.

违约惩罚

Passengers who cancel their reservations will forfeit their deposit.

定金的权限

If you will pay for $5 deposit, we will hold the coat for you.

如何支付

I'll pay you a hundred dollars deposit and the remainder on delivery.

职场心经

定金的性质可以由当事人约定。当事人可以在合同中约定定金具有互不排斥的多重性质。例如，对立约定金，当事人可以约定在正式订立主合同后，定金不予以返还，而是转而用作违约定金；对于成约定金、证约定金，亦可通过约定使其给付后同时具有违约定金性质。

必备的词汇热身

●　up-front
 [ˈʌpfrʌnt]
 adj.预先

●　specify
 [ˈspesəfai]
 v.指定

●　term
 [tə:m]
 n.条件

●　competitor
 [kəmˈpetitə]
 n.竞争者

●　considerably
 [kənˈsidərəbli]
 adv.相当地

●　slightly
 [ˈslaitli]
 adv.轻微地

●　strict
 [strikt]
 adj.严密的

●　have in mind
 心中想的

当谈到预付定金的时候你会听到

Is any deposit required?

要交定金吗？

They require 20％ for deposit.

他们要20％的定金。

Please pay in cash in advance.

请预付现金。

How would you like me to pay?

怎么支付好呢？

If you reserve, you should pay deposit.

如果您想预订要交定金。

Pay me ￡50 down and the rest at the end of the month.

先付给我50英镑定金，余款要月底付清。

当谈到预付定金的时候你会说

1．How much notice of cancellation is necessary to get my deposit back?

想把定金拿回来，要提前多长时间通知您才行？

2．It is accepted practice to pay a deposit with one's order.

在预订时交付定金是一般的惯例。

3．The reserve board raised margins from 50 to 60 percent.

联邦储备银行董事会将定金从50％提高到60％。

4．If you will pay for $5 deposit, we will hold the coat for you.

如果您付5美元的定金，我们就给您留着这件上衣。

5．Passengers who cancel their reservations will forfeit their deposit.

旅客取消预订票，定金不予退还。

6．I'll pay you a hundred dollars deposit and the remainder on delivery.我将付您100美元定金，其余款项在交货时付讫。

7．As for your payment term, is it down payment or unasked payment?

贵公司的付款条件是下定金呢还是分期付款？

8．The successful tenderer shall, within the prescribed time, present the Acceptance Notice to the Municipal Land Bureau, and after paying the second deposit, sign the Grant Contract with the Bureau.

中标者在规定日期内持中标证明书与市土地局签订出让合同，并支付定金。

拓展学习看这里

定金额度

A：How much deposit do they require?

他们要多少定金？

B：The margin rate varied from a low of 50 percent to a high of 90 percent.

定金在50％到90％之间变动。

The Brazilian side will pay a deposit of 15％ in advance, with the remaining 85％ of payments to be repaid in 8 years.

巴西方面先预付15％的定金，余下85％款项分8年归还。

I am afraid we have to ask for a deposit of $200.

恐怕我们得预收200美元定金。

We'd be willing to give you a 10％ down payment.

我们愿意先付10％的定金。

违约后定金的处理方式

A：By the way, will we be able to get a refund on this cancellation?

顺便问一下，我们取消后可拿回定金吗？

B：If signed contracts to be signed or not consumers, deposit or deposit entry.

如果合同签不成或消费者不来签合同，定金或订金不退。

After payment of deposit, the rent of your booth is confirmed. If an Exhibitor cancels her participation, the payment will be no refunded.

定金支付后，参展单位若中途退展，所交定金将不予退还。

Where the party receiving the deposit failed to perform its obligations under the contract, it shall return to the other party twice the amount of the deposit.

收受定金的一方不履行约定的债务的，应当双倍返还定金。

这个场景之下你能应付吗？

虽然对方订购的数量比较小，但是吴先生还是接下了订单，并收取了少量的定金。

A：Can you accept this order? It's not a big one.

B：We will process your order, no matter how small.

A：When will it be ready?

B：Since this is a made to order, it can be done in a month.

A：What amount of advance do you require?

B：Five thousand dollars in advance as earnest money. Have you any other order?

A：Have you any laptops on hand?

B：Sorry. That article is out of stock.

A：你们能否接受这份订单，数量不大。

B：虽然数量很小，但是我们还是会接受的。

A：什么时候可以办妥？

B：这是定做的，一个月之内可以完成。

A：你们需要多少订金？

B：先付5000美元作为订金，你还订购其他东西吗？

A：有手提电脑现货吗？

B：对不起，该货现已售完。




no matter表示“无论这样”，相当于regardless of的意思。



earnest money表示“保证金，预付金”，有点类似与deposit。




客户希望交货后付款，但是考虑到材料的支付费用和供货方的资金周转，双方同意预付50％的货款。

A：If it's OK with you, we would like payment prior to delivery, since this is your first order.

B：I understand why you like that way. We prefer payment after delivery, because these goods are highway robbery.

A：I know they are very expensive, but why does that mean you should pay after delivery?

B：It's a large order. If we give you advance payment, we'll get many troubles. It will take three or four months to sell the goods and start to make a profit.

A：I understand. But we must pay the suppliers for the materials in advance, and if we wait three or four months to get paid, we'll have a lot of troubles too.

B：Let's do it this way. We'll pay 30％ deposit of the invoice value by T/T, and then pay the rest of the amount by T/T after shipment is arrived.

A：Well, T/T 30％ deposit is a usual terms. However, just as you mentioned, it's a big order, we need more money to run the business. As you see, we have only moderate means at hand and the tie-up of funds for as long as three to four months indeed presents a problem to us.

B：OK, let's raise the deposit to 50％ of the invoice value.

A：如果可以的话，我们想让你们在交货之前付款，因为这是您们第一份订单。

B：我明白为什么你们想这样。因为这批货价格十分昂贵，我们希望在交货后付款。

A：我明白这批货货值很高，但为什么这样您就得在交货后付款呢？

B：这是一大笔订单。如果我们先付款的话，我们就有很多麻烦了。我们得花三四个月的时间销售这些货然后才能盈利。

A：我明白。但我们得向供应商预付材料的钱呀。如果我们要等三四个月才拿得到钱，我们也会有很多麻烦的。

B：那这样吧，我们先电汇发票金额30％作为预付款，然后等货到了后，再用电汇付其余的钱。

A：电汇30％的预付款是老规矩了。但像您所说的，这是一大笔订单，我们需要更多的钱才能周转。您知道我们手头资金有限，占压资金长达三四个月对我们来说是个问题。

B：好吧，那我们把预付款提高到发票金额的50％。




highway robbery价格昂贵



highway robbery的字面意思是“公路上的抢劫”。大家想想，在公路上被抢劫，前不着村，后不着店的，稍不小心，得罪了歹徒，就很可能会命丧黄泉。所以被抢的人当要拿出所有的钱来才有可能保住性命了。因此highway robbery后来引申为“价格昂贵”，常被用来形容词。例如：That's high way robbery.（简直是天价啊。）




4　保险险别

你将听到的

保险期限

The cover shall be limited to sixty days upon discharge of the insured goods from the seagoing vessel at the final port of discharge.

何时投保

After loading the goods on board the ship, I go to the insurance company to have them insured.

保险权责

The underwriters are responsible for the claim as far as it is within the scope of cover.

投保何种

What kind of insurance are you able to provide for my consignment?

你也许会说

一般习惯

We are also in a position to insure the shipment against any additional risks if you desire so.

费用承担方

If coverage against other additional risks is demanded, all the premium thus arising from it will be borne by the buyer.

额外要求参

This insurance policy covers us against breakage.

职场心经

所有有经验的出口商都知道运输货物时存在风险，这包括火灾、暴风雨、撞船、盗窃、渗漏和爆炸等。要运送到另一个国家的货物必须为在运输过程中可能出现的丢失或损坏而保险，以便不论采用了什么样的运输方式，出口商和进口商都不会遭受巨大损失。

保险有三个主要原则：第一，可保权益原则。指一个人只有在一件事情中拥有利益才能投保；第二，最大诚信原则。指确定保费的人们根据提交申请表的书面声明，决定某项保险的保费是否合理；第三，赔偿原则。认为保险合同只将受益人的利益恢复到发生损害之前的同等状况。

保险对确保国际贸易中货物的安全发挥着重要作用。保险公司承保的货运保险涵盖从一个国家到另一个国家运输过程中所产生的损失。货运保险单实质上是一份承保人和被保险人之间的合同，它规定了保费、投保或没有投保的险种、理赔的程序以及所有其他可适用的条款。

必备的词汇热身

●　handler
 [ˈhændlə]
 n.操作者，处理者

●　document
 [ˈdɔkjumənt]
 n.文件，证书

●　submit
 [səbˈmit]
 v.提出

●　coverage
 [ˈkʌvəridʒ]
 n.保险项目，范围

●　declaration
 [ˌdekləˈreiʃən]
 n.申报；供述；诉讼

●　policy
 [ˈpɔlisi]
 n.保险单

●　underwriter
 [ˈʌndəˌraitə]
 n.保险公司；保险业者

当谈到保险的时候你会听到

The cover shall be limited to sixty days upon discharge of the insured goods from the seagoing vessel at the final port of discharge.

被保险货物在卸货港卸离海轮后，保险责任以60天为限。

After loading the goods on board the ship, I go to the insurance company to have them insured.

装船后，我到保险公司去投保。

When should I go and have the tea insured?

我什么时候去将这批茶叶投保？

The underwriters are responsible for the claim as far as it is within the scope of cover.

只要是在保险责任范围内，保险公司就应负责赔偿。

The loss in question was beyond the coverage granted by us.

目前所说的损失不包括在我方承保的范围内。

The extent of insurance is stipulated in the basic policy form and in the various risk clauses.

保险的范围写在基本保险单和各种险别的条款里。

What kind of insurance are you able to provide for my consignment?

你能为我的这批货保哪些险呢？

It's better for you to scan the leaflet, and then make a decision.

你最好先仔细看看说明书，再决定保什么险。

These kinds of risks suit your consignment.

这些险别适合你要投保的货物。

当谈到保险的时候你会说

1．Generally speaking, we take out insurance on goods like this against WPA. No other special risks will be covered unless required by the customer.

一般说来，我们对这种货物只保水渍险。其他特别险除非客户要求否则是不保的。

2．If coverage against other additional risks is demanded, all the premium thus arising from it will be borne by the buyer.

如果要求投保其他附加险，由此产生的保险费将由买方承担。

3．We are also in a position to insure the shipment against any additional risks if you desire so.

如果你们要求的话，我们也可以为货物投保任何附加险。

4．We insure the goods against the usual risks and in the present case FPA. Should broader coverage be required, the extra premium is for the buyer's account.

我们对货物投保惯常险别以及目前的平安险。如果要求险别更加广泛，额外的保险费将由买方负担。

5．The customer wishes to cover some additional risks, so the extra premium will be charged to his account accordingly.

客户希望投保附加险，所以额外的保险费应相应的由他账户来支付。

6．According to the international trade practice, unless the buyers require, we usually do not cover these special risks. Your cooperation in this respect will be appreciated.

根据国际贸易惯例，除非买方要求，我们一般不投这些特别险，望与合作。

7．To make a long story short
 ，we want broader coverage to include some additional risks.我们要较广泛的保险，包括一些附加险。


to make a long story short长话短说；简言之



to make a long story short从字面上理解是“把一个很长的故事变短”。这和我们中文中的“长话短说”是一个意思，后来该习语也就慢慢用作了“简言之，长话短说”之意。例如：To make a long story short, she is the most important player of all the people!简言之，她是我们最重要的队员。


8．This insurance policy covers us against breakage.

这份保单给我们保了破碎险。

Does your policy provide adequate cover against breakage?

你们的保险单是否提供适当的破碎险？

9．Special additional risks include War Risk, Strikes Risk, Failure to Delivery Risk, etc, among which War Risk and Strikes Risk are more common.

特别附加险指战争险，罢工险，交货不到险等等，其中以战争险和罢工险最为普遍。

10．General additional risks include TPND, Fresh Water Rain Damage, Risk of Shortage, etc.they cannot be covered independently and should go with FPA or WPA and are included in All Risks coverage.

一般附加险包括偷窃提不着货险，淡水雨淋险，短量险等，它们不能单独投保，只能在平安险或水渍险的基础上加保，但含在一切险之内。

拓展学习看这里

各种险种

A：What risks is the people's Insurance Company of China able to cover?

中国人民保险公司承保的险别有哪些？

B：We can serve you with a broad range of coverage against all kinds of risks for sea transport.

我们可以承保海洋运输的所有险别。

The goods are to be insured FPA.

这批货物将投保平安险。

WPA coverage is too narrow for a shipment of this nature, we must nip the suddenness in the bud
 .

针对这种性质的货物只保水渍险是不够的，防微杜渐是必需的智慧。

Not every breakage is a particular average.

并不是所有的破碎险都属于单独海损。

We generally cover insurance WPA and War Risks in the absence of instruction from our clients.

在没有得到客户明确指示的情况下，我们一般投保水渍和战争险。


nip in the bud防微杜渐



nip in the bud是指“防微杜渐，把……消灭于萌芽状态”的意思。其中nip是指“剪断，掐断”。Bud则是“蓓蕾，花苞”的意思。nip in the bud意为蓓蕾还未成熟就给采摘下来，哪儿还有机会开花呢？更不要说结果了。因此“含苞欲放就被攀折（nip in the bud）”就是指“事情在萌芽阶段就被扼杀”。


承保范围

A：FPA insurance doesn't cover losses on consumer goods.

平安险不包括消费品的各种损失。

B：I don't think that the WPA insurance covers more risks than the FPA.

我认为水渍险承保的范围并不比平安险承保的范围宽。

An All Risks insurance covers every sort of hazard, doesn't it?

一份综合险保单保所有的险，不是吗？

An FPA insurance only covers you against total loss in the case of minor perils.

平安险只有发生较小危险时才保全部损失。

The FPA insurance doesn't cover partial loss of the nature of particular average.

平安险不保单独海损性质的部分损失。

A WPA insurance covers you against partial loss in all cases.

水渍险在任何情况下都保部分损失。

保险条件

A：Please inform us on what terms you can provide cover for the risks mentioned.

请通知我方贵方对上述各种险的承保条件。

B：You can find the extent of insurance in the basic policy form and the various risk clauses.

你会在基本保险单和各种险别的条款里看到保险的范围。

All the terms and conditions of the insurance contract suit us.

保险合同中的所有条款与条件均符合我们的要求。

Please consider the terms of the insurance policy.

请考虑保险单中的条件。

Are there any other clauses in marine policies?

海运保险中还有其他条款吗？

这个场景之下你能应付吗？

由于对保险公司十分信任，所以齐先生准备接受对方的建议为货物投保全损险。

A：Have you had this shipment insured?

B：We talked about it with our underwriter, and they suggest we should cover the shipment against total loss.

A：But TL only helps if the goods are seriously destroyed or damaged.

B：We think TL is the best policy for this shipment. We have had a lot of goods insured here. They can always come out with the best choice.

A：OK. We trust you. I hope everything will be perfect.

B：Thanks. We promise that your shipment is secure.

A：你们已经为货物投保了吗？

B：我们已经和保险公司谈过了，他们建议我们投保全损险。

A：但是全损险仅对那些严重受损的货物有帮助。

B：我们觉得全损险对这批货物来说是最好的选择。我们在这里投保过很多货物，他们总能给我们提供最好的保险策略。

A：好吧，我们相信你们。我希望一切都能完满。

B：谢谢，我们保证你们的货物一定是安全的。

为了应对一切可能出现的问题，贸易双方选择了最为稳妥的险种。

A：I think we should talk about insurance today.

B：What do you think should be covered for this kind of goods?

A：In my opinion, it is enough to cover All Risks and War Risk for the goods.

B：Hold your horses. Is it really necessary to take out War Risk? I mean right now the world is so peaceful, especially in your country.

A：I see. But the goods must go through some African countries before arrive in our country. And some of the country is not peaceful.

B：You are right. Let me have your offer on CIF basis with All Risks and War Risk.

A：No problem. If you like, I can give you some brochures about insurance, and then you may decide on what to do.

A：我想我们今天该谈一谈保险了。

B：你认为这种商品应该投保什么险种？

A：按照我的意见，对于这种商品投保所有险和战争险就足够了。

B：沉住气，投保战争险有必要吗？现在世界和平，尤其你们国家。

A：我知道。但这批货物在抵达我国之前要经过几个非洲国家，其中有的国家不是很太平。

B：有道理。就请报到岸价，投保所有险和战争险。

A：没问题。如果您愿意，我们还可以提供给您有关保险的宣传册，然后再决定如何去做。




hold one's horses别着慌，沉住气



hold one's horses是一条常用的俚语。有人说此语源于赛马比赛，意思是“牵住马以稳定情绪”；还有认为此语源于牵马过河遇急流时牵马人所采取的谨慎行动。无论哪种解释都有“不要急于行动”、“沉住气”或“稳住神”之意。比如：Hold your horses even when you are very angry.（即使你很生气，也一定要沉住气。）




5　保险费率

你将听到的

需要多少费用

What is the cost of the insurance?

平安险费率

We shall be glad if you will quote us a rate for marine insurance F.P.A. on a shipment of electric toys.

加一切险报价

Please quote us your lowest F.P.A. rate for delivery of fertilizer to Africa.

特惠保险费率

Will you please quote your special rate for the coverage?

投保的价

We hope to receive the quotation of your rate for the cover.

保险额度

Regarding insurance, the coverage is for 110％ of invoice value up to the port of destination only.

没有保险的价格

I should point out that our prices were calculated without insurance for any special risk.

你也许会说

谁来出钱

The extra premium involved will be for your account.

优惠条款

This is a very low rate and we trust you can pass us the business.

额外支付

If you want us to insure against a special risk, an extra premium will have to be charged.

职场心经

保险费率一般由纯费率和附加费率两部分组成。习惯上，将由纯费率和附加费率两部分组成的费率称为毛费率。纯费率也称净费率，是保险费率的主要部分，它是根据损失概率确定的。按纯费率收取的保险费叫纯保费，用于保险事故发生后对被保险人进行赔偿和给付。附加费率是保险费率的次要部分，按照附加费率收取的保险费叫附加保费。它是以保险人的营业费用为基础计算的，用于保险人的业务费用支出、手续费支出以及提供部分保险利润等。

必备的词汇热身

●　premium
 [ˈpri:miəm]
 n.保险费

●　secure
 [siˈkjuə]
 v.担保，保障

●　partial
 [ˈpɑ:ʃəl]
 adj.部分的

●　specify
 [ˈspesəfai]
 v.详细说明

●　dispatch
 [disˈpætʃ]
 v.迅速处理

●　short-term
 [ˈʃɔ:tˈtə:m]
 adj.短期的

●　stipulate
 [ˈstipjuleit]
 v.规定

●　pilferage
 [ˈpilfəridʒ]
 n.偷盗，行窃；脏物

●　breakage
 [ˈbreikidʒ]
 n.破坏；破损

●　calamity
 [kəˈlæməti]
 n.灾难；不幸事件

谈到保险费率的时候你会听到

What is the cost of the insurance?

需要缴纳多少保险费？

We shall be glad if you will quote us a rate for marine insurance F.P.A. on a shipment of electric toys.

我方非常高兴，如果您能报出电动玩具的平安险的费率。

Please quote us your lowest F.P.A. rate for delivery of fertilizer to Africa.

请报出150箱多功能切碎机的一切险的最低价。

Will you please quote your special rate for the coverage?

请您报该险种的特惠保险费率？

We hope to receive the quotation of your rate for the cover.

我们希望得到投保的价格。

Regarding insurance, the coverage is for 110％ of invoice value up to the port of destination only.

关于保险，该险别为发票额的100％，只保到目的地港。

I should point out that our prices were calculated without insurance for any special risk.

我应该指出，我们的价格没有把特殊险计算在内。

提到保险费率的时候你会说

1．The premium varies with the extent of insurance. Should additional risks be covered, the premium is for buyer's account.

保险根据保险范围变化不同。如果投保附加险，额外的保险由买方出账。

2．The premium is to be charged to the consignees, together with all expenses of forwarding.

保险费连同运输费由收货人支付。

3．The additional premium is for the buyer's account.

增加的保费由买方负责。

4．And the extra premium involved will be for your account.

由此产生的额外保险费概由贵方支付。

5．This is a very low rate and we trust you can pass us the business.

这个保险费率很低，本公司相信贵方做成这笔交易。

6．If you will to secure protection against T.P.N.D., it can be easily done upon the payment of an additional premium.

如你方想要投保偷窃提货不着险，非常容易办到，只要支付附加保险费就行了。

7．We may also insure the shipment against any additional risks of your desire, but the extra premium is to be borne by you.

要是您有要求的话，我们可以为您投保任何附加险，但额外的保费必须由贵方承担。

8．If you want us to insure against a special risk, an extra premium will have to be charged.

要是您想要我们投保特殊险的话，需支付额外的保费。

9．Will you please quote your terms for providing the required cover, which should include loading and discharging?

敬请报知贵方客户指定的保险收费条件，包括货物装卸费在内。

拓展学习看这里

保险费率额度

A：What is the insurance expense?

保险费是多少钱？

B：If more than that is covered, the extra premium for the difference between 130％ and 110％ should be borne by the buyer.

如果要求投保更高的险种，那么13％与110％之间的差额所引起的额外保险费由买方负担。

War Risk premium is calculated at 0.1％, if it is higher than 0.1％ after the conclusion of the contract, excess premium shall be for Buyers' account.

战争保险费按0.1％计算，若成交后保费超过0.1％，其超额部分有买方负担。

This kind of additional risk coverable at 2％.

这种附加险的保险费是2％。

Please note that our insurance coverage is for 110％ of the invoice value only.

请注意，我方的保额仅为发票值的110％。

怎么付费

A：The insurance rate you quote, namely 0.6％, is acceptable to us.

你方所报保险费率，即0.6％，可为我方接受。

B：Please effect insurance at the lowest rate possible, not exceeding 8 percent.

请以最低保险费率投保，最高不超过8％。

The premium rate is fixing on the basis of the past statistical loss figures.

保险费率是根据以往货物损失和破损的统计数字来制定的。

In order to be able to check and compare price quotation, we need currently applicable insurance rates.

为了核查和比较各个报价的高低，我方需要贵公司目前所使用的保险费率资料。

If loading deck be specify, will the Insurance rate be higher?

如指定装货甲板，保险费率是否会高些？

这个场景之下你能应付吗？

玛丽对保险费率的相关事宜不甚了解，但是经过杰克的详细介绍，她立刻就变得豁然开朗了。

A：Though I have effected insurance for several times, there is still one thing I'm not sure.

B：What is it?

A：What do you think are the main factors that determine the premium rates?

B：First, I think, is the carrying vessel, like its age, classification, ownership and management etc. And the second is packing.

A：Packing should be seaworthy or strong enough to endure rough handling, right?

B：In some cases, it is. But not for air freight and container shipment, they tend to require less packing.

A：How about the type of merchandise to be shipped?

B：It must be considered, because some goods are more vulnerable to damage.

A：I guess the distance of transportation and modes of transport also influence the rates.

B：Right. Sometimes underwriters charge you at a higher premium just because the goods are easily to damaged or stolen.

A：Are there close connections between the types of risks and the premium?

B：Yes, the more extensive cover is required, the higher the premium rate is.

A：I am clear about the rates now. I really appreciate your help.

B：I'm entirely at your service.

A：虽然我曾经办过几次保险，但我仍有一事不很了解。

B：什么问题？

A：你认为决定保险费率的主要因素有哪些？

B：首先，我认为就是运载船只的情况。比如像船龄，类型，船主及管理等。其次就是包装。

A：包装应适合海运或足够坚固，经得住野蛮装卸，对吗？

B：在某种情况下是这样的。但是空运和集装箱运输不是这样的，他们往往要求较少的包装。

A：装运商品的类型有关系吗？

B：当然需要加以考虑，因为有些商品更易受损伤。

A：我想运输距离和方式也会影响费率的。

B：是的。有的时候保险商因为所要发运货物是易受损的或易被偷窃的，就会收取较高的保险费。

A：保险险别和费率之间关系密切吗？

B：是的，保险范围越广，保险费率也就越高。

A：现在我清楚了。太感谢你了。

B：愿意为您效劳。





双方未能就投保金额达成一致，买方决定询问完领导的意见再作回复。

A：I would like to get cover for 130％ of the invoice value.

B：However, it is our usual practice to insure shipments for the full invoice value plus 10％. I don't know why you ask for more.

A：Well, I know that a range from 0％ to 50％ is reasonably accepted in the extra insurance value by Chinese insurance company. Besides, we are expecting 20％ profit from this deal. So if there's any wrong with this shipment, we want to get full covered.

B：OK, I see. In the light of our relationship, we will comply with your request. But the extra premium will be for your account.

A：I'm sorry I couldn't agree with you. I think the premium is already included in the CIF price.

B：That's true. But you ask for an extra insurance value, for which part you should take the bill. If we covered that extra expense, we couldn't make any profit from this transaction.

A：Would you please tell me your premium rate?

B：0.2％ of insurance value, our underwriter said.

A：Oh, that's a little expensive. As a rule, it should be charged at only 0.12％ of insurance value. Perhaps your underwriter asks you for more.

B：Not really. According to the route of this transportation and nature of this shipment, you should allow a small rise on premium rate.

A：Well, I will talk with the top dog and call you back after asking for his opinion.

A：我想投保发票金额的130％。

B：可是，按惯例，我们只投保发票金额的110％呀。不知道你为什么要求这么高的保险金额。

A：我知道中国的保险公司可以接受0％到50％的额外保额。另外，我们预期从这单生意中获得20％的利润。所以如果这批出了什么问题的话，我们想得到全部成本加利润的赔偿。

B：我明白了。鉴于我们的关系，我们会按照你的要求来做的，但额外的保费应由你方支付。

A：我可不这么想。我认为保费已经包括在CIF的报价里了。

B：是的，但你所要求的保险金额多了一些，这个部分应由你来买单。如果我们连这个额外的费用也出的话，这单交易我们就赚不到什么钱了。

A：你能告诉我你的保费费率是多少吗？

B：我们的保险代理说，费率是保险金额的0.2％。

A：这就有点高了，通常来讲，应该是保险金额的0.12％，可能你们的保险代理要高了。

B：不是这样的。根据运输路线和这批货的性质，就会在费率上有点提高。

A：这样吧，我回去和我们的头儿商量一下，然后给你回话。




top dog领导者，掌权人，头儿



top意思是“最高的”。由此可见top dog就是狗群里地位最高、领头的那一只，也许是因为这条狗体格最高大强壮，也可能由于它最灵敏。中文里“狗”往往带有贬义，要是把某人比作狗，这人会给气得发昏。但是，英文的习惯却不同，“狗”常常不带有贬义，有时还是褒义的。top dog就是一个例子，这里的所谓“带头人”可能是企业主管，也可以是政府领袖，也许只是一家之主，反正任何群体多半总得有个大权在握的，而这样的人在英文里可以被称作：top dog。这个习惯用语说的是居支配地位的、有最高权力的人。




6　商品检验

你将听到的

怎样进行

Inspection must be conducted before shipment by recognized surveyors.

检验日期

The inspection should be completed within half a month after the arrival of the goods.

最终结论

All landed quality/weight shall be considered as final and conclusive.

何人负责

According to the survey conducted by the China Import and Export Commodity Inspection Bureau, the damages were obviously caused during transit, and we should not be responsible for it.

如果一致

We will accept the goods only if the results from the two inspections are identical with each other.

盖章有效

Our certificates are made valid by means of the official seal and personal signature of the minister.

复检

What's the time limit for the reinspection?

你也许会说

严格检验

The exporters have the right to inspect the export goods before delivery to the shipping line.

抽样检

Inspections shall be made by sampling.

权威性

The inspection should be completed within a month after the arrival of the goods.

会有争议

I'm worried that there might be some disputes over the results of the inspection.

职场心经

通常在贸易合同中都会有检验条款，因此出口商必须遵守合同的规定，按要求对出口商品进行检验，否则则无法从议定的银行获取货款。

检验可以分为一般检验和法定检验，可以在装运港进行，也可以在抵达港进行，由双方协商决定。法定检验，指商检机构根据法律、法规对进出口商品执行强制性的检验。属于法定检验的出口商品，检验不合格的，则不准出口；属于法定检验的进口商品，未经检验的，则不准销售。

必备的词汇热身

●　modern
 [ˈmɔdən]
 adj.现代风格

●　different
 [ˈdifərənt]
 adj.不同的

●　counter
 [ˈkauntə]
 adj.相对的，相反的

●　inspection
 [inˈspekʃən]
 n.检查，视察

●　estimate
 [ˈestimeit]
 v.预估

●　catalog
 [ˈkætəlɔɡ]
 n.目录

●　rest
 [rest]
 adj.其余的

●　allowance
 [əˈlauəns]
 n.宽容，溢短重限度

●　Commodity Inspection and Quarantine Bureau
 商品检验检疫局

当谈到商品检验的时候你会听到

Inspection must be conducted before shipment by recognized surveyors.

商检必须在有监督人的情况下才能进行。

The inspection should be completed within half a month after the arrival of the goods.

商品检验工作应在货到后半个月内完成。

All landed quality/weight shall be considered as final and conclusive.

所有标明的质量/重量项应该是视为最终结论。

According to the survey conducted by the China Import and Export Commodity Inspection Bureau, the damages were obviously caused during transit, and we should not be responsible for it.

根据中国进出口商检局有关规定，如果货物明显是在搬运中损坏，我方不负任何责任。

We will accept the goods only if the results from the two inspections are identical with each other.

如果双方的检测结果一致，我们就收货。

Our certificates are made valid by means of the official seal and personal signature of the minister.

我们的证明书以盖公章和局长签字为有效。

What's the time limit for the reinspection?

复验的时限是什么时候？

当谈到商品检验的时候你会说

1．Inspection of import and export commodities shall be carried out strictly in accordance with contract stipulations and the standards required.

进出口商品将严格按照合同规定与要求标准进行检查。

2．Inspections shall be made by sampling.

检验应抽样进行。

3．The shipping quality and weight shall be regarded as final and binding upon both parties.

离岸品质和质量是终局性，对双方都有约束力。

4．During inspection, if shortage, defects or anything which doesn't conform with the contract is found, we will be entitled to claim from you.

检查过程中，如果发现货物有短少、缺陷或任何与合同规定不符的情况，我方有权向你方提出索赔。

5．Our Inspection Bureau will issue a Veterinary Inspection Certificate to show that the shipment is in conformity with export standard.

商检局将出具动物检疫证书以证明货物符合出口标准。

6．The exporters have the right to inspect the export goods before delivery to the shipping line.

出口商在向船运公司托运前有权检验商品。

7．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。

8．I'm worried that there might be some disputes over the results of the inspection.

我担心对商检的结果会发生争议。

拓展学习看这里

检验机构

A：Are there any special requests about the inspection agency?

检验机构有什么特别要求吗？

B：Inspection is to be done by the China Commodity Inspection and Testing Bureau.

检验将由中国商品检验和检测局执行。

It's best to choose the inspection agency with both sides' approval in the contract.

最好选择合同中我们双方都同意的检验代理机构。

The certificate will be issued by China Import and Export Commodity Inspection Bureau or by any of its branches.

检验证明书将由中国进出口商品检验局或其分支机构出具。

The reinspection certificates shall be issued by an inspection organization acceptable to the seller.

复验证书须由一家卖方认可的检验机构签发。

关于复检

A：Shall we discuss the question of reinspection now?

现在我们讨论复检的问题吧。

B：The buyer shall have the right to reinspect the goods at the port of discharging.

买方在卸货之前有权复检货物。

The importers have the right to reinspect the goods after their arrival.

进口商在货到后有权复验商品。

It's very complicated to have the goods reinspected and tested.

这批货测试和复验起来比较复杂。

What if the results from the inspection and the reinspetion do not coincide with each other?

如果检验和复验的结果有出入该怎么办呢？

Who issues the inspection certificate in case the quality do not confirm to the contract?

如果货物的质量与合同不符，由谁出具检验证明书呢？

Where do you wish to reinspect the goods?

您希望在哪里复验商品？

这个场景之下你能应付吗？

布朗先生对中国的货物检验制度不是很清楚，吴先生的指点给了他很大的帮助。

A：These goods are not allowed to be imported to our country without our legal inspection. There is hard and fast rule about it in our country.

B：Then how can I arrange for the deal?

A：You can send in your samples first for our legal inspection. Once approved, the goods can be shipped to China.

B：That'll be too long a time.

A：The alternative is to ship the goods directly to the bonded area while the samples are being inspected.

B：That's terrific.

A：In fact, it's also very convenient for the importer.

B：I'll go and arrange for the deal right now.

A：这些货物不经过我国的法定检验不准进口到我国，对此我们国家有严格的规定。

B：那么我该怎样来安排这笔买卖？

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：那太好了。

A：实际上对进口商也很方便。

B：我就去安排这笔买卖。




hard and fast rule不可通融的事情，严格的规定



hard和fast这两个词都有几种不同的解释，但是在这里hard的意思是“严格的”，而fast解释为“固定的”。习惯用语hard and fast最初出现在1850年前后，用来描绘一艘搁浅的船或者在码头上待修的船，无论哪种情况这艘船反正是动弹不得、毫无回旋余地了。



此外与fast有关的习语和俚语还有：play fast and loose意思是“反复无常、朝三暮四。”




双方就货物检验方面的细节交流了意见，并且很快达成了一致。

A：Let's get down to the nitty-gritty and continue to talk about the question of inspection.

B：Please go ahead.

A：We demand that before delivery you should test and inspect all equipment and parts comprehensively in regard to quality, quantity, specification and performance, then issue the test report along with certificate of inspection agency.

B：We certainly will. Actually, it is our usual practice to inspect all equipment and parts before shipment.

A：After the equipment has been transported to the job site, it must be carefully checked and inspected by our representative and CCIB. You can dispatch your representative to join the open-package inspection, if you like.

B：We will. Please inform us of the date of inspection one month before the open package inspection.

A：言归正传，我们继续商谈商检的事吧。

B：请吧。

A：我们要求交货之前你们应该对所有设备及部件的质量、数量、细节和包装进行全面的测试及检查，然后出示检查报告和商检机构的证书。

B：我们一定会的。实际上，我们一贯这样做。

A：设备运到工地后，我们的代表和中国商检局会一起做仔细的核对及检查。如果你喜欢，可以派你的代表一同参加开箱检验。

B：我们会的。请在开箱检验之前一个月通知我们检验日期。




nitty-gritty进一步讨论，言归正传



nitty-gritty这个习惯用语大约在1965年间开始在美国人的日常交谈中流行。谁也不清楚它的出处究竟是什么，但是大家都知道nitty-gritty指事情的要点、细节。nittygritty这个习惯用语也常常被用来表示说话的人急于解决问题，类似于中文的“闲话少说，言归正传”。比如：All right, enough talk! Let's get down to the nitty-gritty. I want you to tell me whether you want to sell your company and how much money it'll cost me to buy it.好了好了，闲话少说，我们还是言归正传吧！我希望你告诉我：你究竟要不要卖你的公司，我得出多少钱买下它。




7　通关协议

你将听到的

何时申报

When do we submit the papers to the Customs?

保税货

Bonded goods are goods on which customs duty has not yet been paid. These goods are therefore held in a bonded warehouse.

必要手续

The required formalities are carried out within the Customs regulations.

承担结关

I think it is your responsibility to clear the Customs, because the construction project is being carried out on a "turn-key" basis.

你也许会说

海关检查

In certain cases, cargo may be examined at other places or at the trading corporation concerned.

不能放行

Any import or export cargo not in conformity with the stipulations may not be released and will be disposed of by the Customs according to the regulations.

严格保证

We make sure that there is no damage to or loss of the cargo, that the quality and packing are up to requirements during loading, discharging and storing.

结关

Have you taken measures in respect of the customs clearance?

职场心经

通关是指进出境运输工具的负责人，货物的收发人及其代理人，物品的所有人向海关申请办理进出口货物及物品的手续。海关对其呈交的单证和申请的进出口货物或物品依法进行审核、查验、征收税费、批准进出口的全过程。

对不同类型的进出口商品和物品有不同的检查程序并征收不同的关税。如果出入境者携带需要申报的商品或物品，应向海关递交申报单据，报请海关办理出入境手续。

必备的词汇热身

●　export tax
 出口税

●　flat tax
 单一税

●　advalorem
 [ˌædvəˈlɔ:rem]
 n.从价；按价

●　before taxes
 税前

●　AT(after-tax)
 税后

●　tax categories
 税种

●　customs invoice
 海关发票

●　customs drawback
 海关退税

●　customs declaration
 海关申报

当谈到通关的时候你会听到

When do we submit the papers to the Customs?

我们应该什么时候向海关申报？

Bonded goods are goods on which customs duty has not yet been paid. These goods are therefore held in a bonded warehouse.

保税货是因没有付关税而被海关扣存关栈以待完税的货物。

You submit the necessary papers to the Customs when you are informed that your freight has arrived.

一旦通知说你的货物到达了，你应该是立即报关。

The required formalities are carried out within the Customs regulations.

根据海关规章办理必要的手续。

I think it is your responsibility to clear the Customs, because the construction project is being carried out on a "turn-key" basis.

我认为贵方应当承担结关的责任，因为我们是全包工程。

当谈到通关的时候你会说

1．In certain cases, cargo may be examined at other places or at the trading corporation concerned.

某些情况下，货物可以在其他地方或在相关的贸易公司里进行检验。

2．Any import or export cargo not in conformity with the stipulations may not be released and will be disposed of by the Customs according to the regulations.

任何与规定不符的进出口货物都不能放行，同时按规定由海关处置。

3．With a view to facilitating goods traffic, Customs may authorize early release upon examination to such items as perishable or dangerous goods, or certain bulk cargo, so as to expedite transportation and prevent losses.

为了方便商品运输，海关可以在检验之后对易腐烂或危险商品，或特定的大宗货物尽早放行，以加速运输并防止损失。

4．We make sure that there is no damage to or loss of the cargo, that the quality and packing are up to requirements during loading, discharging and storing.

我们要确保货物无损坏或损失，确保质量和包装符合要求，还要保证在装卸仓储过程中无不正当行为。

5．We would like to discuss the problem of Customs clearance today.

我们今天想和您谈一下结关的问题。

6．Have you taken measures in respect of the customs clearance?

你们采取结关措施了吗？

7．It will help us both if you take charge of the Customs clearance, and we focus our attention on the quality, the cost, and the design of the project.

如果由贵方负责结关的话，我们双方都会受益，我方可以集中精力解决主要问题，诸如工程的质量、造价及设计问题。

拓展学习看这里

关税细节

A：Have you studied the alterations to the taxation law?

你们了解修订后的关税法吗？

B：If the duty payer finds that the decision made by the customs is unacceptable, he may file a suit to the People's Court.

如果纳税人不能接受海关裁决，他可向人民法院起诉。

It is favorable for you not to take the goods out of bond, or you will have to pay duty.

把货物贮存在保税区不提出来对你有利，不然，你必须支付关税。

You must be sure the shipment is properly marked, or it will be subject to ten percent ad valorem duty, regardless of the usual customs duties.

你必须确保发货严格标明，否则除了平时关税，还要加上10％从价税。

If your goods remain within a free trade zone they do not pass through customs, you don't pay duty on them.

如果你的货物在自由贸易区而不报关，你就无需纳税。

If the person fails to pay the duties within 3 months, the customs may take certain inforsive measures.

如果三个月内未能缴纳关税，海关可以采取一定的强制措施。

海关检查

A：What does the Customs examine when cargo is going inward or outward?

当货物进出境时海关都检查什么？

B：It is necessary to investigate the country of origin in the case of import declaration forms.

对于进口报关单，需要稽查货物的原产地。

The audit will generally accentuate the cases of importation rather than those of exportation.

一般说来，稽查主要是针对进口而不是出口。

During the examination Customs must check whether the shipping marks, number of package, weight, specifications of the cargo, the trading country, etc.correspond with those on the licenses.

检查时，海关要检查唛头、包装数量、重量、货物规格、贸易国等与许可证上的是否一致。

We make sure that there is no damage to or loss of the cargo, that the quality and packing are up to requirements and that there are no irregularities during loading, discharging or storing.

我们要确保货物无损坏或损失，确保质量和包装符合要求，还要保证在装卸仓储过程中无不正当行为。

这个场景之下你能应付吗？

琳达对商品通过的相关情况不了解，于是她虚心请教，以便更好地完成自己的工作。

A：The duty or tariff will add to the cost, won't it?

B：Yes. And you must be sure the shipment is properly marked, or it will be subject to ten percent advalorem, regardless of the usual customs duties.

A：As the consignee, must I indicate port of entry?

B：Yes. The consignor will follow your instructions.

A：Also, I'll be exporting the finished product, so I want to find out what drawbacks are allowed.

B：I can give you that information. You'll need a special customs invoice.

A：In some instances I want to store the goods in a bonded warehouse. Will that affect the duty?

B：In many instances, no duty is paid as long as the goods stay in a bonded warehouse. The tax is imposed when the goods finally leave the bonded warehouse.

A：Thank you very much for telling me these.

B：You're welcome. It comes with the territory.

A：税或关税计入成本，对吗？

B：是的，而且你必须确保发货严格标明，否则除了平时关税，还要加上10％从价税。

A：作为收货人，我必须注明目的港吗？

B：是的，发货人将按你的说明发货。

A：还有，我们将出口成品，所以我想知道将允许何种退税。

B：我能给你介绍一下，你需要一份特别的海关发票。

A：某些情况下，我将货物贮存在保税仓库内，这影响纳税吗？

B：如果你的货物在自由贸易区而不报关，你就无需纳税。你甚至可以在外贸区进行生产。多数情况下，只要货物在保税仓库就不用纳税，当货物最后离开保税仓库就要纳税。

A：多谢你告诉我这些。

B：不用客气，这是我分内的事。




It comes with the territory.分内的事



It comes with the territory.分内的事。此语照字面意思来看，是“与地盘在一起的”当然意思。其实不难理解，你买了一块地，上面所有的东西，包括一草一木，以至于原有的所有建筑，都是你的。也含有，“无论好坏，都是你的”的意思。比如有时候身为公众人物，难免受到大家的议论，就可以说：It doesn't disturb me. It comes with the territory.我并不介意，这种事情是意料之中的。




货物在通关的过程中遇到了问题，贸易双方在交流了情况后努力想办法予以积极应对。

A：Our agent is having a problem getting our shipment released from customs.

B：What seems to be the problem? Did you receive the complete set of shipping documents?

A：Yes, but there is a discrepancy on the packing list. It states that the carton, No 6, contains typewriters—which we didn't order. It should say copiers.

B：Oh, I'm very sorry. Someone must have made a mistake here when the packing list was prepared.

A：Obviously! But that's not the worst of problems.

B：What else is wrong?

A：The bill of lading states that the terms of payment are DP. It is wrong.

B：Oh, no.

A：Yes, and that means we have to show proof of payment before we can get the goods out of customs.

B：OK. Listen. Give me thirty minutes to check our records and get to the bottom of this, and I'll call you back then. Don't worry, we will go the whole nine yards to help your to deal with it.

A：我们的报关在货运通关时遇到了麻烦。

B：是什么问题？你们有没有收到完整的货运单据？

A：有，但是在包装明细上有一项不属实的地方。上面写明六号箱里装有打印机，可是我们根本没有订，上面应该写复印机才对。

B：哦，我很抱歉。一定是有人在准备装箱明细表时把这里写错了。

A：显然是这样！但那还不是最严重的问题。

B：还有什么问题？

A：提货单上说付款方式是付款交单，那是错误的。

B：哦，不会吧。

A：是的，这表示我们必须出示付款证明才能把货从海关领出来。

B：好，这样吧。给我30分钟查一下我们的记录，找出问题的症结所在，然后再回电话给您。放心，我们会竭尽全力协助你处理好这件事情的。




go the whole nine yards竭尽全力



nine yards指“9码”，9含有“最大”的意思。所以，nine yards才被用来指“最大的努力”。go the whole nine yards常用来指“竭尽全力”或“不遗余力”。比如：I'll bend over backward for the future.为了将来我将竭尽全力。




四　早发现早解决

1　供货不及时

你将听到的

没收到货

The merchandise ordered on September 5th hasn't arrived yet.

延迟损失

You should be responsible for all the losses resulting from the delayed delivering.

后果严重

This delay is threatening the loss of our best customers.

询问原因

Can you tell me the reason you were unable to ship the item on time?

客观缺货

In fact, our grapefruit products are almost out of supply.

库存不足

We are sorry to inform you that we are not able to fill your order in time because of very low stock.

你也许会说

担心后果

It might cause delay of shipment or refusal of payment.

解释原因

The delay of the steamer have compelled postponement of delivery.

评价对方

They are bad people to deal with; always late on delivery dates.

全力以赴

We are sure to go for a break to catch up on.

职场心经

卖方按时提交货物，是买卖合同中规定的卖方基本义务。尤其是季节性商品，节日商品，交货更要准时。否则对方有权取消合同，而且还可以要求赔偿。遇到因货物未能及时运到的抱怨时，应该首先安抚对方不要着急，并表明将尽快查出原因。然后要迅速查明详情同时做出相应对策，尽快给对方答复。

必备的词汇热身

●　objective
 [əbˈdʒektiv]
 adj.客观的

●　pending
 [ˈpendiŋ]
 adj.悬而未决的

●　invalid
 [ˈinvəli:d]
 adj.（法律上的）无效

●　breach
 [bri:tʃ]
 v.违反，破坏

●　subsequent
 [ˈsʌbsikwənt]
 adj.随后的，后来的

●　ridiculous
 [riˈdikjuləs]
 adj.荒谬的，可笑的

当供货不及时的时候你会听到

The merchandise ordered on September 5th hasn't arrived yet.

9月5日订的商品还没到。

You should be responsible for all the losses resulting from the delayed delivering.

贵方应对延误供货造成的一切损失负责。

This delay is threatening the loss of our best customers.

这次延误将使我们失去最好的客户。

Can you tell me the reason you were unable to ship the item on time?

你能告诉我你无法准时交货的原因吗？

In fact, our grapefruit products are almost out of supply.

事实上，我们的葡萄产品几乎缺货。

We are sorry to inform you that we are not able to fill your order in time because of very low stock.

我们很抱歉地通知您，由于库存不足，我们不能按时交付订货。

当供货不及时的时候你会说

1．It might cause delay of shipment or refusal of payment.

会造成延迟交货或对方拒付。

2．The delay of the steamer have compelled postponement of delivery.

轮船误期，迫使我方延迟交货。

3．Your delay in delivery have force us to obtain the goods elsewhere. We are now returning your shipment at your expense.

你方延迟交货迫使我们转向别处购买。现将你方发货退回，而且我们不负担由此而引起的各种费用。

4．They are bad people to deal with; always late on delivery dates.

他们不是好生意伙伴，总是延迟交货日期。

5．Delays in payment or delivery of goods are not to be tolerated.

延迟付款或交货都是不被容忍的。

6．We are sure to go for a break
 to catch up on.

我们一定会全力以赴赶上进度。


go for broke全力以赴，孤注一掷



这个俚语与赌博有关。broke是指“破产”，赌徒们输红了眼，常常拿出自己最后所有的钱孤注一掷，冒险也要赌一把。他们这样做很可能顷刻之间一贫如洗，也可能大获全胜。第二次世界大战后该词开始流行，多用在体育竞赛方面。go for broke的意思就是一个人准备冒破产的危险来最后一搏，也可以说是“不留退路，孤注一掷”。例如：This is our last chance, everybody! Let's go for broke!各位，这是我们最后的机会了，让我们全力以赴，放手一搏吧！


拓展学习看这里

合同中规定

A：What does the contact say about late delivery？

合同中怎么规定供货不及时问题的？

B：The seller must guarantee the delivery schedule.in the case of late delivery, the buyer is entitled to ask for compensation.

卖方必须保证交货进度，万一延迟交货，买方有权要求赔偿损失。

It is part of the contract that there is a penalty for late delivery.

合同中有延迟交货的惩罚规定。

In case of late delivery, the Buyer shall have the right to cancel this contract, reject the goods and lodge a claim against the Seller.

如延迟交货，买方有权解除合同，拒收货物，并有权向卖方索赔；

The seller shall not be held responsible for delay in shipment or nondelivery of the contract goods due to force majeure such as war, serious fire, flood, typhoon, earthquake or other cases which are agreed upon by both parties as the cases of Force Majeure.

由于人力不可抗事故（如战争、严重火灾、水灾、台风、地震和其它双方认定的人力不可抗事故），卖方交货延迟或不能交货的，责任不在卖方。

解释原因

A：Please give a reasonable explanation.

请你们给个合理的解释。

B：The delay in delivery is cause by the weather. We assure you that in the future your order will receive preferred attention.

交货延迟是由于天气的原因造成的，我们保证今后对贵方予以优先。

The delay in delivery is cause by the weather. We assure you that in the future your order will receive preferred attention.

交货延迟是由于天气的原因造成的，我们保证今后对贵方予以优惠。


Too much on my plate
 at that time, I forgot to check out.

当时我的事情太多了，竟然忘记了检查。

These special requirements created their own delay.

所有这些特殊的设计要求均导致了交货期的延迟。


on one's plate不可耽误



on one's plate的字面意思是在某人的盘子里，然而它实际上的意思与盘子没有关系！而是把要做的事或要完成的任务比喻为盘子里的饭菜，太多了怎么也吃不完，但这些工作还一定要做，不可耽误。例如：I can't help you at the moment. I've already far too much on my plate.我现在无法帮助你，我自己的事已经太多了。


这个场景之下你能应付吗？

由于不可抗力导致货物无法按时送达，卖方通过传真通知了买方，但买方表示没有收到传真。

A：Let's cut to the chase. According to our contract, the machines should be available for us to collect from the shipping agent on August 20th, 20011, but it was not until October 20th. You delayed the delivery for about two months. And this has seriously hindered our project development. All these have caused us a great loss.

B：We are sorry about the delayed delivery. We failed to deliver the machines in time because of force majeure circumstances—our vessel had run a ground and we had to put it under repairs. Here's the certificate.

A：And you should have notified us about it in time, but you did not. You failed to notify us about the delay. It's your obligation to make us the compensation.

B：We did immediately notify you through fax. You should have checked your secretary.

A：Our fax machine opens 24 hours, but we didn't receive it. And I also checked with my secretary. I think it's your fault.

B：We sent you the fax certainly. If you insist on saying no, we have no way out.

A：我们直接谈重点。根据合同，我们在20011年8月20日就可到船运公司提取这批机器，但实际上是10月20日才到货。你们拖延了两个月的供货日期。这一拖延严重地影响了我们的项目进展，给我们带来了巨大的损失。

B：我们对延误供货表示抱歉。我们没有及时给你们提供机器是因为不可抗拒因素—我们的船搁浅了，我们不得不对船进行修理。这里有证明。

A：那你们本应该及时告诉我们，而你们并没有做到这点。你们公司没有通知我们船只延误，给予我们补偿是你们的责任。

B：我们当即就通过传真通知你们，你应该问一下你的秘书。

A：我们的传真机24小时都开着，但我们没有收到你们的传真。并且我问过我的秘书。我想这是你们的错。

B：我们的确给你们发了传真，如果你们坚持说没有，我们没有别的办法。




cut to the chase这个习惯用语来自好莱坞电影。很多人都知道chase这个词是“追赶”的意思，在口语里，就用cut to the chase来表示“言归正传，只谈重点”的意思。现在cut to the chase也被广泛应用在商界，表示，“开门见山，直奔主题，言归正传”，意味着直接处理最要紧的问题，别废话。例如：OK. Let's cut to the chase: tell me what you want and I'll do my best to help you.（好吧，直说吧，告诉我你想要什么，我会尽力帮你的。）




由于货物未能及时送达，金先生向卡特先生提出了索赔，并且驳回了卡特先生给出的理由。

A：I have something unpleasant to talk over with you, Mr. Carter?

B：It's nothing serious, I hope.

A：Unfortunately it is. We have lost a lot of money because of it.

B：You mean the shipment of sweaters.

A：Yes. You know, sweaters are seasoning goods. We signed a contract of 70,000 sweaters in March. The goods should have arrived in Dalian no later than late September, but it arrived on October 30th when it was too late for us to have them distributed.

B：We did have the sweaters delivered according to the contract stipulations, you might have noticed it from the shipping advice we sent you.

A：I've studied all the necessary documentations, including the shipping advice. That advice told us the vessel would be sailing for Dalian via Paris and Bangkok on August 30th. Unfortunately when the vessel called at Bangkok, the dockers were on strike, which caused almost twenty days delay of its arrival in Dalian.

B：You'd had the cargo insured against S.R.C.C., hadn't you? In that case, your claim should be referred to the insurance company for compensation.

A：I like that, and what I'd like to remind you of is that it was stipulated in the contract that the goods would be delivered in early August. If the goods had been delivered before August 20th, the strike in Bangkok would not have affected the punctual arrival of the goods. Therefore you are responsible for our loss.

A：我有件很不愉快的事要和你谈谈，卡特先生。

B：希望不是很严重。

A：不幸的是，很严重，我们因此遭受了巨大的经济损失。

B：你是说毛衣交货的事吧？

A：是的，你知道毛衣是季节性货物。今年3月份我们签了一笔70000件毛衣的合同。货应该在不迟于9月下旬到达大连，但实际上货物在10月30日才到，当时我们安排分销已经太晚了。

B：我们的确是按合同规定把毛衣发出的，从我们的装船通知中你可以看到。

A：我研究了所有必要的文件，包括装船通知。船于8月30日经巴黎和曼谷驶往大连。不幸的是当船在曼谷停靠时，码头工人正在罢工，致使船晚到大连几乎二十天。

B：你们事实上保了罢工、暴动、民变险，是吧？在这种情况下，你应该向保险公司提出索赔。

A：我不同意，我要提醒你的是合同中规定货物在8月上旬发出。如果货物于8月20日前发出，曼谷的罢工就不会影响货物按时到达。因此，你方应对我们的损失负责。




I like that.我肯定不赞成，我反对。



很多人看到I like that.的第一反应就是将其理解成“我喜欢。”但事实上，该俚语在此处的意思恰恰相反，它表达的意思是“我肯定不赞成，我反对。”例如：Did you say that you should get a promotion?I like that!你是说你应该升职？亏你说得出来！




2　错发货物

你将听到的

打电话告知

I'm calling about the merchandise we ordered from you last month. What we receive is not what we ordered.

狸猫太子

Right. We ordered A-3's, but the box contained A-1's. We can't use them at all.

装错床单

Upon unpacking the cases we find that the contents entirely have nothing to do with our order. We ordered tablecloths, whereas the contents are bed sheets. Evidently the goods are wrong.

与提单不符

To our surprise we found that the contents do not agree to Bill of Lading.

你也许会说

处理结果

We hope to provide you with good service for many years to come.

努力改正

We have to ask for a compensation to cover the loss incurred as a result of the wrong goods concerned.

发现不对

The goods submitted do not correspond with the sample sent.

职场心经

当卖方被告知错发了货物之后，应在第一时间向买方表示歉意，并想办法及时通过协商解决问题。首先，可询问对方是否能接受错发的货物；如果对方不能接受错发的货物，可请求对方通过降价等方式代自己将商品在对方市场进行处理，并马上安排对买方所需商品的发货工作；如果买方不能代为销售，可要求对方将商品发回并将对方所需商品及时发送给对方。

必备的词汇热身

●　connection
 [kəˈnekʃən]
 n.关系

●　textile
 [ˈtekstail]
 n.纺织品

●　sundry
 [ˈsʌndri]
 n.杂货

●　handicrafts
 [ˈhandi:ˌkræfts]
 n.手工艺品

●　represent
 [ˌrepriˈzent]
 v.代表

●　foreign
 [ˈfɔrin]
 adj.外国的

●　prove
 [pru:v]
 v.证明

当错发货物的时候你会听到

I'm calling about the merchandise we ordered from you last month. What we receive is not what we ordered.

我打来电话是关于我们上个月从贵方订货的事。我们收到的并不是我们订购的。

Right. We ordered A-3's, but the box contained A-1's. We can't use them at all.

对，我们订购的A-3，但箱子里装的是A-1。我们完全不能用。

We regret to inform you that Case No.9 did not contain the goods we ordered.

我们遗憾地通知贵方，9号箱非我方订货。

Upon unpacking the cases we find that the contents entirely have nothing to do with our order. We ordered tablecloths, whereas the contents are bed sheets. Evidently the goods are wrong.

开箱之后我们发现内容与我们的订单完全不一致，我们订的是台布，而装的是床单，显然是装错了。

To our surprise we found that the contents do not agree to Bill of Lading.

我们十分惊讶地发现所装货物与提单不符。

当错发货物的时候你会说

1．We hope to provide you with good service for many years to come.

我们希望未来能提供你们最好的服务。

2．I'm very pleased we were able to get to the bottom of this so quickly.

我很高兴能这么快把事情弄个水落石出。

3．We are very much regret having given you the cause to complaint and assure you that we should do all we can to put matters right.

我们很遗憾致使你方提出索赔，我们保证将尽一切努力改正。

4．We have to ask for a compensation to cover the loss incurred as a result of the wrong goods concerned.

我们不得不申请赔偿以弥补由于货物的错发而引起的损失。

5．We wish to dispose of the goods that your wrong delivered and request you refund to us our disbursement of the loss incurred.

我们要求降价处理你方错发的货物，并赔偿由此而产生的损失。

6．The goods submitted do not correspond with the sample sent.

到货与惠送样品不一致。

We received a wrong delivery of 6 dressing tables from you yesterday. We ordered the pine-finished dressing tables, but got a consignment of 6 mahogany-finished ones.

昨天我们收到贵方错发的6台梳妆台。我们订的是6台松木面的，但送来的却是红木的。

7．You have sent us the wrong goods and we are in urgent need for the goods that we ordered.

贵方将货发错，而我方急需所订货物。

8．You sent the wrong items. We order the newest model, but you sent us older models.

你们发错了货，我们订的是最新型号的，但是你们却发来了旧型号。

拓展学习看这里

提出异议

A：The goods are not up to the standard stipulated in the contract. We're now lodging a claim with you.

货不对版，所以我方提出索赔。

B：Would you mind waiting a few minutes while I check with our Shipping department?

您可以稍等几分钟好让我和我们的货物部门核对一下吗？

Your goods cannot be accepted as they differ from your samples.

货不对版，所以我方拒绝接受这批货物。

The goods we have received do not tally with the sample on which we ordered. We regret to have to return these goods, and shall be glad if you will substitute the right goods for them as early as possible.

我们收到的货物与订货样品不符。因此我们不得不退货，希望你方能尽早将正确的货物发来调换。

回应对方

A：How to deal with it in your mind?

你们打算如何处理这个问题？

B：We'll airfreight the correct printers immediately.

我们会马上把正确的打印机空运过去。

We are in the hot water
 recently, so we took wrong.

我们真的是遇到麻烦的状况了，才会出错。

That's an understandable, but regrettable mistake.

这种错误可以理解，但也很遗憾。

Since it's our error, we'll pay the freight charges.

因为错误是我们造成的，我们会负担空运运费。


be in hot water遇到麻烦



该习语的字面意思是“在热水中”。可以想象描述对象身处的环境一定很恶劣，肯定是遇到了麻烦，所以后来该习语就被用来表示“遇到了麻烦”之意。例如：I am in the hot water now, I lose some important documents.我遇到麻烦了，我弄丢了很多十分重要的文件。



“遇到麻烦”的其他表达方式还有：



get into trouble陷入困境，遇到麻烦



He got into trouble now; I should go to help him.



他遇到麻烦了，我得去帮他。



get into a mess遇到麻烦



He won't ask you for help even he got into a mess.



即使他遇到麻烦也不会找你帮忙。


这个场景之下你能应付吗？

由于使用的是过去的旧目录，所以客户选错了商品型号，但是卖方表示了理解并决定给对方送去正确的商品。

A：We received a wrong delivery of 5 wardrobes from you yesterday. We ordered the pine-finished wardrobes, but got a consignment of 5 mahogany-finished ones.

B：I'm sorry for that. What's your order number?

A：No.107. We ordered from your summer catalogue, Cat No.336.

B：That's it. You have ordered from an out-of-date catalogue. The new one lists the wardrobes you wanted under 705.

A：Oh, I'm sorry.

B：That's all right. It's history. I'll instruct a person to deliver the pine-finished wardrobes tomorrow and pick up the other consignment at the same time.

A：Thank you very much.

A：昨天我们收到你们送来的5个衣柜，你们送错货了。我们订的是5个松木面的，但送来的是红木的。

B：发生这事我很抱歉。你的订单号是多少？

A：订单号是107，我们是从你的夏季产品目录上订的，产品目录是336。

B：就是这个问题了。你用的是过时的产品目录。在新目录上，你要的货品是705.

A：哦，对不起。

B：没关系，都已经过去了。我安排人明天把松木衣柜送过去，同时把红木的拉回来。

A：谢谢。




It's history.都已经过去了。



和别人造成误会时我们肯定要解释一下，对方可能说“都已经过去了”，言下之意是他已经原谅你了。说成Everything has passed.的话就好闹笑话了，这样的中式英语老外当然听不懂了，正确的说法应该是It's history.



History是“历史”的意思，成为了历史当然就是过去的事了，也就不用提了。我们在提到某个人的“生平”时，可以说life history。




因为信息输入错误，卖方发送了错误的商品型号。核对信息后，卖方决定马上发送正确的商品，并请对方帮忙将错误的商品寄回来。

A：We have a problem, sir.

B：What on earth has happened?

A：You remember that we ordered 20 of your TP166 laser jet printers?

B：Of course. We shipped them two weeks ago. Haven't they arrived?

A：That's the problem. They've arrived, but they're the wrong model. You sent the TP164 model. That model is incompatible with our computer system.

B：I'm sorry to hear that. I'll look into it and try to get it corrected for you as quickly as possible. Do you have the invoice number?

A：I have a fax of the invoice right here.

B：Yes, there certainly seems to be a mistake. For some reason we shipped the wrong model. Would you mind waiting a few minutes while I check with our shipping department?

A：Not at all. I'm anxious to get this straightened out.（Later…）

B：Well, I've discovered the source of the error. It seems your customer account number was incorrectly entered into our computer at the warehouse. This resulted in the wrong shipment.

A：That's an understandable, but regrettable mistake.

B：We'll airfreight the correct printers immediately for all the tea in China. And since it's our error, we'll pay the freight charges.

A：That's good of you. My home office will be glad to hear it.

B：I'm very pleased we were able to get to the bottom of this so quickly. Just return the wrong printers sea-freight, and our company will pick up those charges too.

A：Thank you so much.

B：That's all right. We hope to provide you with good service for many years to come.

A：先生，我们有一个问题。

B：发生什么事了？

A：您记得我们向您订购了50台TP166激光喷墨打印机吗？

B：当然，我们在两个星期前交运了。送到了吗？

A：问题就在这儿。货已经送到了，但型号不对。您们交的货是TP164型。那机型和我们的电脑系统不兼容。

B：真抱歉。我会调查，然后尽快补救。您有发票号码吗？

A：这儿有一份发票的传真。

B：对，好像的确弄错了，我们不知道怎么运错了机型。您可以稍等几分钟好让我和货运部门核对一下吗

A：当然可以。我急着想把事情弄清楚。（稍后……）

B：我知道怎么一回事了。我们好像把您账号给输入错了。这一来就使得出货弄错了。

A：这种错误可以理解，但也很遗憾。

B：无论怎么样，我们会马上把正确的机型空运过去。因为错误是我们造成的，我们会负担空运运费。

A：您很周到，我们公司听到这消息一定很高兴。

B：我很高兴能这么快就把事情弄个水落石出，您就把送错了的打印机用海运帮我们退回来。运费由我们来付。

A：非常感谢您。

B：不要客气，我们希望未来还能提供给您们最佳的服务。




for all the tea in China无论如何，无论怎么（也不）



这条习语来自17世纪的英国。当时中国生产的茶叶在英国价格昂贵，如果是“中国的全部茶叶”（all the tea in China），价值就无法估量了。不过，这条习语多用于否定句，意思是“即使把中国的全部茶叶送给我（我也不做某事）”，比喻“无论如何，无论多高的报酬（也不）”的意思。比如：That man was so rude to me! I wouldn't go back to that job for all the tea in China.（那个人对我如此无礼，我无论如何也不会回去干那个工作了。）




3　质量投诉

你将听到的

质量不满

The quality of these goods is not satisfactory.

低于样品

This consignment is much inferior in quality to our samples.

不符标准

This lot of goods is not up to the contract standard.

不愿接受

We are not willing to accept goods different from your samples.

提出索赔

We are lodging a claim for inferior quality.

不认同

It is unreasonable for you to lodge a claim against us for your alleged inferior quality of the products imported from us.

必须负责

We have to hold you responsible for the loss we have been made to sustain.

你也许会说

没按承诺

The quality of the goods you shipped does not meet our minimum requirements.

质量太次

To our astonishment, over half of the peanuts are in and out worm-eaten.

工艺差

The report showed that the lobsters were inferior and packing was inadequate.

职场心经

在国际贸易中，由国家设置的检验机构或经政府注册的、独立的、第三者身份的鉴定机构对进出口商品的质量、规格、卫生、安全、检疫、包装、数量、重量、残损以及装运条件、装运技术等进行检验、鉴定和监督管理工作。商检机构在完成进出口商品检验鉴定工作后签发的证明书。商检证明是对外贸易有关各方履行合同义务和处理索赔争议具有法律地位的证明文件，是进出口商品交接结算、通关计税、计算费用、进行索赔等的有效凭证。索赔时出示商检证书将为索赔添上重重的砝码。

必备的词汇热身

●　initial
 [iˈniʃəl]
 adj.第一的

●　wonder
 [ˈwɔndə]
 v.怀疑

●　deduct
 [diˈdʌkt]
 v.扣除

●　lost
 [lɔst]
 v.损失

●　manufacturer
 [ˌmænjuˈfæktʃərə]
 n.制造

●　appearance
 [əˈpiərəns]
 n.外表

●　critical
 [ˈkritikəl]
 adj.批评的，挑剔的

●　regrettable
 [riˈɡretəbl]
 adj.可叹的；可惜的；抱歉的

●　merchandise
 [ˈmə:tʃəndaiz,-ˌdaɪs]
 n.商品；货物

●　coincide with
 与……相符

当谈到质量投诉的时候你会听到

The quality of these goods is not satisfactory.

这批货的质量不让人满意。

This consignment is much inferior in quality to our samples.

这批货的质量大大低于我们的样品。

This lots of goods is not up to the contract standard.

这批货不符合合同标准。

We are not willing to accept goods different from your samples.

我们不愿接受与你方样品不符的货物。

We are lodging a claim for inferior quality.

因为低劣质量，我们向你方提出索赔。

According to claim clauses, the seller should compensate the inferior quality of goods or quality changes.

根据索赔条款，卖方应该赔偿货物的低劣质量或是质量不变。

After reinspection, we found that the quality of the goods was not in conformity with the contract stipulations.

经复检后发现，质量与合同不符。

It is unreasonable for you to lodge a claim against us for your alleged inferior quality of the products imported from us.

你方就从我方进口的产品质量低劣提出索赔是没道理的。

We have to hold you responsible for the loss we have been made to sustain.

我方遭受的损失须由你方负责。

当谈到质量投诉的时候你会说

1．The inspection indicates that the quality of the green tea delivered is not in conformity with that stipulated in the contract, though the packing is all in good condition.

检验表明，尽管包装完好，但是运来的这批绿茶与合同规定不符。

2．We are really at a loss to understand why over half of the latest lot of green beans was found moldy or even worm-eaten.

我们真的难以理解为什么最近这一批绿豆多半发霉或虫蛀。

3．This lot of goods has not turned out to our satisfaction, the quality being too poor to render them in the market.

该批货物无法令我们满意，质量太差，根本无法投放市场。

4．The quality of the goods you shipped does not meet our minimum requirements.

贵方装运的货物质量不符合我们的最低要求。

5．To our astonishment, over half of the peanuts are in and out worm-eaten.

令我吃惊的是，半数以上的花生是虫蛀的。

6．I regret to inform you that many tins of lobsters of the latest consignment have been found blown.

很遗憾告诉你上次那批龙虾有许多都胀了。

7．The report showed that the lobsters were inferior and packing was inadequate.

报告表明龙虾质量很次，并且包装不当。

8．It's evident that the rust is due to poor workmanship. It should be admitted that the rust was not scoured off completely before electroplating. As a result the chrome coating would certainly not hold.

很明显生锈的原因是工艺低劣。你们必须表明锈斑在电镀前未被擦掉。结果，镀铬层当然不牢固。

拓展学习看这里

质量与承诺不一致

A：What's wrong?

发生了什么情况呢？

B：You shipped bulk goods not corresponding in quality with the sample.

贵方运来的大批货物与样品不符。

When unpacking the bales, we found that the materials are different from the original design.

我们拆开包裹后发现原料与原始设计不一致。

We lodge a claim for this shipment because it is not up to your own standard.

我们对这批货物提出索赔，因为他们不符合你们自己的标准。

We shall be glad to have your explanation of this discrepancy in the quality, and also to know what you propose to do in the matter.

我们希望贵公司能对品质上的瑕疵加以说明，同时希望知道贵公司的处理办法。

质量低劣

A：Our customers reported that your products are very poor in quality.

我们的客户反映，你们的产品质量太差。

B：I'll look into the matter, and connect you as soon as possible.

我会调查此事，尽快给予答复。

We can't use them at all.

我们完全不能用。

There're spots on the surface of the products.

产品表面有瑕疵。

Some component parts were found covered with rust.

我们发现一些零件生锈了。

这个场景之下你能应付吗？

产品的质量出现了严重的问题，郑小姐想要退款。卖方向郑小姐介绍了新的产品，并表示可以换货。

A：Well, Miss Zheng. Just to make things clear, I'd like to ask you some questions. Do all the products have quality problems?

B：Of course. We invited many clients that day. I was hoping that I could be under the spotlight that night. But I turned out to be a mockery. And I lost face before so many people.

A：Miss Zheng, on behalf of my company, I make an apology to you with all my heart. Just as our company's promises, our product assures quality. There must be some strange things in it.

B：It happened to me! I want a refund.

A：If you don't mind, I have a proposal to you. Why not come to our company? We have a new product which is the latest items. I'm sure you'll like it. And please trust me, the quality will be guaranteed.

B：That sounds acceptable.

A：郑小姐，我想问您几个问题以澄清事实。是所有的商品都有质量问题吗？

B：是的，当天我们公司邀请了很多客户。我还希望我们能能够在那晚成为焦点，没想到居然变成了小丑！这简直太丢脸了。

A：郑小姐，我代表公司真心的向您道歉。正如我们公司承诺的，产品保证质量。这其中肯定有什么意外。

B：既然这个事情发生在了我身上，我就要求退款。

A：如果您不介意的话，我想向你提个建议。你为什么不来我们公司呢？我们有最新款的产品，我相信你会喜欢的。另外，请相信我，这批新货的质量一定得以保证。

B：听上去还算可以接受。




lose face丢脸，受侮辱



该短语源于汉语的“丢脸”，据说是一些近代在中国经商的英国人介绍到英语在中的，此后他们又创造了一次写类似的成语：save the face（保全面子），a loss of face（丢面子），face-saving（失面子的）。例如：The last thing I want to see is to lose face before my friends.（我最不想见到自己在朋友面前丢脸。）




由于货物的质量比样货差，布莱尔先生准备拒收货物。但是张先生提出降价10％，布莱尔先生最终同意了对方的解决方案。

A：Mr. Zhang, I'm regret to tell you that we have to decline the shipment.

A：What happened, Mr. Bair?

B：The shipment did not come up to the samples.

A：That's impossible. They were usually inspected to the standard.

B：The color of these products is much darker than that of the samples and the quality is much weaker. So we have to decline the shipment.

A：How can you do that! We've already delivered it to the destination port, and we'll sustain a huge loss if you decline it.

B：But we'll also suffer great losses if we accept these goods different from the samples.

A：Well, the die is cast; we'll bring down our price by 10％, since we stand by our products. Is that okay?

B：All right. We agree to accept your proposal.

A：张先生，我方很遗憾地告诉你们，我们不得不拒收你方的货物。

B：布莱尔先生，出了什么事？

A：这些货的质量没有达到样货的标准。

B：这不可能，货物通常是经过了检验并符合标准的。

A：这些货的颜色比样货深，并且品质也比样货差，因此我们拒收此货。

B：那怎么行！货物已运抵目的港，如果你方拒收，我方将损失重大。

A：但如果我们接收了这批与样货不符的货，我们的损失也同样惨重。

B：事已至此，我们愿意负责，我们就降价10％。这总可以了吧？

A：好吧，我方接收你方的建议。




the die is cast事已定局；事已至此，无可反悔



成语中的die是指骰子。在掷骰子赌博时，通常掷出去（cast）的最后点数都是一定的。并不会再有所变动，因此不论主观的意志为何，一样是直接按点数论输赢，没有争论的余地。



据说凯撒大帝（uius Caesar）在率军渡过鲁比孔河（Rubican）要与庞贝决一死战时，便用了the die is cast表示“心意已决，没有更改的余地”。the die is cast也可以写做the die is thrown，意思不变。




4　短重投诉

你将听到的

书面索赔

Here is a claim on short-weight.

赔偿额度

We ask for the compensation by 20％ of the total amount of the contract.

提出索赔

The goods of order 20BD43 were found short-weight of 350kgs, for which we have to raise a claim against you.

短重原因

The short weight is caused by improper packing.

你也许会说

重量短缺

We found a short weight in your last consignment.

数量短缺

Five boxes were missing from the consignment delivered to us today.

负担费用

Extra expenses caused by the shortage are to be born by you.

职场心经

当买方提出短重投诉时，卖方应注意，要正确使用计量单位。国际贸易中，现行的度量衡制度有公制、国际制、英制和美制。在这些度量衡制度并行过程中，要注意计量单位的正确使用。

如遇买方进行数量索赔时，如属短交，卖方应看其是否在合同规定的溢短装范围之内，如在其范围之内，不属违约，只找差价就行了。同时买方也应注意，卖方如短交在15％以内，可要求卖方补交，或从货款中扣除相应的部分。

必备的词汇热身

●　liable
 [ˈlaiəbl]
 adj.有（法律）责任的

●　moisture
 [ˈmɔistʃə]
 n.水分；潮湿

●　unavoidable
 [ˌʌnəˈvɔidəbl]
 adj.不可避免的

●　mishap
 [ˈmishæp]
 n.不幸的事

●　deliberately
 [diˈlibərətli]
 adv.故意地

●　terminate
 [ˈtə:mineit]
 v.终止，停止

●　intact
 [inˈtækt]
 adj.完整的；未损坏的

●　evaporation
 [iˌvæpəˈreiʃən]
 n.蒸发

●　in transit
 在途中

●　certificate of weight
 重量证明书

●　short-weigh
 短重

当提到短重投诉的时候你会听到

We ask for the compensation by 20％ of the total amount of the contract.

我们要求赔偿合同全部金额的百分之二十。

The goods of order 20BD43 were found short-weight of 350kgs, for which we have to raise a claim against you.

订单20BD43来货发现短重350公斤，为此特向你方提出索赔。

Here is a claim on short-weight.

这是短重索赔。

The short weight is caused by improper packing.

短重是由于包装不当所造成的。

当提到短重投诉的时候你会说

1．We found a short weight in your last consignment.

我们发现上单货物重量短缺。

2．We regret to inform you that the goods were underweight.

我们很遗憾告知贵方货物重量不足。

3．Five boxes were missing from the consignment delivered to us today.

今天交给我们的货物缺少5箱。

4．We find that each case shows a shortage in weight.

我们发现每箱均缺重。

5．There is a 4-ton short weight on the arrival.

到货时少了4吨。

6．We have to hold you responsible for the loss caused by the shortage.

我方因短重所造成的损失必须有你方负责。

7．Extra expenses caused by the shortage are to be born by you.

因数量短少引起的额外费用将由你方负担。

8．As the goods were sold on CIF terms, you must be held responsible for the shortage.

鉴于货物是按到岸价条款成交，你方要为短重负责。

9．We propose you compensate us the loss of all broken tins plus inspection fee.

我们希望你们赔偿我们所有破损罐头的损失，另外加上商检费。

拓展学习看这里

因为短重提出索赔

A：As the quantity of the goods is not identical with the L/C, we cannot help lodging a claim against you.

由于货物数量与信用证不符，我们只好向你方提出索赔。

B：I'll look into the matter as soon as possible.

我们会尽快调查此事。

We have already lodged a claim against the underwriters for ￡ 8000 for the loss of the goods in transshipment.

由于货物在转运途中丢失，我们已向保险商提出索赔8000英镑。

The goods of Order 20BD43 were found short-weight of 350kgs for which we have to raise a claim against you.

订单20BD43来货发现短重350公斤，为此特向你方提出索赔。

We have examined the contents and found that 180pieces were missing and the rest were unfit for use.

我们检查了所装货物，发现有18件丢失，其余的无法使用。

短重数额

A：What's the gap?

相差的数额是多少？

B：The goods were found to be 6 packages short.

货物少了6包。

There is a total shortage of 20kg.

短重总量为20公斤。

There is a difference of 2 tons between the actual landed weight and the invoice weight.

实际重量和发票重量相差两吨。

According to the surveyor's report, there was a shortage of 300 lbs.

根据官方的报告，短缺300磅。

这个场景之下你能应付吗？

由于货物短重，客户十分生气。怀特小姐答应对方弄清楚事情的具体原因，并一并解决部分商品品质方面出现的问题。

A：The goods you sent us did not meet our specifications, so we feel that you should fix the problems and make it up to us.

B：Please, there's no need to be so angry. We can talk about it, then fix things.

A：Most of the goods were underweight. This kind of thing can only happen if the exporting company did not do its job, or was trying to cheat us.

B：We always do a good job, and I don't think you should say we are trying to cheat you. I'll check why the goods were underweight.

A：Good. As well, we feel that it's a curate's egg. And there were too many defective items.

B：Well, I promise I will check into these problems, and find out if we were at fault. But I think you should wait until I finish my report to send us a letter of claim.

A：贵公司寄来的货物，不符我们的要求的规格。我们认为，你们应负责解决问题，并补偿我们的损失。

B：请息怒，别生这么大的气嘛！我们可以谈谈，可以把问题解决嘛。

A：大部分的货都重量不足。只有外销公司没有尽到责任才会发生这种事，或者是想存心欺骗。

B：我们一向很尽责，而我也觉得你不该指责我们有意欺骗。我会查清楚为什么货物会重量不足。

A：好吧！还有，我们觉得这些产品好坏混杂，瑕疵品太多了。

B：好，我保证一定会仔细调查这些问题。看看是不是我们的错。但是我想您该等我完成调查报告后，再发出正式索赔信函。




curate's egg优劣兼备之物：好坏混杂。这个用法的起源来自于英国PUNCH杂志上，所登载的一篇幽默漫画。成语中的curate指的是助理牧师、副牧师。有一天，主教邀请一位年轻的助理牧师一起用早餐。用餐中，主教递了一个鸡蛋给助理牧师，并问他好不好吃。没想到，那个蛋竟然早已变质变味。助理牧师不想说实话，便结结巴巴地回答说：Parts of it are excellent!一部分还不错！这个故事在杂志上刊登出来后，成为人人朗朗上口的话，只要是比喻某人或事物在某方面还不错，另一方面却不然时，大家便会这样说。




货物出现了比较严重的短重情况，卡尔先生在看过商检报告后，认可了对方的说法，并表示配合对方解决索赔问题。

A：Mr. Wade, I have to say that last shipment of 2,000 kgs of red dates was not satisfactory.

B：Yes? I'd never expected it.

A：As soon as the goods reached us, we inspected them and found a shortweight of almost 150 kgs. It's far beyond the stipulated 5％ more or less allowance.

B：How could that happen? Our goods had been weighed carefully before shipment. The captain was just at the spot to supervise the weighing. He can certainly prove the full eight was delivered; otherwise, he could not have issued a clean G/L. I think the shortage has nothing to do with us.

A：I don't agree with you there, Mr. Wade. Here is the report issued by a wellknown inspection company in China. Please have a good look.

B：Well, thanks.

A：In the report you may find their findings that the dates had not been completely dried before packing. You are lucky that they didn't get deteriorated. As the goods were sold on CIF terms, you should be held responsible for it.

B：In view of our good business relations, we're prepared to entertain your claim for that 150 kgs short weight.

A：韦德先生，上一批2000公斤红枣不令人满意。

B：是吗？我真想不到。

A：货物到港后，我们进行了检查发现短重150公斤，这远远超过了规定的5％的溢短装数量。

B：这怎么可能呢？装船前货物经过认真称重，船长在现场监督称重过程。他可以证明所发运的货物重量足够，否则，他也不会签发清洁提单。我想短重与我们无关。

A：我不同意你的看法，韦德先生。这是中国一家著名的商检公司做的商检报告。请你好好看一下。

B：好的，谢谢。

A：在报告中，你可以看到他们的调查结果，这些红枣在包装前没有干透。你很幸运货物没有变质。因为货物是按CIF价出售的，所以你方应该对此负责。

B：考虑到我们之间良好的业务关系，我们打算接受你方短重150公斤的赔偿要求。




in view of鉴于；考虑到；由于



例如：In view of our long-standing relationship, we agree to allow you a discount.



考虑到我们长期的关系，我方同意给你方折扣。



He will presumably resign in view of the complete failure of his policy.



由于他所推行的政策彻底失败了，他很可能辞职。




5　货物损坏

你将听到的

包装致使

Poor packing was the cause of the damage.

破损程度

Nearly 10％ of the bags are broken.

猜测原因

The damage was caused sometime in transit.

判断原因

Its inadequate packing caused the damage to the packages.

需亲眼目睹

We can't use most of the material you sent us on the last shipment. Some were water-stained, some soiled. I suppose you won't be convinced until you have seen it your own eyes.

严重受损

Quite a number of cartons were badly damaged.

你也许会说

货品有损

The items in two of the crates were damaged.

严重毁坏

On examination, five cases were found to be badly damaged.

职场心经

发现货物受到损坏要求索赔时，应该从事情的具体情况出发，本着平等互利和实事求是的精神确定赔偿金额和其他处理方式，如退货、换货、补货、整修、延期付款、延期交货等。处理索赔的方法要尽量合情合理，以利于今后合作。

解决索赔要求时，必须认真引证合同相关条款和证明文件的相关语句，要求对方出示必要的证明文字材料、实物材料、检验数据等，要详细核查，必要时要亲自到现场检验货物，眼见为实，方能决定赔偿的数额和方式。在买方提出索赔要求时，务必准备好所有必要的文件、证明和相关材料，有理有据。

必备的词汇热身

●　badly
 [ˈbædli]
 adv.非常严重

●　dent
 [dent]
 n.凹陷

●　bend
 [bend]
 v.使弯曲

●　spoil
 [spɔil]
 v.弄脏，损坏

●　extremely
 [ikˈstri:mli]
 adv.极其，非常

●　explosion
 [ikˈspləuʒən]
 n.爆炸

●　natural calamity
 自然灾害

●　maritime accident
 海上事故

●　surveyor's report
 鉴定证明书

当货物损坏的时候你会听到

Poor packing was the cause of the damage.

包装不结实导致了破损的发生。

Nearly 10％ of the bags are broken.

几乎10％的包装袋都破了。

The Glass Sheet ordered from you on May 16 was delivered yesterday, but to my regret 20 percent of the sheets were broken.

5月16日向贵公司订购的玻璃板已于昨日交付我方，遗憾的是其中20％已破碎。

The damage was caused sometime in transit.

货物是在运输图中的某个时候受损的。

Its inadequate packing caused the damage to the packages.

不当包装使得这些包装箱受损。

We can't use most of the material you sent us on the last shipment. Some were water-stained, some soiled. I suppose you won't be convinced until you have seen it your own eyes.

你们发来的上一批材料，大部分都不能用。有些进了水渍，有些弄脏了，我想你要亲眼看了才会相信。

Several boxes were broken and the contents damaged.

有数箱破损，内装货物受损。

We have found two cartons were completely wet.

我们发现有2箱完全受潮。

The items in two of the crates were damaged.

2个板条箱中的商品有损坏。

Quite a number of cartons were badly damaged.

相当多的纸板箱严重受损。

当货物损坏的时候你会说

1．Sorry, but I have to tell you that a number of displays shipped by you were found damaged through our inspection upon arrival.

抱歉，经过我们检查，我不得不告诉你们，贵公司运到的许多展示品都有损坏。

2．We are unable to accept the shipped which we received from you today, as they had been completely smashed when they reached us.

我们难以接受今天收到的货物，因为货物达到时已经完全粉碎。

3．The goods have been saturated and discolored so heavily by rain that they are unsalable.

货物被雨水严重浸泡和褪色，以致无法销售。

4．On examination, five cases were found to be badly damaged.

经过检查，发现有5只箱子有严重损坏。

5．We regret to inform you that one of cases of your consignment arrived in a badly damaged condition. The lid was broken, and the case with its contents was crushed.

遗憾地通知贵方，发货中有一箱达到时严重受损。箱盖破碎，箱子和里面的东西都已压坏。

6．The items in two of the crates were damaged.

两个箱中的商品有损坏。

7．Your shipment of woolen sweaters arrived today. We have found two cartons were completely wet.

贵方装运的羊毛衫今天抵达。我们发现有两箱完全受潮。

8．We found half the educational instruments we received from you were beyond repair.

我们发现我们所收到的教学仪器有半数无法修理。

拓展学习看这里

破损原因

A：Our surveyors stated that it was the inferior material used that caused the quality deterioration.

我们的检查员申明是所用的劣质材料导致了变质。

B：We will compensate your loss if we were responsible for it.

如果责任在我方，我们会对你方的损失进行赔偿。

One of the cases was badly smashed and the contents were seriously damaged.

其中一个箱子散架了，里面的东西严重损坏。

We regret that the damages are chiefly due to poor packing which is not adequately reinforced.

很抱歉，损坏主要是由于没有足够地加固，包装质量差造成的。

I'm afraid the losses must have occurred on route.

我想破碎可能是在运输途中发生的。

损坏程度

A：What is the damaged condition?

目前的状况是什么样的？

B：Over 30％ of the glass flower vases were broken.

有30％以上的玻璃花瓶破碎了。

About 20％ were broken and 15％ were leaking.

大约20％的破损，15％的渗漏。

When we were receiving the goods, we found 10％ of the bags broken.

当我们收到货的时候，我们发现有10％的包装袋破损。

10 cases arrived in a badly damaged condition.

到货时10只木箱严重破损。

It is just a trail order
 for 3 cases, but 2 are badly damaged.

仅仅是购了3箱，结果有2箱严重破损。


trial order试购



trial order在贸易中频繁使用，基本上是试探性的往来，目的是为了了解对方的产品质量和相关能力。如果已经告诉外商你将订购的年预订量（potential quantity），一般供货商给你的trial order价格就是你将要批量采购的实价，当然价格市场大幅度波动的货物除外，如果你仅仅就trial order询价，通常得到的价格较高。



“试订”的其他表达方式还有：



tentative purchase试购



This is only a sample order, so the amount is not big.



因为这次是试订，所以数量不大。



sample order试购



It's a sample order, you know.



你知道这是订购货样试销而已。


这个场景之下你能应付吗？

客户就商品的损坏情况向卖方提出了索赔，怀特小姐表示要将所有情况彻底弄清楚后才能最后做出决定。

A：Miss White, I regret to tell you that I have to make a complaint.

B：About what?

A：It's about your shipments that arrived at Qingdao Port last week.

B：Is there anything wrong with them?

A：Yes. Something unexpected. We examined all the fridges and found that 15 sets of them are badly damaged because of poor packing.

B：Really? That's a little strange.

A：It makes our customer's blood boil. I hope you can make settlement as early as possible. Our clients are anxious to put them on the market sometime before the coming hot summer season.

B：I am sorry to hear your complaint, Mr. Zhong. But it's hard for me to believe it. Because all the goods were carefully inspected before the shipment and we have enough evidence to certify that they were in good condition when they left.

A：But how would you explain the dents and cracks on some cartons?

B：Would you mind showing me your certificate?

A：Certainly. Here it is. It's issued by Qingdao Commodity Inspection Bureau.

B：Mr. Zhong, although what it says may be true, we are still not sure if we should be responsible for the damage.

A：What do you mean?

B：To my knowledge, the damage can be caused by many factors. For instance, during transit, or by rough handing, when the goods were being unloaded.

A：Yes. Maybe there is reason in what you said. But according to the report, it is just the poor packing that caused some cartons to be broken. I think you should check with your Shipping Department to find out if the goods were packed with adequate protection for shipment.

B：I'm reporting the matter to my boss right away. As soon as we trace the causes, we'll let you know.

A：All right, I expect to hear from you soon.

A：怀特小姐，我遗憾地告诉你，我们得向你方提出申诉。

B：哪一方面的？

A：是有关你方上周运到青岛港的那批货。

B：那批货出了什么差错吗？

A：是的，有些意想不到的事儿。我们检查了所有冰箱，发现其中的15台由于包装拙劣而严重损伤。

B：真的吗？这可真有点怪。

A：这让我们的客户大发雷霆。我们希望你方能尽早地解决这个问题，因为我方客户急于在盛夏前将这批货投放到销售市场。

B：听到你的申诉我很抱歉。钟先生，不过这事儿似乎令人难以置信。因为所有的货物在装运前都经过仔细检查，而且我们有充分的证据表明这批货在驶离前状态良好。

A：但是，你方如何解释有些木箱上的撞痕及裂口呢？

B：你可以给我看一下检验证明书吗？

A：当然，给你，这是青岛商检局核发的。

B：钟先生，尽管这检验报告上所述可能准确无误，但我们仍不能肯定我方是否应对货物损伤负责。

A：你这是什么意思？

B：据我所知，货物的损伤会由许多因素造成。比如，在运输过程中造成，或由于野蛮作业等，我是指卸货时。

A：对，也许你说得有些道理，但是根据检查报告来看，正是由于拙劣的包装才使有些箱子破裂。我想你最好和你们的装运部门核实一下是否货物包装保护不够。

B：我会马上向我的上司报告这一情况。一旦我们查明原因，会立即通知你方。

A：好，我们希望尽快得到消息。




make one's blood boil字面理解为：使某人热血沸腾。这是一个形象化的比喻，一个人生气到可以用怒气使自己的血液沸腾起来，表明这个人是异常的愤怒。所以该习语被用来喻指“使某人大发雷霆”。



例如：It makes my blood boil to see how people are ruining the countryside.



看到人们正在破坏乡村，这令我大为恼火。



It happened three years ago, but it still makes my blood boil every time I think about how my girlfriend ran out on me.



虽然都已过去了三年，但每当想起被女朋友抛弃这件事，我仍然是火冒三丈。




客户就货物的破损提出了索赔，格林先生表示，如果对方索赔理由充足，本方会按照合同进行处理。

A：Mr. Green, we would like to have you help straighten out the trouble concerning the breakage of the packages.

B：Yes, of course. Could you be more specific?

A：When the goods arrived last month, it was found that many packages were broken, most of which were leaking.

B：We are having the jittery about it. What was the percentage of breakages and leaking?

A：About 20％ were broken and 10％ were leaking?

B：Have you found the cause of the breakage?

A：Apparently, it was due to careless packing.

B：Our company has always attached great importance to the packing and never before has such a thing occurred.

A：I'm unwilling to lodge a claim, but the damage was unbearable.

B：I suppose this breakage took place during transmit.

A：I'm sorry to say that it was not during transmit. We had it examined by our cargo handling people and they said it was obviously damaged prior to it being loaded onto the ship.

B：I'm sorry that such incident took place. If your claim is well grounded, we'll certainly settle it according to the contract.

A：I'm very glad to hear you say so. Is a letter of confirmation needed?

B：Yes. Send it to us as early as you can.

A：OK. We'll do that.

A：格林先生，我们想请您帮忙解决一下有关包装破损的问题。

B：当然可以，能不能说具体一点儿？

A：我正要谈这一问题。货物于上个月到达时，我们发现许多包装已破，其中大多数已经漏了。

B：对此我们感到非常不安，破损及渗漏的百分比是多少？

A：大约20％的破损，10％的渗漏。

B：你们找到破损的原因了吗？

A：很明显时包装太马虎了。

B：我们公司一向十分重视包装，以前从来没有发生过类似的事情。

A：我本来不愿意提出索赔，但这个损失我们无法接受。

B：也许破损是在途中发生的吧？

A：很抱歉，不是在途中发生的，我们已经请我们的货物检查员检查过了，他们说货物明显在装船前就破损了。

B：很抱歉发生了这样的事故。如果你们的索赔理由充足，我们理应照合同办。

A：您这样说我很高兴，需要确认书吗？

B：是的，请尽快送给我们。

A：好的，我马上办。




have the jitters神经紧张，非常不安



jitter的意思是“颤抖”，have the jitters指“极度紧张”或“心神不安”。在口语中有时人们还将此jittery取而代之。比如：People are having the jittery in the face of disease.在疾病面前人们变得紧张起来。




6　接受索赔

你将听到的

要求负责

You should take the blame.

保留权利

We reserve the right to claim damage.

赔偿报告

Have you seen the shortage claim from our company?

货物破损

The goods arrived damaged.

有瑕疵

The last batch we received from you was faulty.

有差错

The containers are not the size and shape we ordered.

你也许会说

答应赔偿损失

I've seen the rusty instruments and agree to replace the defective instruments as soon as I return to London.

赔偿金额

We regret for the loss you have suffered and agree to compensate you by $500.

停售通知

The Medical Health Officer has issued a "Stop Notice" on them. We are lodging a claim for inferior quality.

再次致歉

Again we'd apologize for the error of lot number, which resulted in the mistake in getting ready the goods to be delivered.

职场心经

当客户提出投诉并要求索赔，公司内部必须细心应付，避免事件扩大，损及企业形象。如果并非本方全责，且资金上确实难以承受的话可以和客人协商尽量少赔偿一些。如果的确完全是本方的问题，想保持客户的话就只能按照客户要求索赔了。从某种程度上讲，这也维持了你的信誉度。索赔事件若处理得当，不仅可以消除企业危机，甚至能够得到客户的谅解和长期支持。

必备的词汇热身

●　add
 [æd]
 v.增加

●　favor
 [ˈfeivə]
 v.有利于

●　workable
 [ˈwə:kəbl]
 adj.可采用的

●　rather
 [ˈrɑ:ðə]
 adv.稍微，有点

●　however
 [hauˈevə]
 adv.然而

●　assure
 [əˈʃuə]
 v.保证

●　reimburse
 [ˌri:imˈbə:s]
 v.偿还

当接受索赔的时候你会听到

You should take the blame
 .

你需要为你的过失负责任。


take the blame表示“承担过错”，有点类似与be responsible for。


We reserve the right to claim damage.

我方保留索赔的权利。

You should be responsible for the loss.

你方应该负责赔偿损失。

Have you seen the shortage claim from our company?

你看到我公司的短重赔偿报告了吗？

The goods arrived damaged.

那批货运抵时有破损。

The last batch we received from you was faulty.

我们从你们那里收到的上一批货有瑕疵。

The containers are not the size and shape we ordered.

箱子不是我们订购的那种尺寸和形状。

You shipped bulk goods are not corresponding in quality with the sample.

贵方运来的大批货物与样品不符。

当接受索赔的时候你会说

1．After making a thorough investigation, we have decided to accept your claim and to compensate you for the sum involved.

经过详细调查后，我方决定受理你方索赔并赔偿有关的损失金额。

2．I've seen the rusty instruments and agree to replace the defective instruments as soon as I return to London.

我看到了生锈的器械，同意一回到伦敦就换掉有毛病的器械。

3．We regret for
 the loss you have suffered and agree to compensate you by $500.

对你们蒙受的损失我们深感抱歉我们同意赔偿你方500美元。


regret for表示“为……感到抱歉”


4．The Medical Health Officer has issued a "Stop Notice" on them. We are lodging a claim for inferior quality.

医药卫生官员对这批货发出“停售通知”。我们要求对质量不合格的产品进行赔偿。

5．We understand your needs to make up the loss incurred and have decided to offer you a special discount of 5％ so that you can dispose of the different order from your needed one.

我们理解你的需求，为弥补损失我们决定给予5％的特别折扣，这样，你就可以处理这批并非你所需要的货物。

6．All the documents E-mailed us should be made in the formal printing forms and send us as soon as possible for us to entertain your claim
 .

所有网上寄来的文件必须用正规的印刷形式制作并尽快寄给我方，以便我方理赔。


entertain your claim在此处表示“接受索赔”，相当于accept your claim


7．Again we'd apologize for the error of lot number, which resulted in the mistake in getting ready the goods to be delivered.

对于因货号有误导致将待发的货物配错，我们再次表示歉意。

拓展学习看这里

提出索赔

A：We hope indemnification will be made for all expenses incurred.

我希望得到全额赔偿。

B：If we were at fault, we should be very glad to compensate for your losses.

如果责任在我方，我们当然愿意赔偿贵方的损失。

We hope you will effect a full settlement of our claim.

希望对我们提出的索赔你们能全部给予解决。

We wish to be perfectly fair in handling the matter. What remedy would you suggest?

我们希望完全公平地处理此事，您建议怎么赔偿？

We have to ask for a compensation to cover the loss
 incurred as a result of the inferior quality of the goods concerned.

我们不得不申请赔偿以弥补由于货物的质量低劣而引起的损失。

We wish to dispose of the goods you wrongly delivered and request you refund to us our disbursement of the loss incurred.

我们要求降价处理你方错发的货物，并赔偿由此而产生的损失。


cover the loss表示的是“进行赔偿的意思”


索赔的原因

A：We shall hold you responsible for any loss which may occur through this delay.

由于这一延误带来的任何损失都应由你方承担。

B：Our reinspection shows that damage was caused by improper packing.

我们的复检标明损坏是由于包装不当而引起的。

The goods have been so discolored and heavily saturated by rain.

货物已经被雨水严重浸湿掉色了。

The goods you sent us do not correspond with the sample we gave you.

你方发给我们的货与我们送给你们的样品不符。

We have lost considerable business on account of your delay in shipment.

由于贵方的延迟装运我们已经丢掉了大笔生意。

Upon examination, we find that all the cases weight short by from 5 to 12kg.

检查时，我们发现所有的箱子短缺5～12千克。

积极回应索赔

A：Please look into the matter promptly and let us know what you intend to do with the damaged goods.

请尽快调查此事，并让我们知道你们打算如何处理损坏的货物。

B：We will compensate your loss if we were responsible for it.

如果责任在我方，我们会对你方的损失进行赔偿。

We will contact our insurance company and pay for the damage.

我们将与我们的保险公司联系以赔偿贵方的损失。

We will entertain your claim after the retained samples are rechecked.

在保留样品经过复验之后，我们将答复你方的索赔要求。

这个场景之下你能应付吗？

卖方承认了本方的过错，并表示接受索赔。但希望对方以换货的方式来取代退款的方式，对方考虑到多年的合作，同意了卖方的意见。

A：We've found new evidence. It's our fault. The case isn't solid enough. We are really sorry. What are your requirements?

B：We want to refund.

A：You know we are really sorry. But if you refund we can't afford that loss. Considering our business relations in the past years, can't you replace? We promise to deliver the goods on time. Please.

B：When can you deliver the new goods?

A：In one week. We are very sorry about our mistakes and the inconvenience we have brought to you. Next time we'll give you more discounts.

B：OK. After all, we have been friends for so many years. We don't want to cause you too much trouble.

A：Thanks a lot.

A：我们找到了新证据。我们承认自己的过错，箱子不是很坚固。我们真的很抱歉。您有什么要求吗？

B：我们想退货。

A：你知道我们真的很抱歉。但是如果您们退货我们承担不起这么大的损失。考虑到我们之间多年的业务关系，您能不能换货？我们保证那是发货。拜托了。

B：新货什么时候送到？

A：一周后。我对我们的过失和为您带来的不便表示抱歉。下次一定会给您更多折扣。

B：好吧。毕竟我们是这么多年的朋友了。我们也不想给你们制造太多麻烦。

A：多谢了。





场地的变化会给销售带来一些麻烦，所以买方向卖方提出了索赔，卖方也接受了索赔条件。

A：You're welcome, Mr. Lewis. To be frank, we may have the case settled by telecom.

B：I'd rather have a face-to-face talk with you, Mr. Lin. At the very beginning of our negotiation. We made it very clear that the place of origin of the product should be indicated, that is, Yantai and you agreed to this point.

A：Yes. What I'd like to emphasize is the apples produced in Tianshui is as good as that in Yantai. We needn't make a big deal out of it.

B：I don't think I'm in a position to deny the quality of Tianshui apples. The problem is the original place has changed and it will bring a lot of troubles to us.

A：I understand what you mean. Please be frank, and tell me what I can do for you.

B：You see, the difference between the contract and this origin certificate would make it too difficult for us to sell the goods to our clients, unless you reduce the price.

A：To what extent? 4％ would be all right?

B：Perhaps not. At least 10％, or we'll have to reject the goods.

A：Okay, let's make it.

A：欢迎你来，刘易斯先生。坦率地说，我们完全可以通过通讯方式解决。

B：我倒更愿意用面对面谈话的方式解决，林先生。在谈这笔生意时，我们明确规定原产地必须表明，即烟台市，你方也同意了。

A：是的。我要强调的是天水产的苹果和烟台的质量一样好，我觉得没必要对此小题大做。

B：我不能否认天水苹果的质量。问题是原产地变了，会给我们带来很大的麻烦。

A：我理解你的意思。请坦率地告诉我要我做什么？

B：你知道产地证与合同规定不符，会使我们的货难以出售，除非你方降价。

A：降到什么程度？4％怎么样？

B：大概不行。至少10％，否则我们只好拒收货物。

A：好，就这么定了。




make a big deal out of对……小题大做，对……大惊小怪



名词结构a big deal指的是“一笔大买卖，一笔大生意”，用来比喻“大事”，短语make a big deal out of的字面意思就是“做了一笔大买卖”，可以引申为“做了一件大事”，这个短语常用来表示“对……小题大做”。




7　拒绝索赔

你将听到的

不承担责任

We disclaim any responsibility for it.

撤回索赔

It seems we will have to waive the claim.

无能为力

I am afraid we can do nothing about the claim.

不接受索赔

We are not in a position to entertain your claim.

不可抗拒

It is a case of Force Majeure which is beyond our control.

无理取闹

Without sufficient evidence to support, your claim is untenable.

无责任

It appears that the responsibility should rest with the shipping company.

他人责任

Sometimes the shipping company or insurance company is found to be responsible for the claim.

你也许会说

认为自己无责任

Such deviation between the products and the sample is normal and permissible, therefore, the claim for compensation cannot be allowed.

指出责任方

As the sale was on a CIF basis, we suggest you contact the forwarding agent with regard to compensation.

职场心经

当对方提出索赔时，首先要弄清整件事的来龙去脉，然后查看索赔理由是否充分。如果索赔理由不充分，可要求对方提供更为充分的理由来支持自己的索赔要求。对明显不是本方责任的索赔，应明确拒绝对方并仔细向对方解释清楚其中的缘由。

必备的词汇热身

●　final
 [ˈfainl]
 adj.最后的

●　decision
 [diˈsiʃən]
 n.最后的决定

●　political
 [pəˈlitikəl]
 adj.政策性的

●　matter
 [ˈmætə]
 n.问题，事情

●　generally
 [ˈdʒenərəli]
 adv.一般性地

●　outcome
 [ˈautkʌm]
 n.结果

●　principle
 [ˈprinsəpl]
 n.原则上

当拒绝索赔的时候你会听到

We disclaim any responsibility for it.

我们不承担任何责任。

It seems we will have to waive the claim
 .

看来我们不得不撤回索赔了。


waive the claim表示“撤销索赔”，用法相当于cancel the claim（取消索赔）。


I am afraid we can do nothing about the claim.

我们对索赔无能为力。

We are not in a position to entertain your claim.

我们不能接受你们提出的索赔要求。

It is a case of Force Majeure which is beyond our control.

这是人力无法控制的“不可抗拒”事故。

Any loss incurred in transit cannot be accepted for compensation.

我们不会对运输中遭到的任何损失予以赔偿。

Without sufficient evidence to support, your claim is untenable.

贵方的索赔缺乏足够的证据，因此根本站不住脚。

It appears that the responsibility should rest with the shipping company.

好像责任在于货船公司。

Sometimes the shipping company or insurance company is found to be responsible for the claim.

有时候轮船公司或者保险公司应负责赔偿。

当拒绝索赔的时候你会说

1．As stipulated in the contract, a minor discrepancy in colors is permissible. That is why the case you brought up is still a normal phenomenon.

如合同所示，颜色方面的轻微差异是允许的，故此，你提出的问题依然属于正常现象。

2．As the sale was on a CIF basis, we suggest you contact the forwarding agent with regard to compensation.

因为销售采用的是到岸价格，所以关于赔偿问题我们建议你们与转运公司联系。

3．Our investigation reveals that the articles we packed were identical with what were listed on our invoice. We are afraid that the cases you mentioned must have been unpacked during the transit.

我方调查结果表明：我们打包的东西和发票列举的一致。恐怕你说的那些箱子在运输过程中被人打开过。

4．As the shipping company is liable for
 the damage, your claim should be referred to them for settlement.

轮船公司对货物损坏负有责任，所以你方的索赔应提交他们处理。


be liable for表示“对……有责任，有义务”。


5．Such deviation between the products and the sample is normal and permissible, therefore, the claim for compensation cannot be allowed.

这种产品与样品之间的偏差是在正常的允许范围之内，因此索赔不予受理。

6．We regret being unable to accept your claim because the cases were in perfect condition when the goods were loaded on board of the ship.

很抱歉我们不能接受你们的索赔，因为货物运抵船板时箱子是完好的。

7．Claims that fall within the responsibility of shipping companies and underwriters would not be entertained.

我方不受理属于承运人或保险人责任的索赔。

拓展学习看这里

说明理由

A：One third of the goods were stolen while they were stored in the warehouse of Shanghai Port.

在上海仓储期间有三分之一的货物被窃。

B：In any case, we request you to take measure to prevent
 such things from
 happening again.

无论如何，我们要求你方采取措施以防止类似事件再次发生。

You should be responsible for all the losses resulting from the delayed shipment.

贵方应对延误装运造成的一切损失负责。

We received the consignment but found on opening boxes 12 that the silk pajamas in them were damaged.

我们已经收到货物，但发现装有丝绸睡衣的12号箱受损。

When unpacking the bales, we found that the materials didn't comply with the original design.

我们拆开包裹后发现原料与原始设计不一样。

Not only have you been unpunctual in execution, but you have supplied goods far below the standard.

贵公司非但未能按时执行订单，并且供货远低于标准。

After a great deal of investigation, we find that the machine's lubricating system is defective.

在进行了大量的调研后，我们发现机器的润滑系统有缺陷。

There is a serious problem. The case contained completely different goods from the ones we ordered.

出现了严重问题。箱子中货物与我们订购的货物完全不同。

The mistake made in color assortment should be further investigated and those in charge of packing must be held responsible for it.

货色搭配出现的错误必须追究，负责包装的人要对其负责。

We should have received the disk drives
 last week.

我们本应该在上个星期收到磁盘驱动器。


prevent from表示“阻止；妨碍”的意思，一般后接doing sth.。



disk drives表示“磁盘驱动器”


拒绝理赔

A：We have to lodge a claim against you if we lose money through your failure to deliver in time.

如果我方由于贵方不按时交货而蒙受损失的话，我方就不得不向贵方提出索赔。

B：We can not entertain your claim. Your claim should be referred to the insurance company.

我们不能受理你们的索赔，你们的索赔应提交保险公司。

Your claim is not reasonable. We can not accept it.

您的赔偿不合理，我们不予接受。

Because we are not responsible for handling damage after the product leaves our plant, we suggest you check with your local store for a possible refund.

因为我们对货物离开我们工厂后出现的运输损坏没有责任，因此我们建议你们与你们当地的商店联系以获得可能的赔偿。

这个场景之下你能应付吗？

由于索赔不在投保的范围之内，所以对方拒绝了买方的索赔要求。

A：There is a 5％ breakage in this batch.

B：We are so sorry about that. But we will not compensate for the loss.

A：Hang it all! I would like to know why your company refuse to compensate.

B：If you insured for damages in the first place, the insurance company surely would have compensated for the loss.

A：Since we have already arranged with particular average, isn't it reasonable to say the loss caused by damage is within the compensation range?

B：This is a misunderstanding. The compensation range of with particular average is only limited to natural calamity and accidents. Not all damage qualifies its compensation range.

A：这次的货物发生了5％的破损。

B：我们也感到遗憾，但我们不能赔偿你们损失。

A：岂有此理，我想知道贵公司不予赔偿的理由。

B：如果当初您投保了破损险的话，保险公司当然会赔偿这次的损失。

A：既然我方已经投了水渍险，那么由于破损造成的损失在其赔偿范围内不是理所当然的吗？

B：这是误解。水渍险赔偿范围仅限于自然灾害和偶发事故。并不是所有的破损都属于它的赔偿范围。




Hang it all!


岂有此理！


当一件事情或别人的行为十分荒谬，你认为“怎么会有这样的事情，这太离谱了”，你可能会说“岂有此理！”，表达“岂有此理”，我们会想到说How did it come to this?但是老外在表达这个意思时，一般会说Hang it all!



比如你的朋友遇到了不平事，你出于愤怒，就可以说Hang it all!来表达你的心情。其中，hang有“悬挂”的意思，它经常跟介词搭配构成短语，如hang up表示“搁置，拖延”；hang back表示“犹豫，畏缩不前”；hang on表示“坚持下去；我逐不放”，比如，If you hang on, you will succeed in the end.（只要你坚持下去，你最终一定会成功的。）




卖方有充分的理由拒绝买方的索赔，所以他表示自己不会对这件事情负任何责任。

A：I know making of complaints is an unpleasant business in the practice of foreign trade. But the present case is too serious to be overlooked. We're going to lodge a claim against you.

B：I am sorry to know that you have trouble with the goods we supplied. Let's first examine the details you complained in your letter. You said that there were a lot of spots on our clothes.

A：Yes, here is one of those.

B：But Mr. Carl, I can assure you that the goods were in perfect condition when they left Tianjin. Have you checked all the clothes when you received them, or even before you delivered them to your customers?

A：Yes, we checked several of them and they happened to be in good condition, so we took it for granted that the rest of them were of the same quality. It's only when some of our customers complained and returned the goods to us that we realized what happened to your clothes. We have paid through the nose for it. I hope you can give us a satisfied answer.

B：I'm terribly sorry for any unnecessary hardship you had suffered. But we had a copy of the clean B/L issued by the shipping company. You may be well aware that under the CFR terms, we assure risks only up to the time the goods are placed on board of the carrying vessel. Therefore, I suggest you lodge a claim against the shipping company.

A：But to my point of view, it appears rather doubtful that these spots were caused during transit.

B：Just a minute please, Mr. Carl. So far we haven't had any complaints of this kind. Besides, we hold a certificate of inspection issued by the authorized inspection house. So I would have thought our company is not to be blamed for the faults of the shipping company. I regret very much that we will wash our hands of the whole matter.

A：我知道在外贸中提出索赔并不是一件令人愉快的事情。但是鉴于目前情况比较严重，不容忽视，所以我们才向你们索赔的。

B：获悉我方的产品给你方带来了麻烦，我很抱歉。让我们首先核实一下你方信中提到抱怨的具体情况。你方说我方服装上有很多斑点。

A：是的，请看这件。

B：但是卡尔先生，我方的货物在离开天津港的时候完全合格。当你方收到服装时，或在贵公司出货给客户之前，可曾检查过所有的服装？

A：是的，我检查过其中的一部分，但碰巧这些服装的情况很好。所以我们想当然地认为其他货物情况也一样，直到有些客户向我方抱怨并退货时我们才意识到你方的服装出现了什么问题。我们为这些商品付出了巨大的代价，我希望贵方能给我们一个满意的答复。

B：你方遭受了不必要的困扰，我感到很抱歉，但是我们持有航运公司开出的清洁提单。相信你们也清楚，根据CFR条款，我方只承担货物装上船以前的风险。因此我建议你还是向货运公司提出索赔。

A：但就我看来，我对这种斑点是否是在运输过程中引起的这点心有疑虑。

B：请等一下，卡尔先生。到目前为止我们从未收到任何这一类的投诉。此外，我方还持有由权威的质检机构开立的检验证明，因此我方认为我方不应承担由货运公司造成的责任。很抱歉，我们不会对这件事负责。




pay through the nose付出巨大代价



关于这句成语，有人认为起源于公元9世纪，当时丹麦攻占爱尔兰时，曾要求不论是农民或富人，都要交出为数不小的贡金，若是有人不愿意或是交不出来，就要付出鼻子被割掉的代价。



另一种说法是，17世纪时候的“钱”称作rhino，而希腊语中的“鼻子”称作rhinos，因此，若是有人不得不付出一大笔钱，就会语带双关的说“用鼻子偿付”。



在现代英语中，这个成语通常用来指“以比合理的价钱还要高许多的金额来购买物品，敲竹杠”的意思。




8　诉诸仲裁

你将听到的

仲裁地点

Where is the arbitration to be held?

执行情况

What happens if a party does not follow the decision and award issued by the arbitrators?

发言权

In the arbitration hearing, all parities can present the facts and position before the final decision is made.

执行机构

Where a verdict rendered by a foreign arbitration organization requires the People's Court in the PRC to acknowledge its validity and execute it.

审核人员

The facts of the case will be reviewed by arbitrators.

你也许会说

仲裁条款

The arbitration clause is indispensable for any contracts.

提请仲裁

We have no choice but to submit the case to arbitration.

受理仲裁

Arbitration is always supervised by local courts.

仲裁结果

The plaintiffs' claim fails and should be dismissed with costs.

职场心经

仲裁是解决对外贸易争议的一种方式。按照国际惯例和我国对外贸易的经验，买卖双方发生争议时，可能有四种解决争议的途径：协商、调解、仲裁和诉讼。在我国进出口业务中，绝大多数的争议是通过友好协商解决的，但当交易双方无法以友好方式解决问题时，通常选择事先约定的仲裁机构来对当事人协商决定。

在商品买卖合同中，一般都制定仲裁条款，其主要内容包括仲裁地点、仲裁机构、仲裁程序和仲裁费用。

必备的词汇热身

●　arbitrator
 [ˈɑ:bitreitə]
 n.仲裁人

●　account
 [əˈkaunt]
 n.账

●　lawyer
 [ˈlɔ:jə]
 n.律师

●　collection
 [kəˈlekʃən]
 n.收款

●　paper
 [ˈpeipə]
 n.文件

●　soak
 [səuk]
 v.敲竹杠

●　snow job
 辣手的事

当谈到仲裁的时候你会听到

Where is the arbitration to be held?

在哪里仲裁？

What happens if a party does not follow the decision
 and award issued by the arbitrators?

一方当事人如果不执行仲裁员做出的决议和裁决怎么办？


follow the decision表示“执行决议”


In the arbitration hearing, all parities can present the facts and position before the final decision is made.

仲裁听证过程中，裁决做出前，所有当事人都能够陈述事实和立场。

Where a verdict rendered by a foreign arbitration organization requires the People's Court in the PRC to acknowledge its validity and execute it.

国外仲裁机构的裁决，需要中华人民共和国人民法院承认和执行。

The facts of the case will be reviewed by arbitrators.

案件所涉及的情况由仲裁员审核。

当谈到仲裁的时候你会说

1．The arbitration clause is indispensable for any contracts.

仲裁条款对任何合同来说都是必要的。

2．Any dispute that arise from this contract shall be settled by arbitration.

本合同所发生的一切争议都要通过仲裁解决。

3．We have no choice
 but to submit the case to arbitration.

我别无选择，只有诉诸仲裁。


have no choice表示“别无选择”


4．Since the joint conciliation doesn't work, we have to submit the case for arbitration.

由于联合调解没有起到作用，我们不得不提请仲裁。

5．Should you not agree to accept our proposal, we would like to settle by arbitration.

如果贵方不同意我方建议，我方想通过仲裁解决。

6．In case of dispute, the two parties may agree to go to arbitration rather than
 go to court.

万一发生争执，双方可通过仲裁解决，而不是诉诸法律。


rather than表示“宁可……也不”，表示的是一种比较关系。


7．The plaintiffs' claim fails and should be dismissed with costs.

申诉人的要求不能成立，应予以驳回并要他们负担费用。

8．Arbitration is generally the last resort if there is no alternative.


如果别无选择，仲裁通常是最后一招。


no alternative表示“别无选择，无路可走”，其中alternative是名词，表示“可供替代的选择”。


9．We wish to settle this dispute fairly and suggest that we submit it to arbitration.

我们希望公正地解决这一争议，建议进行仲裁。

10．The arbitration decision and award is made by majority vote.

仲裁裁决通过大多数投票赞同做出。

11．For arbitrations in China, foreign parties are allowed to employ foreign lawyers.

在中国进行的仲裁，外方可以雇佣外国律师。

12．Arbitration is always supervised by local courts.

仲裁一般由当地法庭监督管理。

拓展学习看这里

了解情况

A：Is arbitration as fair as a court procedure?

仲裁是不是和法院程序一样公平？

B：Yes. And the process of arbitration is simpler and faster than the court procedure.

是的，并且仲裁比法律程序更简单快捷。

If arbitration is to take place in China, which substantive law will apply?

如果是在中国进行仲裁，主要依据哪些法律规定？

Is there any method for resolving disputes
 that is preferable to international arbitration?

有没有比国际仲裁更可取的解决争议的办法？

What documents must we furnish to arbitration?

进行仲裁时我们必须提供哪些文件？


resolve disputes表示“化解矛盾，解决纠纷”


仲裁过程

A：The conciliation can take place at any time before an arbitration award is made.

在仲裁裁决做出前可随时进行调解。

B：Does an arbitrator frequently assist the parties in reaching their own settlements?

仲裁员经常帮助当事人达成和解吗？

It is not necessary to submit a case to arbitration as long as our two parties can discuss the matter in a friendly manner
 .

只要双方友好讨论问题，就没必要进行仲裁。

If it is necessary, the court has the power to break an arbitration agreement and hear the case itself.

如果有必要，法庭有权利撤销仲裁裁决自行听证。


in a friendly manner表示“以一种友好的方式”其中manner可以用way替换，in a friendly way表示同样的意思。


这个场景之下你能应付吗？

虽然双方都不希望通过仲裁来解决有可能发生的纠纷，但是为了安全起见，双方还是同意设立仲裁条款。

A：The products we've ordered are very valuable.

B：Yes. Our products are of good quality, so they're valuable.

A：I agree. May I suggest that we stress the arbitration clause in the contract in case disputes may arise?

B：Okay. We also attach great importance to the arbitration clause.

A：Arbitration is generally the last resort if there is no alternative.

B：Right. But the provision of arbitration is really a matter of great concern to both of us.

A：Yes. But I believe any apple of discord can be solved through amicable negotiation since we are old friends.

B：I hope we'll never use it.

A：Nor do I.

A：我们订购的这批货物价值很高。

B：是的，我们的机床质量很好，价值很高。

A：我同意。我建议我们应该强调一下合同里的仲裁条款，以备可能发生的纠纷，可以吗？

B：好的。我们对仲裁条款也是非常重视的。

A：仲裁是毫无选择时，万不得已的事情。

B：对呀。但是提前做好仲裁的准备与我们双方都有很大关系。

A：是的。但我相信我们是老朋友了，任何争端都可以通过友好协商来解决。

B：我希望我们永远也不要用它。

A：我也希望如此。




apple of discord争端，祸根



apple of discord的字面意思是争端，祸根。弗提亚王珀琉斯（Peleus, King of Pithier）和海中仙女芯提斯（Thetis）举行婚礼时忘了邀请不和女神厄里斯（Eris）。她深感不快，于是挑起事端。她在婚宴上投下一只金苹果。上面写着“献给最美者”。结果天后赫拉（Hera），智慧女神雅典娜（Athena），爱与美女神阿佛洛狄芯（Aphrodite）为了得到苹果而发生争执。此事导致了漫长的特洛伊战争（the Trtojan War）。后来apple of discord后被喻为“不和的种子，祸根”。例如：His great and wealthy enterprise constantly formed an apple of discord.（他庞大而富有的公司时常成为争论的中心。）




由于即将在中国进行仲裁，所以布朗先生对相关的情况进行了了解，以便从容应对。

A：You're welcome here for consultation.

B：We faxed you our concerns yesterday afternoon, and I believe you understand the purpose of my visit to you.

A：Yes, we studied your fax very carefully, and I think you have known some of the basic working principles of arbitration in China. I'd like to tell you that your case is just within our jurisdiction.

B：Since I'll be the defendant, and the plaintiff is Chinese, and in accordance with the stipulations of the contract, the arbitration has to be taking place in China.

A：I know what you are worried about. To be frank with you, I'd say it's not necessary for you to worry about the impartiality. As anywhere else, facts speak louder.

B：May I have my own lawyer attend the hearings?

A：Of course, it's our right. What I'd like to tell you is you have to prepare all the necessary documents ready for your statement. What we believe in is nothing but factual evidence. I thing you've understood what I meant.

B：Thank you for your kind explanations.

A：欢迎您来这里咨询。

B：昨天下午我们就所关心的问题给你们发了传真，我相信你明白我此行的目的。

A：是的，我们认真研究了你们传真的内容，我想你也了解中国仲裁的一些基本原则。我想告诉你，你这个案子属于我们审理权限范围内。

B：因为我将作为被告人，起诉人为中方，按照合同规定，仲裁要在中国进行。

A：我知道你担心什么。坦率地说，你没必要担心公正问题。和在任何其他地方一样，事实最有说服力。

B：我可以有我的律师听证吗？

A：当然可以，这是你的权利。我要告诉你的是，你要准备好所有应诉的必要文件材料。我们相信的是事实证据。我想你明白我的意思。

B：谢谢你给我做的耐心解释。


Chapter4　项目谈判，应对万变

■一、合作经营

■二、顺利签约





一　合作经营

1　注册商标

你将听到的

获批时间

How long do we have to wait before we get the approval after handing in the application?

重新申请

When is the new application made?

商标使用

We hope to use your trademark.

未被注册

Through preliminary examinations, we haven't found any brand names same as yours.

商标获批

We're going to approve your application.

商标设计

If it is of any interest to you, I will send you a few selected samples of labels we have designed and produced for your particular industry.

你也许会说

商标注册

We'd like to apply to register our trade marks in your country.

商标延期

Trademark registration may be renewed continuously.

商标使用

Our trade mark enjoys a good reputation in the world.

商标权益

A trademark registered in China will not be legally protected in another country.

职场心经

注册商标是指经政府有关部门核准注册的商标。注册商标享有使用某个品牌名称和品牌标志的专用权，这个品牌名称和品牌标志受到法律保护，其他任何企业都不得仿效使用。

商标注册人享有商标的专用权，也有权许可他人使用商标以获取报酬。各国对商标权的保护期限长短不一，但期满之后，只要另外缴付费用，即可对商标予以续展，次数不限。商标保护是由法院或行政机关来实施的，在大多数制度中，法院和管理商标的行政机关都有权制止商标侵权行为。一般而言，法院的裁决具有最终效力。

必备的词汇热身

●　certificate
 [səˈtifikeit]
 n.证书

●　delegation
 [ˌdeliˈɡeiʃən]
 n.代表团

●　volume
 [ˈvɔlju:m]
 n.册，卷

●　entertain
 [ˌentəˈtein]
 v.容纳

●　retain
 [riˈtein]
 v.保留

●　intentionally
 [inˈtenʃənli]
 adv.有意的

当谈论商标注册的时候你会听到

How long do we have to wait before we get the approval
 after handing in the application?

递交申请后，我们要等多久才能收到对申请注册商标的批准。


get the approval表示“获得批准”，名词approval表示“批准，认可”的意思
 。

When is the new application made?

什么时候提出新的申请？

We hope to use your trademark.

我们希望用你们的商标。

Through preliminary examinations, we haven't found any brand names
 same as yours.

经过初步的检查，我们尚未发现与你们相同的商标名称。


name在此处为动词，表示“命名，称呼”的意思。


We're going to approve your application.

我们会批准你们的申请。

If it is of any interest to you, I will send you a few selected samples of labels we have designed and produced for your particular industry.

如果你感兴趣的话，我可以寄给你一些我们以前为你的同行设计生产过的商标样本。

当谈论商标注册的时候你会说

1．We'd like to apply to register our trade marks in your country.

敝公司想在贵国申请注册商标。

2．Trademark registration may be renewed continuously.

商标注册可无限延期。

3．At present, people are putting much more stress on trademark registration than ever before.

目前人们比以前更加重视商标注册的事了。

4．A well-designed label on a good-looking package adds to its salability.

一个设计精美的商标加上漂亮的包装无疑会提升销售量。

5．You can assign the trade mark to another person or company.

您可以将商标转让他人或公司。

6．The registered trade mark remains valid for ten years from the date of registration.

商标自注册之日起，有效期为10年。

7．A trademark registered in China will not be legally protected in another country.

中国注册的商标不会在另一国受到法律的保护。

8．If you find an imitation of your brand, you ought to make an appeal to the law firm.

如果发现有人冒牌顶替，应向法律事务所申诉。

9．To make a counterfeit of somebody else's trade mark is a violation of the trade mark law.

冒牌顶替是违反商标法的。

10．You need to make a new application for the registration six months before the expiry date.

贵公司在期满6个月前需重新申请注册。

11．I'd like to apply for a registration of our "Butterfly" brand.

我想为“蝴蝶”商标申请注册。

12．Our trade mark enjoys a good reputation in the world.

我们的商标在国际上享有良好的声誉。

拓展学习看这里

商标的意义

A：The trade mark is an intangible asset of every enterprise.

商标是企业的一项无形资产。

B：Yes. Each company tries to establish a
 well-recognized trademark.


是的，每家公司都尽力创出公认的名牌商标。

Trademark right is a kind of exclusive right.

商标权是一种专有权。

The trade mark is an inseparable part of the commodity.

商标是产品不可分割的一部分。


establish a trademark表示“创建商标”的意思。


发证机关

A：To uphold our rights
 and interests, we think it is time to register the brand.

为了维护我们的正当权益，我们认为应该将商标注册。

B：The government authority in charge of trade mark registration in China is the Trade Mark Bureau.

在中国负责商标注册的政府部门是商标局。

China's Trade Mark Bureau is in charge of trade mark registration.

中国商标局负责商标的注册工作。

The registration certificate will soon be granted to you upon the approval by the Trade Mark Bureau.

商标核准后，商标局会很快发给你们商标注册证的。


uphold one's rights表示“维护某人的权利”，有时候也可以表示为“stand up for one's rights”。


这个场景之下你能应付吗？

琳达对商标注册事宜不是很了解，他找来约翰询问，以便给自己的新产品进行商标注册。

A：I want to have my new product registered. Do you know what I should do for this affair?

B：You mean the procedure for trademark examination, don't you?

A：Yes.

B：It's an easy digging. You may contact the Trademark Bureau. They will send you standard forms for you to fill in.

A：That seems not difficult.

B：Yes. The Trademark Bureau gives priority to the person who applies first. It examines the application, issues preliminary approval and publishes the trademark. If there is no justifiable opposition to it, the registration is approved and a trademark registration certificate is issued.

A：There a time limit for trademark, right?

B：Of course. By law, the protection in our country is limited to 25 years. And the trademark right can be renewed.

A：That's good.

B：The trademark registration can be renewed continuously but the producer or registrant should apply for the registration renewal every 25 years.

A：That's fair. The producer or registrant has the right to enjoy the protection.

B：Besides, you must notice that trademark is limited by region.

A：That's to say, a trademark registered in China will not be legally protected in another county. Am I right?

B：Yes, unless the same trademark is also registered in this country.

A：我想给我的新产品进行商标注册。您知道该怎么做吗？

B：您是指商标检验的流程，是吗？

A：是的。

B：这很简单。您可以同商标注册局联系，他们将寄给您标准表格让您填写。

A：听起来是不难。

B：没错，商标局授予第一个申请者优先权。他们审核申请表，签发试批准，并公开商标。如果没有正当的反对意见，此注册被最终批准，颁发商标证书。

A：商标使用权有时间限制吗？

B：当然。在法律上，我们国家的商标保护期限为25年。商标可以续签。

A：太好了。

B：商标注册续签也可以连续进行。但是生产商或是注册人应该每隔25年申请一次。

A：这样很公平。厂家和注册人有权享受这种保护。

B：此外，您要注意商标是有地区限制的。

A：也就是说，在中国注册的商标在另一个国家是不受法律保护的，对吗？

B：对，除非同样的商标在那个国家也进行了商标注册。




an easy digging轻而易举的事



dig的意思是“挖掘”、“寻找”或“发现”。an easy digging的字面意思是“容易发现或找出来的东西”，常比喻“做起来轻而易举的事”或“很容易做到的事”。




马克了解了商标转让以及商标侵权方面的知识，目的只为更好地保障自己的权利。

A：How long will it take to obtain the approval from the Trademark Bureau?

B：About two months.

A：Is it possible to have a trade mark transferred?

B：Yes, but the transferee needs to make the application, too, and must also see to it that the quality of the product is up to scratch.

A：What if an imitation of our brand is found?

B：If so, you ought to lodge an appeal to the law firm. To make a counterfeit of somebody else's trademark is a violation of another's trademark patient. The counterfeit ought to compensate the loss suffered.

A：What you've said is of great importance to us.

A：要从商标局获得批准需要多长时间？

B：大约两个月。

A：可以把商标转卖吗？

B：可以。但是受让人也需要申请，而且他必须保证产品的质量。

A：如果发现有人假冒我们的商标怎么办？

B：如果出现这种情况，你可以向律师事务所提出申诉。伪造别人的商标就是侵害别人的商标专利权，伪造者要补偿受害人的损失。

A：你所说的对我们来说太重要了。




up to scratch合格的，良好的



up to scratch这个习惯用语和运动有关。在拳击赛中，scratch指裁判在拳击场中间划的界线。根据以前的规则，如果一个拳击手被击倒在地，他必须在八秒内站起来、回到这条界线上并能继续搏斗，否则就认输。所以up to scratch意味着这个选手处于良好竞技状态。因此not up to scratch就是指“不合乎要求的，不合格的”。



其他与scratch有关的习语和俚语还有：start from scratch这个习惯用语的意思是“从零开始，白手起家”的意思。




2　技术转让

你将听到的

打算购买

We'd like to buy the technology.

长期技术合作

We wish to establish long and steady technical cooperative relations.

急需技术

Now what we need badly are know-how, engineering services and technical assistance.

合作条款

Our company is prepared to switch our purchases to you if your terms and conditions are favorable and prices reasonable.

你也许会说

技术咨询

The experts of both parties should hold technical consultations frequently.

技术要求

Equipment delivered by you shall be of latest type and brand new.

技术作用

You should help us to modernize our production through technology transfer.

职场心经

商业技术的转让具有高度的垄断性，当代的专利制度进一步加强了这种垄断。为了保持技术和产品的优势，某种技术的持有人通常不会转让该技术，除非在某些特殊的情况下。比如，该转让对于占领市场来说是必需的；该转让能带来巨额利润，或该转让不危及他的垄断地位。如果一项技术被转让给多个最终用户，那么转让者索要的转让费就要相应地下调。

必备的词汇热身

●　qualification
 [ˌkwɔlifiˈkeiʃən]
 n.资格

●　assess
 [əˈses]
 v.评估

●　submission
 [səbˈmiʃən]
 n.成交

●　unduly
 [ˌʌnˈdju:li]
 adv.过度地

●　interpretation
 [inˌtə:priˈteiʃən]
 n.解析

●　let out
 表达，说出

当谈到技术转让的时候你会听到

We'd like to buy the technology.

我们想购买专有技术。

Could you transfer your advanced technology to us?

你们可以把先进的技术转让给我们吗？

We wish to know the possibility of technology transfer from you.

我想知道你们向我方技术转让的可能性。

We wish to establish long and steady technical cooperative relations.

我们希望建立长期稳定的技术合作关系。

We are interested in advanced technology
 and the transfer of technology.

我们对先进技术和技术转让很感兴趣。


advanced technology中advanced表示“先进的”，其动名词形式advancing则
 表示“前进的；年长的”。


Now what we need badly are know-how, engineering services and technical assistance.

现在我们急需技术诀窍、工程服务和技术援助。

Our company is prepared to switch our purchases to you if your terms and conditions are favorable and prices reasonable.

如果你们的条款优惠，价格合理，我公司准备向贵方采购。

当谈到技术转让的时候你会说

1．The experts of both parties should hold technical consultations frequently.

双方的专家要经常举行技术咨询。

2．Equipment delivered by you shall be of latest type and brand new.

贵方运交的设备应是最新型的，未用过的。

3．You should help us to modernize our production through technology transfer.

你方应通过技术转让，协助我们实现生产现代化。

4．We hope that the technology to be imported must be advanced and capable of developing and producing new products.

引进的技术必须是先进的，能发展和生产新产品。

5．Engineers sent by you for installing machinery and training our technicians should be first-class specialists.

贵方派来安装机器和培训人员的工程师应是第一流的专家。

6．The technicians and experts of both parties should hold meetings from time to time
 for technical exchange.

我们双方的技术人员和专家要经常碰头，进行技术交流。


from time to time表示“不时，有时”，now and then也能用来表示“不时”的意思。


7．Under the terms of the agreement reached between us, you should help us to modernize our production through technology transfer.

根据我们达成的协议条款，你方应通过技术转让帮助我厂实现生产现代化。

拓展学习看这里

购买技术的目的

A：Why do your buy the technology?

你们为什么购买技术？

B：We purchase your technology chiefly in order to renovate our old equipment.

我们购买你们的技术，主要是为了改造我们的旧设备。

Technology as a commodity has a high value because it can improve production.

技术作为商品具有很高的价值，因为它能促进生产。

You should help us to modernize our production through technology transfer.

贵方应通过技术转让协助我厂实现生产现代化。

We purchase your technology chiefly in order to renovate our old equipment.

我们购买你们的技术，主要是为了改造我们的旧设备。

Importing the advanced technology is capable of contributing to advancement of scientific and technical level.

引进先进的技术有助于提高科学技术水平。

We desire to have your know-how, engineering services and technical assistance so that the annual rated design capacity may be raise.

我们希望得到贵方的专有技术、工程服务和技术辅助，使年额定涉及能力得到提高。

买方的承诺

A：What is your commitment?

你们的承诺是什么？

B：We agree to keep confidential all your technical information and know-how.

我们同意对你提供的所有技术信息和专有技术保守秘密。

Licenses agree that Licensee shall keep secret the know-how supplied by Licensor during the validity period of the present contract.

受让方同意在合同有效期内对出让方提供的专有技术保密。

We guarantee that the know-how
 transferred to us will be kept confidential and not let out or be passed on to a third party.

我们保证转让给我们的专有技术将得到严格保密，绝不会泄露或转让给第三方。


know-how是一个合成词，是know（知道）和how（how）的组合形式，知道如何做，很明显就有“诀窍；专门技能”的意思了。


买方询问技术购买细节

A：Does the license include the patent?

许可证包括专利吗？

B：The price includes the know-how and patent as well.

这个价不仅包括专有技术，还包括专利。

It will be much cheaper to make the equipment with our know-how.

用我们的专有技术制造设备要便宜得多。

The know-how tells one all the right to manufacture the equipment.

许可证只给予制造设备的权利。

We'd like to transfer the right to use the patent in the form of license.

我方想以许可证形式转让专利使用权。

We will supply you with the relative technical documentation and other information concerning technical know-how.

我们会提供给你们与专有技术有关的技术文件和其他与技术秘诀有关的资料。

这个场景之下你能应付吗？

谈判双方就专利权的转让价格达成了一致，在对其他条款进行讨论前双方决定先休息一下。

A：Now, since we both have agreed on the transfer of patent right, shall we come down to payment?

B：Well, how much will you ask for?

A：We hope you will pay us $50,000 for buying the production right form us, as well as 5％ of the sales price on each of the products sold.

B：I'm afraid we could not accept the quotation. We prefer the possibility of reducing it down to 1％ of the sales price.

A：Let's find a happy medium. What about 3％?

B：I agree. You are a tough bargainer. However you should train our workers how to use it.

A：no problem. I think half a year on-spot training will be enough for the worker s to master the skills.

B：Now we have come to an agreement on price. Why not take a rest before we go down to the other terms?

A：OK.

A：现在，既然我们双方都已经同意了专利权的转让，我们是否该谈谈支付条款了？

B：好吧，你方的报价是多少？

A：我方希望你方支付生产权费用50000美元，另外每出售一件商品我方收取销售价的5％作为提成。

B：恐怕我们不能接受这个报价，我们希望提成降到1％。

A：那我们折中一下，3％怎么样？

B：我同意，您很能讲价。但是你方应该在操作方面对我方人员进行培训。

A：没问题。我想半年的现场培训应该足以让工人掌握操作技巧了。

B：现在我们关于价格达成一致了。在商讨其他条款前我们休息一下吧？

A：好啊。




Let's find a happy medium.（我们还是找一个折中的办法吧。）



当双方的谈话陷入僵局的时候，完全没必要不知所措，一句“Let's find a happy medium.（我们还是找一个折中的办法吧。）”就能将你们拉回重新探讨问题的道路上来。medium在英语里有“中间、中道”的意思。而happy是幸福、快乐之意。在happy medium中medium更是有“好，恰如其分，恰到好处”的意思，而happy medium即指“折中的办法”。




双方就技术转让的所有细节进行了详尽地探讨，并最终在所有的意见上均取得了一致意见。

A：I think that the technology you transfer to us should enable our products to be competitive on the world market and achieve significant economic results. The technology provided to us must be complete, accurate and reliable.

B：Of course. Meanwhile, within the stated scope and period agreed upon by us, you shall have the obligation to keep confidential the technical secrets contained in the technology provided by us, which have not been made public.

A：You needn't worry about it. We guarantee that the know-how transferred to us will be kept confidential and we will not give the game away or pass it on to a third party. We hope you can provide and explain the technical assistance, method of operation, instructions and other technical data and information.

B：You shall provide us with adequate facility and the necessary tools to our technicians rendering technical assistance.

A：All expenses shall be born by you. Is that OK?

B：Well, yes, we agree.

A：How long will this agreement be effective?

B：We suggest that the term be 5 years.

A：We can accept that.

B：How shall we settle dispute?

A：All disputes in connection with this agreement shall be amicably settled by negotiation between two parties. If no settlement can be reached, the dispute shall be submitted to the Chamber of Commerce, London, for conciliation in order to settle the dispute friendly under the rules adopted by that Chamber.

B：All right. We agree with you.

A：我认为转让给我们的技术应该能够使我们的产品在国际市场上具有竞争力并能取得可观的经济效益。你们提供给我们的技术必须是完整的、精确的、可靠的。

B：当然。但同时，在我们双方商定的范围和期限内你们应承担保守我们提供的尚未公开的技术秘密的义务。

A：这你不必担忧。我们保证转让给我们的专有技术将得到严格保密，决不会泄露或转让给第三方。我们希望你们能提供和讲解这一技术的技术援助、操作方法、使用说明以及其他技术资料和信息。

B：你方应向我们的技术人员提供进行技术协助时所必需的设施和工具。

A：所有费用由你方承担，行不行？

B：好吧，我们同意。

A：这个协议的有效期为多长？

B：我们建议期限为5年

A：我们可以接受。

B：争议如何解决？

A：凡因执行本协议或所发生的争议，应由双方友好协商来解决，如果不能达成一致意见，应提交伦敦商会，以便按照该商会的规则，以友好的方式予以解决。

B：好吧，我们同意。




give the game away泄密；暴露，露出马脚



Give away原意是“分发，放弃”的意思；give the game away可引申为“泄密，暴露，露出马脚”。give the game away源自魔术表演。我们知道，魔术是一门神奇的艺术；好的魔术表演不仅能赢得观众的掌声甚至还能让许多人达到痴迷的程度。你看，魔术师在台上要风得风、要雨得雨，一会儿变出一朵鲜花，一会儿又把女模特切成两半，真是无比威风啊。但表演中，一旦稍有闪失，出了纰漏，魔术就会露出马脚，被观众们耻笑。这时候，魔术师也只好give the game away（放弃表演），夹着尾巴灰溜溜的逃跑了。后来，人们也用give the game away来表示“泄露秘密；露出破绽”等含义。



表示“泄密”，我们还有一个有趣的短语叫做kiss and tell，源自校园里早恋的孩子们偷偷亲吻后，男生总是不遵守诺言，向别人讲述自己亲吻的经历。




3　招标投标

你将听到的

交保证金

If you fail to furnish a bid bond before the opening of tender, your bids will not be considered.

递交标书

Quotations shall be enclosed in wax sealed envelopes and addressed to the office specified in the Invitation to Bid.

标书介绍

Here is a set of tender documents which cover all the necessary details.

退回保证金

In the case of the winner, the amounts are refunded after a contract has been signed and the necessary performance bond is provided.

履约保证

Performance bond amounting to 10％ of the total value of the works bid upon is required when signing the contract.

胜出条件

If all your tender conditions prove most suitable, of course we'll choose your tender.

邀请投标

We hope you'll consider this tender invitation carefully before the closing date.

你也许会说

掌握信息

Where is the tender document to be sent? To whom please?

积极准备

We're interested in this bid, and we will do our best to win the award.

职场心经

投标与招标是相对应的概念，它是指投标人应招标人的邀请或投标人满足招标人最低资质要求而主动申请，按照招标的要求和条件，在规定的时间内向招标人递价，争取中标的行为。

投标的基本做法是投标人首先取得招标文件，认真分析研究后，编制投标书。投标书实质上是一项有效期至规定开标日期为止的发盘，内容必须十分明确，中标后与招标人签订合同所要包含的重要内容应全部列入，并在有效期内不得撤回标书、变更标书报价或对标书内容作实质性修改。

为防止投标人在投标后撤标或在中标后拒不签订合同，招标人通常都要求投标人提供一定比例或金额的投标保证金。招标人决定中标人后，未中标的投标人已缴纳的保证金即予退还。

必备的词汇热身

●　experienced
 [ikˈspiəriənst]
 adj.有经验的

●　value
 [ˈvælju:]
 v.评价，估价

●　factor
 [ˈfæktə]
 n.因素

●　suspend
 [səˈspend]
 v.暂停

●　oral
 [ˈɔ:rəl]
 adj.口头上的

●　nominate
 [ˈnɔmineit]
 v.任命，指定

●　area
 [ˈεəriə]
 n.地区

●　standby
 [ˈstændbai]
 n.候补

当参加投标的时候你会听到

If you fail to furnish a bid bond before the opening of tender, your bids will not be considered.

如果你方在开标前还没交投标保证金，那么你方的投标将不予考虑。

Quotations shall be enclosed in wax sealed envelopes and addressed to
 the office specified in the Invitation to Bid.

报价单须蜡印密封后，递交招标书中规定的办公室。


address to在这儿可不是我们熟知的“地址”的意思，而是动词，表示“写姓名地址”。


Here is a set of tender documents which cover all the necessary details.

只是一套招标文件，所有必要细节都在里面。

In the case of the winner, the amounts are refunded after a contract has been signed and the necessary performance bond is provided.

得标人的投标保证金在签了合同和提供了履约证后，也可退回。

Performance bond amounting to 10％ of the total value of the works bid upon is required when signing the contract.

签订合同时，必须要有金额为投标工程总价10％的履约保证。

If all your tender conditions prove most suitable, of course we'll choose your tender.

如果贵公司的投标条件最合适，我们当然会选中你们的。

We hope you'll consider this tender invitation carefully before the closing date.

我们希望贵公司在截止日期之前仔细考虑这项标。

当参加投标的时候你会说

1．Where is the tender document to be sent? To whom please?

请问标书寄到什么地方？寄给谁？

2．One of the most important aims
 of my visit this time is to get all the details about the bid condition.

我此行的重要目的之一就是弄清招标条件的所有细节。


aims在此处的意思是“目的”，相当于purpose的用法。


3．Would you please tell us something about your conditions for bid?

你能否详细介绍一下你们招标的条件。

4．We're interested in this bid, and we will do our best to win the award.

我们对这次招标很感兴趣，我们会尽力争取中标。

5．Do you think we can win the tender
 ?

你相信我们会中标吗？


win the tender表示“中标”，其同义的表达还可以是win the bidding。


6．We have prepared a competitive bid.

我们已准备好了竞争力极强的报价。

7．Before submitting the tender, we must know all the details about the bid conditions.

投标前，我们必须知道招标条件的细节。

拓展学习看这里

询问信息

A：What do you want to know?

你想知道些什么？

B：Is it a secret tender-opening or a public one?

是秘密还是公开招标？

When is the bidding deadline?

投标的最后期限为何时？

Do we have to guarantee our participation in the tender?

我们参加投标需要担保吗？

What kind of formalities do we have to go through if we want to take part in
 the tender?

如果我们想参加投标，需要办什么手续呢？

When shall we send to you our Submission of Tender?

本公司什么时候把投标送交贵公司？


take part in表示“参加”，此处可以用动词participate来替换。


注意事项

A：What should we pay attention to?

我们有什么需要注意的吗？

B：Catalogue sheets submitted with the bid must be originals and not copies.

投标提供的产品样本必须是原件而不是复印件。

The bidders should read carefully all the provisions in the bid document including the technical specifications.

投标人应仔细阅读标书中包括技术指标在内的所有条款。

All bids should be opened in public at the stipulated time.


所有的标书都应该在规定的时间当众开标。

Usually extension of validity of bids should not be requested.

一般不应该要求延长投标有效期。

You're required to come to our office for the tender documents against payment of 500 dollars.

你们须到我方办事处来领取标书，每份500美元。


at the stipulated time表示“在规定的时间”，而the stipulated time前还可以加“within”或“in”，表示“在规定的时间之内”。


这个场景之下你能应付吗？

林先生在拿到招标单位的规划和说明书后，表示会回去和自己的工程师商量商量，之后考虑进行投标。

A：We are inviting tenders for the construction of a new office building.

B：What does the work include?

A：Erecting buildings, providing facilities, etc.

B：Can we have the designer's plan and specifications after the meeting?

A：Sure.

B：When should the work be completed?

A：Before the end of next October. If you are interested in it. Please contact us.

B：Thank you. I'll study the plan and specifications with my engineers and offer you our quotation as soon as possible.

A：我们要建一座新的办公大楼，正在招标。

B：工程包括哪些项目。

A：盖大楼、配备设施等等。

B：会后我们可以得到设计师的规划和说明书吗？

A：当然可以了。

B：工程什么时候完工？

A：明年10月底前。如果你有兴趣，请与我们联系。

B：谢谢。我与我们工程师研究研究这个规划和说明书后尽快给你个报价。




invite tenders的字面意思是“要求投标者”。很明显，邀请投标者的目的就是招标，所以invite tenders的意思就是“招标”。




仔细研究了投标文件后，韦德先生递交了自己的标书，并自信能够获得投标的成功。

A：Have you studied the tender documents?

B：Yes. We are confident that we will be successful in this tender, as our prices are competitive.

A：Have you brought the submission of tender?

B：Yes, here it is, together with the information on the cost, construction time and volume of work for the project.

A：Are the prices stated in the Chinese RMB?

B：Yes, definitely.

A：What kind of guarantee will you provide us with?

B：A standby letter of credit established by the City Bank.

A：你仔细研究过投标文件了吗？

B：是的，我们有信心此次投标能获得成功，因为我们的价格很有竞争力。

A：标书带来了吗？

B：在这儿。附有该项目的费用、施工时间和工程量。

A：是用人民币标的价吗？

B：是的。

A：你方向我方提供什么形式的担保？

B：花旗银行开立的备用信用证。




standby在此处并不是以我们常见的名词形式出现的，而是一个形容词，表示“备用的”。




4　合资经营

你将听到的

划分职责

How should we decide the administrative responsibility of a joint venture?

贸易额

What is your estimation of the volume of trade we can achieve in a joint venture?

合资步骤

We'd like to know what steps should be taken to engage in a joint venture with you.

中介结构

Is there any organization that will help foreign firms handle investment procedures?

投资形式

Does that mean we shall invest by machinery and equipment with our technology?

合资意向

How about operating the plant as a joint business between your company and ours?

表达兴趣

We are interested in your proposal to set up a factory under joint venture for the manufacture of minibuses.

了解政策

I want to know more about the joint venture policy of your country.

你也许会说

合资前景

I'm going to discuss with you question of joint venture.

风险共担

We would like to hear your proportion first.

公司运营

The management director is responsible for the company.

职场心经

不同的合资形式决定着双方责任义务的分担，所以要成立合资公司，一定要从多方面衡量，确定最为合适的合作形式。

一般来说，合资企业双方应以各自所占的出资额对合资公司的债务承担责任。双方可以以现金、实物、工业产权等进行投资。

当今国际环境中投资一定要慎重，要仔细了解对方提供的各种条件及投资的安全性。在深入考察的基础上再做出决定。

必备的词汇热身

●　compliment
 [ˈkɔmplimənt]
 n.恭维

●　substitution
 [ˌsʌbstiˈtju:ʃən]
 n.替代，取代

●　conclusion
 [kənˈklu:ʃən]
 n.结论，缔结

●　execution
 [ˌeksiˈkju:ʃən]
 n.执行

●　intention
 [inˈtenʃən]
 n.意向

●　formality
 [fɔ:ˈmæliti]
 n.正式手续

当谈论合资经营的时候你会听到

How should we decide the administrative responsibility of a joint venture?

合资企业的行政管理职责是怎么划分的？

What is your estimation of the volume of trade we can achieve in a joint venture?

您估计用合资经营的方式我们可以达到多大的贸易额？

We'd like to know what steps should be taken to engage in a joint venture with you.

我们想了解一下与你方合资经营的步骤是什么样的。

Is there any organization that will help foreign firms handle investment procedures?

这里是否有一些机构帮助外商处理投资事项？

Does that mean we shall invest by machinery and equipment with our technology?

这是不是说让我们以机器设备和我们的技术入股呢？

How about operating the plant
 as a joint business between your company and ours?

将这个工厂作为你我两方的合资公司经营怎么样？


operate the plant表示“经营工厂”，还可以表示为run the plant。


We are interested in your proposal to set up a factory under joint venture for the manufacture of minibuses.

贵方建议合资经营微型汽车制造厂一事，我方挺赶兴趣。

I want to know more about the joint venture policy of your country.

我想更多地了解贵国有关合资企业的政策。

当谈论合资经营的时候你会说

1．I'm going to discuss with you question of joint venture.

我想和您谈谈合资问题。

2．We believe that we'll have an optimistic future in joint venture.

我们相信合资的前途是乐观的。

3．It's much more favorable to make an investment
 in China than in other countries.

在中国投资比在其他国家投资更有利可图。


make an investment表示的意思是“投资”，相当于invest
 。

4．Both the Chinese and foreign participants shall no means be required to take the risks of joint venture and pay off its debts with their own assets.

中外合资双方都不以自己的其他资产承担合资企业的风险，清偿合资企业的债务。

5．The obligations assumed by a joint venture shall be confined to its registered capital.

合资企业对债务承担的责任，仅限于其注册资本以内。

6．Investment in China enjoys the same rights as in any other county in the world.

在中国投资，可以享受在世界其他国家一样的权利。

7．Participants in a joint venture are equal before the law.

合资双方在法律面前一律平等。

8．Our new policy of opening to the outside world presents unrivaled opportunities for joint ventures.我们对外开放的新政策为合资企业提供了前所未有的机遇。

9．The parties to the joint venture shall share the profits, risks and losses in proportion to their respective contribution to the registered capital.

合资企业各方按各自注册资本的比例分享利润和承担风险及亏损。

10．The management director
 is responsible for the company.

总经理负责公司的运营。


management director指“总经理”，它还有一种表达形式是general manager.


11．We would like to hear your proportion first.

我想先听一下你们的投资比例。

12．The funds shall be contributed in cash, in kind and in technology as mutually agreed by the Parties.

资金应以双方同意的现金、实物和技术等方式投入。

13．During the period of the joint venture, the techniques the foreigners have mastered should be thoroughly made known to us without reserve.

在合资期间，外商掌握的技术必须无保留地向我方公布。

14．Legitimate profit is allowed to remitted abroad.

合法利润允许汇至国外。

拓展学习看这里

投资环境

A：What are your preferential policies for foreign investors?

你们对外国投资者有哪些优惠政策？

B：We can provide the finest prospects for overseas investors, low taxation, a stable environment and other preferential terms.

我们能向外国投资者提供最美好的前景，税收低，投资环境稳定，还有其他优惠条件。

What do you think about the future of the joint venture?

你觉得合资经营的前景如何？

How much would be registered capital
 for our joint venture?

我们合资企业的注册资金是多少？

What are your terms and conditions on joint participation?

你们合资经营的条件是什么？


registered capital表示的意思是“注册资本”，其中registered是形容词，表示“注册的，登记过的”。


合资方向

A：I'd like to know in what lines of business you would like to participate with us.

我想知道你们准备和我们合资经营哪方面的业务。

B：I would like to discuss with you the ways in which we build a chemical works as a joint venture.

我想同您讨论我们合资建化工厂的方法。

I'm thinking of a joint venture with you in selling electric products in our market.

我想与贵方进行合资，在我方市场销售电器产品。

We wish to establish an equity venture with you for the production of communications apparatus.

我们希望与贵方公司建立合资企业生产通讯设备。

这个场景之下你能应付吗？

吴先生向外商介绍了在中国建立合资企业的诸多好处，并介绍了相关政策，打消了对方的所有顾虑。

A：Investors may enjoy preferential treatment for the establishment of a joint venture in China.

B：Great. What preferential treatment can we get?

A：First and foremost, a joint venture in China pays low income tax, or even no income tax at all under certain conditions, during the first five profit-making years.

B：That's really good.

A：Furthermore, you are allowed to remit your net profit, after having paid taxes, to your home countries.

B：Do you mean that we can avoid paying double taxation?

A：Yes.

B：It's encouraging. What concerns me is how long the advantage of paying lower tax would last?

A：Don't worry. The Chinese policy of opening to the outside world will remain stable for a long period.

B：Thus I can rest assured of it.

A：在中国建合资企业，投资者可以享受到优惠的待遇。

B：太好了。我们都能得到哪些优惠待遇呢？

A：首先，在中国建立的合资企业在头五个获利年度可以少交所得税额，在某种特定情况下，甚至可以完全不交。

B：那确实很优惠。

A：另外，还允许你们将所得的净利付清税款之后汇回到国内。

B：你的意思是我们可以避免国际间双重纳税吗？

A：正是。

B：这倒不错，我关心的是这种少上税的好事能持续多少年。

A：不必担心，中国的对外开放政策是长期的、稳定的。

B：这样我就放心了。




first and foremost首先，首要的



First and foremost可以做形容词使用，也可以做副词使用。它的字面意思是“第一和首位的”，第一位和首位的自然也就是我们所说的“首要的”，所以first and foremost就被引申为“首先，首要的”的意思。例如：First and foremost I want to thank our hosts for their wonderful reception.（首先，要感谢主人的盛情接待。）




布鲁斯就合资企业的运营形式等问题进行了仔细询问，争取最大限度地了解其可操作性。

A：May I ask you some questions?

B：Sure. Go ahead.

A：How should profit and loss be shared between the parties of a joint venture?

B：They should be shared in proportion to their respective contributions.

A：Can profits gained by the foreign partner be remitted home in foreign currency?

B：Yes, they can.

A：Is our joint venture an independent economic entity?

B：Yes. Nobody will have it over a barrel. And it also assumes sole responsibility for its profit and loss.

A：Do you think it stands a fair chance of success?

B：Yes, it does.

A：我能问几个问题吗？

B：当然，请问吧。

A：合资企业各方面如何分享利润、分担亏损？

B：应按各自的投资份额分享利润、分担亏损。

A：外方的利润能否以外汇形式汇回本国？

B：是的，可以汇回本国。

A：我们的合资企业是一个独立的经济实体吗？

B：是的，该合资企业不受别人支配，同时也对其盈亏承担全部责任。

A：贵公司认为该合资企业成功的机会大吗？

B：是的，成功的机会很大。




have somebody over a barrel完全支配某人



Have somebody over a barrel字面意思是“把某人放在大木桶上”，其引申义为“完全支配某人”。听说早期美国人在抢救快要淹死的人时，会把溺水者放在一个大木桶上面（over a barrel），让他脸朝下，然后慢慢转动大木桶，帮助他把水吐出来，这样溺水者就会从昏迷中苏醒过来。



因为溺水者完全任人摆布。于是就产生了“把某人放在大木桶上”（have somebody over a barrel）的词汇，比喻“任人宰割”，“仰人鼻息”，或者“迫使某人乖乖地就范”的意思。例如：Jill had Rachel over a barrel because Rachel needed her aid.（吉尔完全控制蕾切尔，因为雷切尔需要他的援助。）




5　补偿贸易

你将听到的

支付方式

How will payment be made under the compensation trade arrangement?

抵偿货款

You can pay for the equipment with the ready-made dresses produced by the equipment.

支付能力

It depends on your payment capability.

补偿方式

Do you want to have total one or a partial one?

你也许会说

补偿贸易

We are active in compensation trade transactions.

偿付方式

You agree to buy back? Then we can overcome foreign exchange difficulties.

偿付期限

How long do you expect the completion of payment to take?

职场心经

补偿贸易双方的关系属于国际贸易范畴内买方与卖方的关系，买方对购进的机器设备或技术知识等，拥有完全的所有权和使用权，卖方在工厂企业内不占有股份。

实行补偿贸易对买方来说可以解决资金、外汇的不足，并可利用机会开拓海外市场创汇；对卖方来说可扩大产品销路，增加出口，并可获得稳定的供货源。补偿贸易的缺点是形式不太灵活，达成协议较难，手续较繁琐，风险较大。

必备的词汇热身

●　sole
 [səul]
 adj.独一的

●　agreement
 [əˈɡri:mənt]
 n.合约

●　exclusive
 [ikˈsklu:siv]
 adj.独占的

●　right
 [rait]
 n.权力

●　approach
 [əˈprəutʃ]
 v.接触

●　solve
 [sɔlv]
 v.解决

●　clause
 [klɔ:z]
 n.条款

●　at least
 最少

当谈论补偿贸易的时候你会听到

How will payment be made under the compensation trade arrangement?

在补偿贸易安排下，如何时进行支付呢？

You can pay for the equipment with the ready-made
 dresses produced by the equipment.

你们可以用该设备生产出来的成衣来偿付该设备的购买成本。


ready-made表示“现成的；做好的”


It depends on your payment capability.

这要看你们的支付能力。

Do you want to have total one or a partial one?

是采用全额补偿贸还是非全额的？

当谈论补偿贸易的时候你会说

1．The compensation trade plays a very important role in the international trade.

补偿贸易在国际贸易中起着十分重要的作用。

2．We are active in compensation trade transactions.

我们积极从事补偿贸易。

3．We've never done such trade before, but we agree to do compensation trade on the basis of mutual benefit
 .

我们从来没有做过这种贸易。但我们同意在双方受益的基础上与你方做补偿贸易。


mutual benefit表示的是“互利互惠”，强调的是双方共同受益。


4．The prices of these products will just compensate the costs of equipment and installation of the line.

这些产品的价值正好补偿设备费和生产线安装费。

5．We'll complete payment within 2 years starting from the commencement of production.

我们将在投产两年内完成设备补偿。


commencement的意思是“开始”，表示的是一个时间点。


6．How long do you expect the completion of payment to take?

你们打算让我们多久付清呢？

7．You agree to buy back? Then we can overcome foreign exchange difficulties.

您是说你们可以回购？那我们就可以克服外汇短缺的困难了。

8．Since we are short of foreign exchange, compensation trade is considered favorable.

由于我们缺乏外汇，补偿贸易是一种可以优先考虑的贸易方式。

9．You can supply us with the canning equipment and we'll pay for the machines with canned food produced by the machines.

贵方可以提供给我们罐装设备，我们提供给贵方用所购设备生产的罐头食品来抵付购买设备的货款。

10．We agree to accept payment for this machinery in the form of buy-back of electric toys.

我方同意接受回购电子玩具作为偿付这些机械设备的付款方式。

拓展学习看这里

选择补偿贸易

A：Can we consider the possibility of undertaking compensation trade?

我们能不能考虑采用补偿贸易方式呢？

B：OK. We'd be happy to negotiate with you
 for such a deal. Which do you prefer, buyback or counter purchase?

可以。这对我们来说是件好事，您愿意接受回购方式，还是互购方式。

Shall we conduct compensation trade?

我们能否进行补偿贸易？

I think the compensation trade arrangement suits us better.

我认为补偿贸易安排更适合我们公司。

I have to tell you that we're short of foreign exchange. Could you undertake compensation trade?

我不得不告诉您我们现在外汇不足。能否采用补偿贸易方式呢？


negotiate with sb.表示“与某人进行谈判”，可以用have a negotiation with来替换。


进行贸易的目的

A：We can provide the foreign currency required for importing the equipment and technology by that earned from exporting the products.

我们能用出口赚得的外汇来平衡引进设备和技术所需的外汇。

B：It certainly sounds very promising. Thus we could get around the hard currency problem.

这个主意听起来不错，可以绕过硬通货的问题。

One of our main objectives of doing compensation trade is importing advanced equipment and technology.

我们进行补偿贸易的主要目标之一是引进先进的设备与技术。

We shall of course adopt strict measures to control the quality of our countersale products.

我们当然要采取严格措施来控制我方反销产品的品质。

这个场景之下你能应付吗？

得到利用中国沿海城市的廉价劳动力和优惠政策在当地开展补偿贸易的建议后，马克权衡了其中的利弊，决定找一家合适的厂家进行合作。

A：Why don't you take advantage of the cheaper labor and the preferential policies in Chinese coastal areas?

B：In what way, please?

A：You may produce car fittings in Chinese coastal areas and sell them there and to other Asian countries. This can be done on the basis of compensation trade.

B：But does the Chinese government impose restrictions of any form on such type of business?

A：Not likely. I think such forms of trade will go over big, because it helps to create jobs and earn foreign exchange.

B：I see.

A：I think compensation trade suites you fine. You could provide Chinese coastal areas with the machines and get compensated by the car fittings produced.

B：Thank you very much for the information. I'd like to find a good factory to produce there on compensation trade basis.

A：你们何不采用中国沿海地区的廉价劳动力和优惠政策？

B：怎样利用呢？

A：你们可以在中国沿海地区生产汽车配件，然后在中国市场和亚洲其他国家销售。对此可以采用补偿贸易方式。

B：但是，中国政府对这种方式的贸易有无限制？

A：绝不可能，我认为这种方式的贸易肯定会大受欢迎，因为这有助于创造就业机会和赚得外汇。

B：我明白了。

A：我认为补偿贸易很适合你的情况。用补偿贸易方式，你们可向中国的沿海城市提供机器，然后从生产的汽车配件中得到偿付。

B：非常感谢你的建议！我希望找到一家合适的厂商，用补偿贸易的方式在那里生产。




go over big大获成功，大受欢迎



go over的字面意思是“过去”或“通过”，引申为“成功”或“受欢迎”；go over big即“大获成功”或“特别受欢迎”。比如：This new technology goes over big after it came into the market.这项新技术一面市就大受欢迎。




由于外汇短缺，秦先生想用补偿贸易的方式购进对方的设备，双方对所涉及的问题进行了简单地探讨以便了解开展贸易的可能性。

A：Glad to meet you, Mr. Nash. The purpose of inviting you to come here is to discuss the purchase of some long wall coal cutters.

B：Good. What do you think about our coal cutters?

A：They are a bit better than the coal cutters purchased from other countries. But your price is skyrocketing. And much higher than those from other countries.

B：Well, but I think you shouldn't only consider the price, but also efficiency.

A：As a matter of fact, we are satisfied with the efficiency of your cutters, but being short of foreign exchange, we must plan our purchases according to our means.

B：Then, can we consider the possibility of undertaking compensation trade?

A：OK. We'd be happy to negotiate with you for such a deal. Which do you prefer, buy-back or counter purchase?

B：I think that buy-back is easier. Since we often import a lot of coal from abroad, you can pay for the coal cutters with the coal produced by them.

A：That sounds very promising. Do you wish to have a total compensation trade or a partial one?

B：It depends very much upon your payment capability. In other words, the more you can produce in a given period of time, the sooner you will be able to pay for the cutters.

A：I understand the whole process. As for us, it's better to do total compensation trade.

B：Total compensation trade may be good for both of us.

A：We would like to know how long it will take to complete the payment.

B：Of course, the sooner the better.

A：May I remind you of your responsibilities for technical assistance, the performance of the machines and finally, a smooth and successful start-up.

B：Certainly we'll fulfill our obligations.

A：很高兴见到你，纳什先生。这次请你来想谈谈长臂采煤机的进口问题。

B：好啊，你觉得我们的采煤机怎么样？

A：跟其他国家进口的采煤机相比，还算先进点儿。不过你们的价格涨得太快了。比其他国家的价格高得多。

B：哦，我认为你不应只考虑价格，还要看它的生产效率。

A：说实在的，我们对你方机器的生产效率还算满意，但是我们的外汇比较紧张，我们必须根据我们的财力状况来安排购买。

B：那么我们能不能考虑采用补偿贸易方式呢？

A：可以，这对我们来说是件好事。你愿意接受回购方式，还是互购方式？

B：我想回购更容易些，因为我们常进口煤，你们用由我们的机器采的煤来偿付机器的货款就行了。

A：这听起来蛮不错的，你希望用全额补偿，还是部分补偿？

B：这就要看你们的支付能力了。换句话说，你们在一定时期内采的煤越多，你们偿付采煤机的货款也就越快。

A：我明白整个交易过程。对于我们来说，最好还是使用全额补偿。

B：全额补偿对双方来说都不错。

A：那么需要多长时间偿还呢？

B：当然是越快越好。

A：我想提醒你一下，贵方对机器的性能、技术协助，及最后保证顺利投产都应负责到底。

B：我们一定会履行自己的义务的。




depend upon表示“依赖；取决于”，等于depend on。



in other words的意思是“换句话说”，它在使用上和“in another word”类似的。




6　加工业务

你将听到的

开展贸易

We intend to do business with you on the basis of processing.

加工产品

We're thinking of having products processed in China.

委托加工

We'd like you to process some of our parts.

加工合同

I want to know whether you would like to enter into a processing contract for assembly with us.

供应材料

We will supply you the materials on time.

确保质量

We can assure you of their quality.

检查材料

All supplied materials will be reinspected by us.

加工期限

You shall complete the assembling within the time mutually agreed unless some unforeseen circumstances beyond control occur.

费用分歧

The fee you charge for the processing of his product is too high, and we can't accept it.

你也许会说

同意加工

We may agree to do processing trade with you.

商定价格

We would accept it if your processing charge is reasonable.

双方职责

Our company is only responsible for processing.

职场心经

来料加工涉及进出口产品，海外客户向国内企业提供材料或者部件，然后由国内企业加工成成品出口给海外客户。这样国内企业收取费用，该费用可能包括国内企业所提供的附加材料成本。对于国内企业来说，这样做的好处是能够跟上国际市场的变化，掌握先进的技术和科学的管理知识，因而有助于提高自身产品在海外的竞争力。加工贸易具有如下特征：

1．双方企业在一宗交易中既包括进口也包括出口。进口的目的为了创造出口。

2．由于来料和来件都属于海外客户，从货物离开国外的目的地开始直到它们以成品的形式运出期间，海外客户都应为货物购买必要的保险，以防止货物可能受到的各种风险。

3．海外客户既是原料和部件的出口商又是成品的进口商，中国企业既是原料和部件的进口商又是成品的出口商。

必备的词汇热身

●　scale
 [skeil]
 n.规模，比例

●　assemble
 [əˈsembl]
 v.装配，组合

●　outside
 [ˌautˈsaid]
 adj.外面的

●　specialize
 [ˈspeʃəlaiz]
 v.专门

●　equipment
 [iˈkwipmənt]
 n.设备

●　small-scale factories
 小规模的工厂

当谈论加工贸易的时候你会听到

We intend to do business with you on the basis of processing.

我们打算在加工的基础上和你方发展业务。

We're thinking of having products processed in China.

我公司想在中国加工产品。

We'd like you to process some of our parts.

现在我公司想要贵方加工一些零件。

I want to know whether you would like to enter into
 a processing contract for assembly with us.

我想知道贵方是否有意和我们定个加工合同，做装配业务。


enter into在此处并不是表示“进入”之意，而是表示“讨论”的意思。


We will supply you the materials on time.

我方将会准时供应给贵方原料。

We can assure you of their quality.

我们可以向你方保证它们的质量。

All supplied materials will be reinspected by us.

我们会重新检查所有提供的材料。

You shall complete the assembling within the time mutually agreed unless some unforeseen circumstances beyond control occur.

除不能预见的无法控制的情况外，你们必须在约定的时间内完成装配。

The fee you charge for the processing of his product is too high, and we can't accept it.

贵方对这种产品收取的加工费太高了，我方无法接受。

当谈论加工贸易的时候你会说

1．We are glad to know that you intend to do business with us on the basis of processing.

得知你们想和我们做加工贸易，我们很高兴。

2．Please indicate the rate of processing or assembling charges, and also the method of payment.

请说明加工和装配的价格以及付款方式。

3．We may agree to do
 processing trade with you.

我们同意与你们进行来料加工。


agree to do表示“同意去做某事”


4．We hope you can provide us with the necessary technique used in assembling the parts.

本公司希望贵公司提供装配零件所使用的必要技术。

5．Our company is only responsible for processing.

我公司只负责加工。

6．You will send over
 replacements in time.

你们应及时更换。


send over表示“发送”的意思，材料不合格一定要及时更换，以免影响生产。


7．We'll process and assemble in strict accordance with the sample submitted.

我们将严格按所供样品加工装配。

8．We would accept it if your processing charge is reasonable.

如果加工费合理的话，我方可以接受。

9．It takes two months to process the goods.

加工这批货物要2个月的时间。

拓展学习看这里

加工要求

A：The rate of substandard products should not exceed 5％.

次品比例不得超过5％。

B：OK. It's acceptable.

好的，这可以接受。

The damage rate for parts and components in assembling is 2％.

装配时零件的损害率为2％。

You shall process in strict accordance with the design.

你们应严格按照设计加工。

提供原料

A：You supply all or some of the raw materials and subsidiary materials.

贵方提供全部或部分原料和辅料。

B：Sure. And we will ensure its quality is good.

当然，我们还会确保材料的质量。

All the materials are provided by you.

全部材料由贵方提供。

The supplied materials shall be delivered to our ware house at your expense.


供应的原材料应由你们自费运到我们的仓库。

The ownership of the supplied materials or parts remains with you.

来料或来件的所有权仍属贵方。


at one's expense表示“自费；有某人自己付费”


加工费率

A：How much is your processing fee?

我们想了解你们的加工费率？

B：I think the processing fees shall be fixed on the basis of the world labor price.

我认为加工费可根据国际劳务价格来确定。

Processing fees shall be fixed on the basis of the world labor price with a discount of 20％.

加工费在国际劳务价格的基础上打8折。

For the finished products, a letter of credit at sight is required.

对成品，我们要求即期信用证支付。

这个场景之下你能应付吗？

经朋友介绍后，怀特先生找到了一个新的潜在合作伙伴，对方能为自己提供开展加工业务的诸多便利条件，这让怀特先生很动心。

A：We note with interest from Mr. Du that you intend to do business with us on the basis of processing.

B：Yes. We have done such business with a company from Japan. You know the wages there were high, which added to our cost.

A：Mr. White, it's as plain as a pikestaff that we enjoy the advantages of low wages. We are prepared to enter into negotiations with you, because we want to fit our products to the needs of the international market in respect of materials and styles.

B：Excellent. We would like to see that doing processing business will profit both of us.

A：I think so. Now, Mr. White, may I know for what products you require processing and what kind of raw materials are you going to provide?

B：Suits. I have an order of 60 000 suits.

A：Suits are the leading export products of our company.

B：I have heard much about it. We'll provide fabric and accessories; of course, we can assure you of their quality.

A：We are willing to cooperate with you in this line.

B：All right. Let's discuss some details.

A：我们高兴地从杜先生处得知你们打算和我们做来料加工的生意。

B：是的，我们已与日本的一家公司在做此贸易。您知道那里的工资太高，增加了我们产品的成本。

A：怀特先生，很明显我们具有工资低的优越条件。我们也希望与你们谈判，因为我们要使产品在用料、款式方面更加适应国际市场的需要。

B：好极了，我们相信做加工业务会使两方都获得利益。

A：我是这么认为的。怀特先生，现在能告诉我你们需要加工什么产品，能提供什么样的原材料吗？

B：西服，我有60000件西服的订单。

A：西服是我公司的主要出口产品。

B：我已久闻其名了。我们将提供面料和辅料，当然，我们能向你们确保原料的质量

A：我们愿意在这方面与你们合作。

B：好，我们来讨论细节吧。




as plain as a pikestaff很明显，非常清楚



Pikestaff是一种武器，称作“长矛”或是“长枪”，有很长的柄（staff），不容易藏，很容易被敌人发现，因此衍生出“如长矛般清楚明显”的意思。



关于这个成语的起源，还有其他的说法。有些人认为，pikestaff是15、16世纪时，旅行者使用的行路杖。杖的一端呈尖头状，有防滑的作用。在旅行者长期使用后，尽头处会被磨得“光滑”，而这也是该短语最原始的意义。



该短语在现代英语中，可以用来表示“事物、意义或是道理等的明显、清楚”；另外也可以指“人很平凡、普通”。as plain as the nose on someone's face和该短语意思相同




合作双方对加工费率等条件很快达成了一致，也很快敲定了这笔加工贸易。

A：Are you interested in the processing business?

B：We're also doing business of processing with materials supplied by customers when we have surplus production. What type of products do you intend to process?

A：Y-shirts, to be processed with our material and designs.

B：OK. You can take advantage of the cheap labor and production costs.

A：I see. We'd like to know your rate of processing charges.

B：I think the processing fees shall be fixed on the basis of the world labor price with a discount of 20％.

A：That's great.

B：The supplied materials shall be delivered to our warehouse at your expense. If any defect is found in the materials supplied by you, we will advise you of it immediately, and you should send over replacements in time. The allowance for damage to materials in the course of processing is 3％.

A：I think we may accept it. You shall process in strict accordance with the design, and deliver the finished products in conformity with the contract terms respecting the time of delivery, quality and quantity.

B：Let's cut a deal.

A：你们对加工业务有兴趣吗？

B：我们有多余的生产能力时，我们也做来料加工业务。你们要加工什么产品呢？

A：T恤，用我们的材料和款式。

B：可以，你们可以利用低廉的劳动力和生产成本。

A：我知道，我们想了解你们的加工费。

B：我认为加工费在国际劳务价格的基础上可以打8折。

A：太好了。

B：供应的原材料应由你们自费运到我们的仓库。如果发现你们提供的材料有损坏，我们将立刻通知你们，你们应及时更换。在加工过程中，材料的损耗率为3％。

A：我想我们可以接受这些条件。但你们应该严格按照设计加工，并按合同规定的时间，按质按量交货。

B：就这么定了。




cut a deal（达成协议，成交）



cut a deal并不是指“切断、撕破一个交易”，相反地，它是指“合作双方达成一个协议，决定成交”。这源于古代原始部落的狩猎活动。当时要捕猎大型动物，没有许多人的合作是不行的。在协商的时候，酋长或族长都要杀一些小动物，然后切成块儿分给大家表示达成协议。




7　信贷与融资

你将听到的

银行承兑

A bank's acceptance will add to the costs of our imports.

银团

As the sum is large, it must be provided by a group of banks.

出租人义务

The leasing company must provide technical and repair services.

智穷计尽

If the bank won't lend us any money, I will be at my wits' end.

融资问题

I'd be willing to come and talk about the financing of our imports.

利率

The interest will be calculated at the floating rate published every day by the People's Bank of China.

分期偿付

You can have the loan interest free for the first year, and you should make the first repayment in the third year, with the remaining part to be paid in equal installments.

你也许会说

偿还时间

There are flexible repayment options for this kind of loan.

借金额

Would you please tell me how much money you want to borrow this time?

利率

This type of loan can be applied online and its interest rate is low.

贷款

In this condition I suggest you make a mortgage loan.

职场心经

融资是指为支付超过现金的购货款而采取的货币交易手段，或为取得资产而集资所采取的货币手段。融资通常是指货币资金的持有者和需求者之间，直接或间接地进行资金融通的活动。

广义的融资是指资金在持有者之间流动以余补缺的一种经济行为，这是资金双向互动的过程，包括资金的融入和融出。狭义的融资只指资金的融入。

必备的词汇热身

●　takings
 [ˈteikiŋz]
 n.收入，进款

●　business
 [ˈbiznis]
 n.商业，商务

●　long-term
 [ˈlɔŋtə:m]
 adj.长期的

●　financially
 [faiˈnænʃəli]
 adv.财务上

●　sound
 [saund]
 adj.健全的，稳固的

●　on account
 赊账，挂账

当谈到信贷与融资的时候你会听到

A bank's acceptance will add to the costs of our imports.

银行承兑会增加我公司进口商品的成本。

As the sum is large, it must be provided by a group of banks.

由于金额巨大，得由一个银团来提供。

The leasing company must provide technical and repair services.

出租人有义务提供技术和维修服务。

If the bank won't lend us any money, I will be at my wits' end.


如果银行不肯贷款给我们，我就智穷计尽了。


at my wits' end表示“智穷才尽；手足无措”
 。

I'd be willing to come and talk about the financing of our imports.

我很愿意来谈谈我公司进口商品的融资问题。

The interest will be calculated at the floating rate published every day by the People's Bank of China.

利率将按中国人民银行每天公布的浮动利率计算。

You can have the loan interest free for the first year, and you should make the first repayment in the third year, with the remaining part to be paid in equal installments.

头一年你们可以得到免息，但你们必须在第三年开始还贷，剩余部分按同样数目分期偿付。

当谈到信贷与融资的时候你会说

1．There are flexible repayment options for this kind of loan.

这种贷款可以灵活选择偿还时间。

2．Would you please tell me how much money you want to borrow this time?

你能告诉我您此次打算借多少钱吗？

3．This type of loan can be applied online and its interest rate is low.

这种贷款可以网上申请，而且利率较低。

4．In this condition
 I suggest you make a mortgage loan.

这样的话，我建议你们办理抵押贷款。


in this condition表示的是“在这种情况下”的意思，英语中相似的表达有at that rate（照那种情形）。


5．The seller should manage the credit period as a key cost of the transaction.

卖方应把信用期限作为交易的核心成本来管理。

6．Banks wish to limit loans to particular geographical areas and specific industries.

银行希望将贷款限制在特定的地理区域或具体的行业。

7．Working capital loans can meet a lot of short term purposes within one year.

流动资金贷款可以满足许多一年内的短期借款用途。

8．Low costs make the loan the most popular solution for financing your business.

低成本使得这种贷款成为您企业融资最普遍的方式。

9．The other way is for you to place a deposit of 20％ and the rest can be paid in installment.

另一个方法是，贵公司付20％的定金，其余的分期付款。

拓展学习看这里

申请信贷

A：What is your specific purpose of this financing?

您的具体贷款用途是什么？

B：We'd like to lease the equipment.

我公司想租赁这一设备。

We'd like you to give us a draft at 120 days sight.

我们请贵公司向我公司开出一张见票120天后付款的汇票。

We demand the draft be accepted by a bank of our choice.

我公司要求该汇票由一家我公司认可的银行承兑。


At the end of
 the lease, the title to the equipment will be transferred to the lessee by symbolic payment of 100 US dollars.

租赁期末，该设备的所有权以100美元的象征性付款转让给承租人。


at the end of表示“在……结束时，在……尽头”，而省去of的话at the end则表示“最终，最后”。


信贷条件

A：What credit terms are available for companies that want to invest in Washington District?

如果一个公司想在华盛顿街区投资需要哪些信贷条件呢？

B：I have to check your recent balance sheet and income statement again.

我得再核实一下贵公司近期的资产负债表和损益表。

You must submit your year end financial statements for the last three years in three copies.

您必须提交前三年的年终财务报告，一式三份。

The normal position of the State Bank is that I will only lend a maximum of half the money for any one project.

州立银行一般的规定是最多提供一个项目五成的贷款。

As a regular customer with nice credit position in our bank and for a joint venture that is a corporate body in China, you do meet the Chinese commercial loans terms.

对于本行的一个信用良好的老客户，而且合资企业也是中国的合法实体，你们的确符合中国商业贷款的条件。

Actually, you should also submit more information such as your guarantor's credit standings and financial statements
 if you are required to provide a guarantor against your loan.

事实上，如果要求您提供贷款担保的话，您还应该提交更多一些的信息，如您的担保人信用状况和财务报告。

We will see whether you need a third party's guarantee or not when we complete the procedure of loan assessment.

我们要在结束信贷评估程序时才能知道您是否需要第三方担保。


financial statements表示的是“财务报告”的意思。


利率与贷款期限

A：We adopt a floating rate loan for your company.

对贵公司来说，我们将采用浮动利率贷款。

B：I think it's acceptable.我想这可以接受。

6．8％ to our regular client
 . But it varies from time to time.

对老客户是6.8％。但利率经常变化。

We are prepared to offer BNG a ten-year loan at 8％ interest.

我们准备给BNG公司十年期的贷款，利率为8％。

The longer a credit period is chosen, the higher interest you need to pay.

选择贷款期限越长，您需要支付的利息越高。


regular client表示的是“老客户”的意思。regular表示“定期的；有规律的”。试想一个客户定期光临，那他自然就是“老客户”了。


这个场景之下你能应付吗？

马克想通过买方信贷的方式来解决融资问题，保罗先生表示愿意为其提供一切便利及帮助。

A：I would like to come and talk about the financing of our imports. How can we solve the problem of financing?

B：Have you considered the possibility of the buyer's credit?

A：Yes, that's just the job thing. As the sum is large, it must be provided by a group of banks.

B：Our bank can act as the lead bank.

A：What about the interest rate?

B：How do you think of 8％ per annum? However, it'll be adjusted according to prevailing conditions in the capital market.

A：That's all right. By the way, will the credit be approved by your central bank or not?

B：Yes, it will. We have already approached our central bank about the credit.

A：Oh, I see. Thanks.

A：我想来谈谈我公司的进口融资问题。我们怎样来解决融资问题？

B：贵公司考虑过买方信贷可能性吗？

A：是的，那正是我们想要的。但由于金额太大，得有几家银行来提供。

B：我们银行可以担任牵头银行。

A：那么利率是怎么定的？

B：你认为每年8％怎么样？不过利率将按照资本市场的即时行情进行调整。

A：可以。请问该信贷须经过贵国央行批准吗？

B：需要。我银行已经就该信贷同央行联系过了。

A：哦，明白了。谢谢。




just the job thing（正是想要的东西）



Just the job thing指正是想要的东西。该习语的意思是“正是所需要的东西”。例如：Thanks for recommending that skirt, it was just the job.（谢谢您给我推荐的衬衫，那正是我想要的。）just the thing还可以说成just the very thing，表示“正是所需要的东西”。例如：Your proposal was just the thing.（您的提议正合所需。）




格林先生准备了工厂情况的资料和详细的报告希望能够从银行申请到一笔贷款来进行技术革新，银行的工作人员表示会好好考虑他的申请。

A：This is Credit and Loan Department. May I help you, sir?

B：Yes, please. We need a sum of money for technical innovation. My purpose of coming here is to apply for a loan.

A：I see. But banks should make sure that enterprises have ability to repay loans.

B：Yes, you are right. Here are some documents and detailed reports about our factory. We are on the level.

A：We will pay immediate attention to these documents. And then tell you our decision, OK?

B：Please tell me when you can inform us.

A：About a week.

B：All right. Thank you very much.

A：这儿是信贷部，可以为你做什么吗，先生？

B：是的。我们需要一笔资金进行技术革新，我来此的目的就是想申请一笔贷款。

A：明白了。但银行必须弄清楚贷款企业是否有能力偿还贷款。

B：是的，你说得对。这是关于我厂情况的资料及详细的报告，这笔交易绝对诚实可信。

A：我们会及时关注这些文件资料，然后告诉你我们的决定，好吗？

B：请问什么时候你们会通知我们？

A：大约一个星期。

B：好吧，谢谢你。




on the level事实无欺



单词level在这儿作名词，on the level的字面意思是“在水平面上”。它是一种非正规的口语表达方式，意思是“诚实地”。例如：Are you sue this deal is on the level?（你确信这笔交易诚实可信吗？）




8　商务代理

你将听到的

互利互惠

We think our proposal to be your agent is to our mutual interest and profit.

表达信心

We're in a position to take good care of your import business as a buying agent.

请求考虑

We should be glad if you could consider our application to act as your agent.

洽谈条件

We should be very pleased to represent you, if terms and conditions are right.

拒绝委托

We will not accept your agency on these terms.

你也许会说

谢绝好意

How can we appoint you as our sole agent for such a small quantity?

职责范围

Our agency agreement calls for a timely market report.

指定代理

We've decided to entrust you with the sole agency for cars.

续订协议

We can renew the agreement of agency on its expiry.

职场心经

代理人在指定的区域和期限内代理商品的专营权即为一般代理。作为代理商，在谈判中要强调自己对市场的了解，熟悉及在推销中所做的努力。

代理协议谈判中，销量是关键问题之一。当然，委托方在确定商品总额时也要避免过高或过低，指定区域也要适宜。

洽谈代理协议，必须先确定各项重要的原则性条款。至于其他细节等，则应放到后一步的具体谈判时再谈，不能舍本逐末。

必备的词汇热身

●　provision
 [prəuˈviʃən]
 n.内容，条款

●　authorize
 [ˈɔ:θəraiz]
 v.授权，委托

●　commit oneself to
 致力于

●　unanimous
 [ju:ˈnæniməs]
 adj.无异议，一致的

●　prolong
 [prəˈlɔŋ]
 v.延长

●　for the sake of
 为了……原因

当谈论代理事宜的时候你会听到

We think our proposal to be your agent is to our mutual interest and profit.

我们认为作你方代理的建议对双方都有利。

We're in a position to take good care of your import business
 as a buying agent.

我们能很好地担当起作贵方进口业务中的采购代理的责任。


import business表示的是“进口业务”，与之相对应的出口业务则应该表示为export business。


We should be glad if you could consider our application to act as your agent.

如果贵方能考虑我方的申请，成为贵公司的代理，我们将非常高兴。

We should be very pleased to represent you, if terms and conditions are right.

假如条件合适，我们很愿意做贵方代理。

We will not accept your agency on these terms.

在这些条件下，我们不会接受贵方的代理委托。

当谈论代理事宜的时候你会说

1．Don't you think the annual turnover for a sole agent is rather conservative?

对独家代理来讲，这样一个年销售量，您不认为太保守吗？

2．How can we appoint you as our sole agent for such a small quantity?

订货量如此之少，我们怎能请您做独家代理呢？

3．Our agency agreement calls for a timely market report.

我们的代理协议要求你方及时递交一份市场报告。

4．I hope you'll spare no efforts
 to promote the sale of our products so as to pave the way for renewing the agency agreement when it expires at the end of this year.

希望贵方能尽力促进销售，为协议在今年年底期满后续订铺平道路。


spare no efforts表示“竭尽全力，不遗余力”，表示相同意思时还可以用try one's utmost。


5．We can renew the agreement of agency on its expiry.

我们可以在代理协议期满时续订。

6．We'd like to clear up the range of the sole agent's activities.

我们想明确一下独家代理的职责范围。

7．In consideration of
 your extensive experience in the field, we are glad to appoint you as our agent.

考虑到你们在这一业务范围的丰富经验，我们很高兴指定他们为我们的代理。


in consideration of表示的意思是“考虑到，鉴于”，用法和意思上都比较接近与in view of.


8．We've decided to entrust you with the sole agency for cars.

我们决定委托你作为我们汽车的独家代理。

9．Thank you for your proposal of acting as our agent.

谢谢你方打算作我们代理的建议。

10．We have to decline your proposal of acting as our sole agency.

我们不得不谢绝你们打算作我方独家代理的建议。

拓展学习看这里

申请代理

A：Would you let me know under what conditions we can represent you？

您能告诉我在什么条件下我们才能成为贵方的代理吗？

B：We don't think it is proper to consider the matter of agency at present.

我们认为目前不宜考虑代理问题。

As your agent, we'll make greater efforts to push your products.

作为贵方代理，我们将更加努力地推销贵方产品。

We can play an important part as a buying agent
 in your overseas trade.

我们能在担任贵方海外贸易的采购代理中发挥重要的作用。

I'd like to discuss with you the problem of agency for your silk shirts.

我想同您商谈一下贵方丝绸衬衫的代理问题。


agent代理分很多种形式，例如：总代理（General Agency），独家代理（The Exclusive Agency or Sole Agency），佣金代理（Commission Agency）等。


代理协议

A：When do you expect to sign the agency agreement?

您打算何时签订代理协议呢？

B：Tomorrow will be OK.

明天就行。

The agency agreement has been drawn up for the period of one year.

为期一年的代理协议书已经拟订出来了。

I want to sign a sole agency agreement with you on this item for a period of 2 years.

我想和你们签订一项为期两年的独家代理协议。

I hope we can see eye to eye about the other terms of the agency then.

我希望到那时候我们能在代理协议的其他条款上取得一致意见。

We wonder whether we may conclude a long-term agency contract with you.

我们不知道能否与你方达成长期代理合约。

这个场景之下你能应付吗？

经过协商，卡梅隆先生准备委托林强作为本公司在中国市场的独家代理。达成口头协议后双方就细节进行了进一步的交谈。

A：After careful consideration, we have decided to accept your proposal and appoint you as our agent.

B：That's good. It doesn't waste my breath. We're going to make best use of the favorable market conditions and increase the sales so as to justify the agency agreement between us.

A：As our sole agent, you are not to handle the same or similar products of other origins or re-export our goods to any other place outside China.

B：No, certainly not. That's reasonable restriction. And on your part, you will not supply your products to any other buyer in China within the validity of the sole agency agreement.

A：Yes. That goes without saying.

B：How long will the duration be?

A：Let's say two years to start with. After that the agreement can be renewed for a further period of two years if we both feel satisfied with it. Yes, one more thing. You'll have to forward us every three months a detailed report on current market conditions and the users' comments on our products.

B：We'd be glad to do so.

A：经过仔细考虑，我们决定接受你方提议，委托你作为我们的代理人。

B：太好了，我总算没有白费口舌。我们将充分利用有利的市场条件增加销售，以证明我们之间的代理协议是正确的。

A：作为我方的独家代理，你方不得经营其他供应商相同或类似的产品，也不得将我方产品转为出口到中国以外的其他地区。

B：好的，当然不会，这是合理的限制。而你方，在代理协议有效期内也不得向中国任何其他进口商供应该产品。

A：是的，这是不用多说的。

B：协议期限是多长？

A：作为开始我们先订两年吧。以后如果双方感到满意，可以续订两年。对了，还有一件事，每三个月你方要向我递交一份当前市场状况和客户对我产品意见的详细报告。

B：我们将乐意去完成。




waste one's breath（白费口舌）



breath的本义是“呼吸”，在这儿比喻为人“说话时所费的力气”。waste one's breath喻指“费尽唇舌去劝说某人或评说某事而未能奏效”。该习语后面往往跟介词on sb./ sth.或-ing形式。例如：They won't listen, so don't waste your breath telling them.（他们不会听的，所以不要和他们白费唇舌了。）




由于定价过于死板，代理的销售额不够理想。代理商将原因与厂家进行了交流，并提出了自己的建议。

A：I'm sorry to say your annual turnover last year is not as satisfactory as we expected. What is the matter?

B：Please let me explain. We have always been trying to sell more, which is to our mutual benefit. But we found it difficult for us to push our sales further because the prices you quoted were too fixed. We had no freedom to adapt them to our customers. The situation is, however, that there was the growing competition from countries like Japan and Korea, whose products were good in quality and much cheaper than yours.

A：But the quality and designs of our products are of the first class with which few of others can compete.

B：I wish you could see their products before you say so. I think you would find a general reduction in prices very advisable if you wish to remain competitive in our market.

A：In your opinion, a reduction in prices is inevitable?

B：At least you should set a lower limit on your prices. Otherwise there would be little hope of finding a market for your products. I didn't want to twist your arm to do it. But you can have a fully consideration of my words.

A：Well, we will take your opinion into consideration and give you a reply after our research.

A：很抱歉，我不得不说你们去年的销售额并不是很理想。究竟是怎么回事？

B：请听我解释，我们一直致力于销售更多的产品，这也符合我们双方的共同利益。但由于你们定的价格过于固定，使我们很难进一步推销你们的产品。我们根本没有按顾客的要求调整价格的自由。而情况是，来自日本、韩国等国的竞争日益激烈，他们的产品质量好，价格比你们的还要便宜得多。

A：但我们产品的质量和设计都属一流，无人能比。

B：我希望您能看看他们的产品再说这话。我认为如果您想在我国市场继续保持竞争力的话，实行降价是明智的。

A：那么您认为降低价格是在所难免的了？

B：至少您应定一个价格下调限度，否则，你们的产品很难找到市场。我并不是想强迫你们那么做，但你可以好好想想我说的。

A：好吧，我们会考虑您的意见，经过研究后我们会给你们一个答复。




twist one's arm强迫某人做违背自己的意愿的事



单词twist是“用力扭转”的意思，一个人要是被别人把手臂拧到身后，会很难受的，所以该习语表示“给某人施加压力，强迫某人做违背自己意愿的事。”例如：My son has been twisting my arm to let him take my car out on a date ever since he got his driver's license.（自从我儿子拿到驾驶执照以来，他一直闹着要我同意他开着我的车去约会。）




9　代理佣金

你将听到的

佣金太低

A 2％ commission is really too low.

提高佣金

Could you raise the commission to 3％?

心理预期

We expect a 5％ commission.

商业惯例

I am afraid that it goes against the general commercial practice not to allow a commission.

陈述事实

Since your products are new in our market, we have to spend a lot of money on advertising.

你也许会说

佣金常态

Usually a 3％ commission is given to our agent.

格外照顾

Considering our good relationship and our future business, we'll give you 3％.

拒绝让步

We've accommodated you in allowing a 2％ commission.

职场心经

在国际贸易中，佣金是按销售量的百分比来计算的，它是对代理商的一种奖励，与所购买或销售货物的总价款成正比，佣金比例和佣金支付条款要很清楚地写入合同里。

佣金的比率因产品、订购数量和其他一些因素的不同而发生变化。佣金销售代理商最大限度地减少了产品进入目标市场所必须的销售合同数目，使得产品和服务的销售更为有效。在代理商的帮助下，产品和服务从生产者到购买者的流通渠道更简便快捷。在购货代理过程中，购货代理商通常都会购入产品进行转售或为别人供货。

必备的词汇热身

●　net
 [net]
 adj.净的

●　income
 [ˈinkʌm]
 n.收入

●　commission
 [kəˈmiʃən]
 n.佣金

●　allowance
 [əˈlauəns]
 n.津贴

●　stock bonus
 红利股

●　capable
 [ˈkeipəbl]
 adj.有能力的

●　deed
 [di:d]
 n.事迹

●　message
 [ˈmesidʒ]
 n.消息

当谈论佣金的时候你会听到

A 2％ commission is really too low.

2％的佣金实在太低了。

Could you raise the commission to 3％?

你们能把拥挤提高到3％吗？

We expect a 5％ commission.

我们希望能得到5％的佣金。

I am afraid that it goes against
 the general commercial practice not to allow a commission.

不给佣金恐怕是与商业惯例不相符的。


go against表示“违反”的意思，类似的表达还有run counter to。


Since your products are new in our market, we have to spend a lot of money on advertising.

由于贵方产品在我方市场是新产品，我们必须投入许多资金做广告宣传。

当谈论佣金的时候你会说

1．Generally speaking, commission depends on the quantity of goods ordered.

一般来说，佣金多少由订货量决定。

2．Usually a 3％ commission is given to our agent.

一般情况下我们给代理商3％的佣金。

3．Considering our good relationship and our future business, we'll give you 3％.

考虑到我们的友好关系和将来的业务往来，我们给3％的佣金。

4．We're usually paid with a 3％ commission of the amount for every deal.

对每笔交易的成交量，我们通常付给3％的佣金。

5．Usually the commission is 2％ of the net invoice amount after deduction of discounts.

通常佣金为扣除折扣后，发票上净额的2％。

6．You know that all our agents in this line
 are getting a 4 percent commission.

您知道所有做这类商品的代理商都只拿4％的佣金。


in this line可不是“在这条线上”的意思，而是指在这一行业，该表达有点类似与in this field。


7．We've accommodated you in allowing a 2％ commission.

2％的佣金已经是照顾你了。

8．Anyhow your 8％ commission is far from
 being acceptable.

无论如何，你要求的8％的佣金是不能接受的。


far from并不是表示空间上的远离，而是指程度上的“完全不”，是一种程度比较深的否定。


9．That's exactly the same commission we give to other agents.

我们付给其他的代理商也这么多。

10．We will give you a 2％ commission as an exception, this is the best we can do.

我们破例给你们2％的佣金，不能再高了。

11．If other agents get to know that we give you a higher commission, they are likely to complain about it.

如果其他代理商得知我们给你们更多的佣金，他们很可能会抱怨的。

拓展学习看这里

佣金比例

A：What's the agency commission rate?

代理商佣金的比例是多少？

B：How much do you want it to be?

你们希望是多少？

How much commission will you give?

贵方愿意给多少佣金？

What is your usual practice
 in giving commission?

不知你们对佣金是怎么规定的？


usual practice表示“惯例，通常做法”


A：You can get a higher commission rate if you order a bigger quantity.

如果你们订货量大，佣金率就会高。

B：It seems to be reasonable.

似乎很合理。

You can get 6％ commission if 8,000 cases are ordered.

如果8000箱，你们可以得到6％的佣金。

For every additional 10 pieces sold, we'll give you 0.2％ more commission.

每笔交易若能多卖出10件，你们可以多得0.2％的佣金。

We'll give you a higher commission rate if your sales increase.

如果你们的销量有增长，我们会给与更高的佣金比例。

这个场景之下你能应付吗？

孙先生就代理佣金问题与对方展开了协商，但对方表示公司对佣金体系有明确的规定，无法做出让步。

A：May I know your commission system that you mentioned before?

B：Well, we have a baseline for providing commission—the order must exceed 2,000 cases. From 2,000 to 4,000 cases, the commission is 2％ of the net invoice amount. From 4,000 to 6,000 cases, the buyer will get 4％.For the order larger than 6,000 cases, it is open to be discussed.

A：Clear. But we will get the dirty end of the stick by that way. Usually we can get 7％ commission from European suppliers.

B：As you know, our price is relatively favorable compared with that of our competitors in Europe. It leaves hardly margin of profit to us. And the commission system is fixed as rules of our company which can't be changed easily for a certain order.

A：So, if we place an order of 4,500 cases, we will get 4％ of the net invoice amount.

B：That is right. We can't go any further.

A：我能了解您以前提到的佣金体系吗？

B：我们提供佣金有一个底线—订单必须超过2000箱。从2000到4000箱，佣金是净发票额的2％。从4000到6000箱，买方能得到4％的佣金。超过6000箱的订单佣金另谈。

A：但这对我们不公平，通常我们从欧洲供应商那里能拿到7％的佣金。

B：正如你所知道的，我们的价格相对我们欧洲的对手而言是比较优惠的。我们几乎没有什么利润。佣金体系是我们公司确定的规矩，不会因为某一个订单而轻易改变。

A：那么如果我们订4500箱，我们能得到4％的净发票额。

B：对，我们只能这样了。




get the rough end of the stick受不公正的待遇



Get the rough end of the stick的字面意思是“得到棍子粗糙的一头”，其引申义为“受不公正的待遇”。与其意思相同的还有习语get the dirty end of the stick（得到棍子脏的一端），两者的使用以及意思都十分相近。




合作双方就代理佣金达成了协议，并且圆满谈妥了佣金的支付形式，为代理协议的签订扫清了障碍。

A：I'm an intermediary and do business only on a commission basis. Therefore, I have to request a reasonable commission for any business concluded through my company.

B：All right. We usually grant a 1％ commission to our agents.

A：Mr. Brown, 1％ is not enough, is it?

B：Well, the commission can be increased if a substantial quantity is ordered.

A：If I order 6,000 sets, how much commission can I get?

B：A 2％ commission is the maximum.

A：How about a rate of 3％?

B：A higher commission means a higher price, and so it won't be easy for us to sell our products.

A：But it's not so easy for us either, it will cost a lot to promote the sales of your product.

B：OK. I accept it, but you must do your best to promote the sales.

A：Of course. How will the commission be paid?

B：We'll pay a monthly sales commission at the end of the following month.

A：Please do not deduct our commission from the value of the consignment.

B：All right.

A：我是中间商，是在收取佣金的基础上做生意的，因此，凡是通过我的公司做的生意我们都要收取合理的佣金。

B：没问题，我们通常都给我们的代理商1％佣金。

A：布朗先生，1％的佣金太少了，不是吗？

B：如果订货数量大，我们就增加佣金。

A：如果我订6000台，可以得多少佣金？

B：最多2％。

A：3％怎么样？

B：高佣金就意味着高价格，这样我们销售商品就困难了。

A：我们也难做生意啊，为了推销你方的产品，我方要耗费大量资金。

B：好吧，我接受你们的意见，但你们必须全力销售我们的产品。

A：当然。佣金如何支付呢？

B：每个月买卖的佣金，我们会在次月的月底支付。

A：请不要从货物的总值中扣除我们的佣金。

B：好的。




substantial quantity表示“大量的，大额的”，其中substantial表示“大量的；实质的”之意。



deduct表示“扣除”的意思，其名词形式为deduction。




二　顺利签约

1　草拟合同

你将听到的

提前看一下

The copies of the sales contract are all here now. Please take one more look before you sign.

订立目的

This contract is made between the buyer and the seller, whereby the buyer agrees to buy and seller agrees to sell the following commodities according to the terms and conditions stipulated as follows.

合同期限

How long is the lease？

生效日期

When will the contract become effective?

恪守诺言

We must honor the contract and keep our words.

你也许会说

签订日期

I will draw up a contract next week.

商议草拟

Let us talk about the schedule for the contract.

准备工作

Let's talk about the preparation for the contract.

职场心经

商务谈判中，交易达成后，通常由一方草拟书面合同，经双方核对无误并签字。各执正本一份，据此执行。合同中的内容比较全面，除商品的名称、规格、包装、单价、装运港和目的港、交货期、付款方式、运输标志、商品检验等条件外，还有异议索赔、仲裁、不可抗力等条件。

买卖双方其中之一在起草相应的合同书后，双方应一同回顾及商讨合同草案的所有细节，检查是否有误或是歧义。

必备的词汇热身

●　draft
 [drɑ:ft]
 v.起草，拟定

●　willingness
 [ˈwiliŋnis]
 n.乐意

●　negative
 [ˈneɡətiv]
 adj.否定的

●　concrete
 [kənˈkri:t]
 adj.具体的

●　data
 [ˈdeitə]
 n.数据

●　capable
 [ˈkeipəbl]
 adj.有能力

当草拟合同的时候你会听到

The copies of the sales contract are all here now. Please take one more look before you sign.

销售合同的文件都带来了，请签约前再看一下。

This contract is made between the buyer and the seller, whereby the buyer agrees to buy and seller agrees to sell the following commodities according to the terms and conditions stipulated as follows.

买卖双方同意按下列条款由买方购买，由卖方出售下列商品，兹订立本合同。

How long is the lease？

租用期为多久？

How long will the contract extend?

合约期限有多久呢？

When will the contract become effective?

合约将于何时开始生效呢？

Once a contract is signed, it has legal effect
 .

合同一旦签署即具法律效力。


legal effect是指“法律效力”，合同签订的同时就已经具备了法律效力，必须严格执行。


We must honor the contract and keep our words
 .

我们应当尊重合同，恪守诺言。


keep one's words表示“遵守诺言”，与其形似的keep one's promise指“履行诺言”。


We will surely follow the stipulation of the contract.

我们严格遵守合同的规定。

Once a contract is made, it must be strictly implemented.

合同一旦确定就应严格执行。

当草拟合同的时候你会说

1．I will draw up
 a contract next week.

我将在下周起草合同。


draw up表示的是“起草”的意思，虽然只是准备合同草案，但同样要认真对待，不可掉以轻心。


2．We will have the contract ready in a couple of days.

我们这几天就可以把合同准备好。

3．Let us talk about the schedule for the contract.

让我们来谈谈合同的日程安排。

4．Shall we draw up a rough draft of the contract?

我们是否要起草一份合同的草稿？

5．Let's talk about the preparation for the contract.

让我们来谈谈合同的一些准备工作。

6．Here is our contract. Would you please read it again carefully?

这是我们拟的合同，请您再仔细看一下好吗？

7．In case we can't get the contract ready by tomorrow afternoon, we will send it to you by mail for your signature.

如果明天下午合同还拟不好，我们就邮寄给你们签字。

拓展学习看这里

顺利草拟

A：This contract will come into force as soon as two parties sign it.

合同一经双方签字即生效。

B：Both of us should abide by the terms and conditions of this contract.

我们双方均应信守合同中的条款和条件。

It is good to have that out of the way. Now, we can get down to work.

这事完成了真是太好了。我们现在可以着手工作了。

We always carry out
 the terms of our contract to the letter and stand by what we say.

我们一贯坚持重合同、守信用的原则。


carry out表示“贯彻；执行”，其后一般接plan, contract等名词。


合同条款

A：Does what it say in this article mean that the warranty is invalid in the third year?

这个条款是不是说，保修期到第三年就失效？

B：If one side fails to honor the contract, the other side is entitled to cancel it.

如果一方未按本合同的条款执行，另一方有权终止合同。

Now I run over
 the main areas of agreement and those that are still left open.

我现在想把我们一致同意的和尚未决定的内容梳理一遍。

So, if all this is agreeable to you, I will put it
 all down
 on paper and fax a contract to you this afternoon.

那如果你们同意这些的话，我就写在纸上今天下午把合同用传真给你们发过去。

If there is nothing else to discuss, then I will have my secretary draw up a contract and get it to you before the end of the day.

如果没有什么要讨论的话，那我就让秘书起草合同，在今天下班之前给你们送去。


run over表示的意思是“匆匆地看；检查”，合同事关自己的切身利益，一字一句都应该慎重对待。



put it down在此处的意思是“写下来”相当于我们常用的write it down。


这个场景之下你能应付吗？

凯特要为阳光贸易公司起草一份合同，但这不是她的强项。专家级别的金先生及时出现，解了凯特的燃眉之急。

A：Kate, how is your work going?

B：Oh, Mr. King, I am quite busy these days as I am in charge of drafting a contract for Sunshine Business Corporation.

A：Then you have to take into consideration many details so as to ensure the contract will work well.

B：That's true. I know that you are experienced in this aspect; would you please give me some suggestions?

A：Sure. I think at the very beginning, you'd better ask your client to list the deal points. This can be in the form of a list, outline or narration, and engage your client in "what if" scenarios. A good contract will anticipate many possible factual situations and express the parties' understanding in case those facts arise. In fact, talking to your client about this will generate many issues you may not otherwise consider.

B：I never thought there should be so many things to be considered at the preliminary stage, and if you think of anything else, please let me know as soon as possible. I don't want to back to square on with the work.

A：Okay.

A：凯特，你工作进展如何？

B：噢，金先生，今天我特别忙。我正负责为我们阳光商务公司起草一份合同。

A：那你一定要把很多细节考虑到，以确保合同不出什么问题。

B：的确如此。我知道你在这方面经验丰富，能不能给我一些建议呢？

A：当然可以。在你动笔起草合同之前，应该要求你的客户列出合同交易的要点，也可以说是合同的清单、目录或概述。让你的客户提供一些假设可能发生的情况。好的合同不仅能够预见到许多可能发生的情况，而且还能清楚地描述出发生这些情况后合同双方的立场。实际上，和客户聊这些情况将有助于你发现一些你可能没有考虑到的问题。

B：我还真没想到一开始要考虑这么多东西，要是你还想到什么需要注意的，一定要及时通知我。我可不想忙了半天，最后还得从头再来。

A：没问题。




back to square on退回起点，从头再来



该习语源自掷色子的游戏。当掷出某个特定的号码时要受罚，并且还要重新再掷。该习语即指“无所进展，退回起点，进而从头再来”。例如：I'm back to square on with the work.（我的工作又得从头做起。）




珍妮准备好了合同草案，她将其拿出来与郑先生一同讨论，看是否还有什么不同意见。

A：I burnt the midnight oil and get the draft contract prepared. Let's discuss the clauses to see if we agree on all of them. Then I'll make out an original of the contract. After that, what's left is to fill out the contract and sign our names.

B：That's OK.

A：The contract is to be written in Chinese and English. Both languages are equally effective.

B：Fine. If you'll excuse me, I'd like to go over it first...Hmm, you've done a pretty good job. It's well prepared.

A：Thank you.

B：Well, I suggest that we discuss only the clauses and points where we have different opinions, just to save time.

A：That's a good idea.

A：我昨天熬夜准备好了这份合同草案。让我们讨论一下条款，看看是否能达成协议，然后我再做一个合同正本，最后就只剩下填合同和我们的签名了。

B：好的。

A：合同将有中文和英文各一份，中英文的效力是同样的。

B：好，如果可以的话，我想先看一下……嗯，挺好的。准备很充分。

A：谢谢。

B：好吧，为了节省时间，我们就某些有不同意见的条款讨论一下吧。

A：好主意。




burn the midnight oil开夜车，学习或工作到深夜



该习语的字面意思是“午夜仍点油灯（照明，学习或工作）”，即“开夜车，学习或工作到深夜”。例如：You look sleepy. Have you been burning the midnight oil recently?你看上去没什么精神，最近是不是都在熬夜工作啊？




2　修改意见

你将听到的

明确目标

What are the problems on the contract?

修改方式

What would you consider reasonable?

重点探讨

Do you have any questions about this stipulation?

再次确认

Anything else you want to bring up for discussion?

你也许会说

提出观点

Don't you think we should add a sentence here like this?

表达疑惑

Why should this non-compete clause be included?

强调立场

This non-compete clause is no longer legal.

职场心经

修改合同时，应该一一陈述个人观点，然后仔细比较谁的观点更合理，然后才能进行修改。审核合同一定要吃透旨意，逐条推敲，反复斟酌，以保证合同内容符合双方的利益。修改和同时，态度必须要真诚，语气要谦恭。要明白，一份好的合同是合法、合理、平等、公正并能给双方带来最大利益的。

必备的词汇热身

●　generalize
 [ˈdʒenərəlaiz]
 v.概括

●　partial support
 部分支持

●　offering a compromise
 提出折中办法

●　urge
 [ə:dʒ]
 v.催促

●　grind
 [ɡraind]
 v.折磨

●　intimate
 [ˈintimət]
 adj.亲密的

当提出修改意见的时候你会听到

What are the problems on the contract?

合约上面有哪一部分还有问题呢？

What would you consider reasonable?

那你认为怎么样才算合理呢？

Do you have any questions about this stipulation
 ?

关于这条规定你们还有什么意见？


stipulation的意思可以使“规定；约定；条款；契约”，此处取的是“规定”的意思。


Anything else you want to bring up for discussion?

你还有什么问题要提出来供双方讨论的吗？

当提出修改意见的时候你会说

1．I suggest for consideration the following terms and conditions as the basis for a formal agreement.

我建议将下列条款作为正式协议的基础。

2．Don't you think we should add a sentence here like this
 ?

难道你不觉得我们应该在这儿加上这样的一句话？


like this的意思是指“像这样”，在给别人做示范的时候经常会用到这种表达。


3．Why should this non-compete clause be included?

为什么这一项非竞争条款必须包括在内？

4．This non-compete clause is no longer legal.

这一项非竞争条款已经不再合法。

5．That's international practice. We can't break it.

这是国际惯例，我们不能违背。

6．Let's make the contract more specific on that point.

关于那一点在我们拟定合约时要更明确些。

7．I think this article isn't exactly what we agreed to.

我认为这一条不符合我们的协议。

8．We want to make sure it's included.

我们要确定把它列入。

9．I am not qualified to make decisions.

我没有资格决定。

10．When can we look forward to your decision?

我们能在什么时候获得你的决定呢？

拓展学习看这里

指出问题

A：We haven't reached a basic agreement on the problems that need to be worked out yet.

对一些需要解决的问题，我们尚未达成协议。

B：Yes, we can continue to discuss
 it tomorrow.

是的，我们明天可以接着讨论。

There are a few points, which I'd like to bring up concerning the contract.

关于合同我想提几点看法。

That's a questionable issue.

那是一个尚存疑问的问题。


continue to do sth.表示“继续做某事”，而continue doing sth.则表示“一直做某事”。


询问意见

A：Can you think anything better?

你有什么更好的主意吗？

B：I think we can shorten it to two years.

我想我们可以将它缩短为两年。

Can you give me some advice?

你能给我一些建议吗？

What's your view?

你对此有何看法？

Why don't you tell me what we can do?

为什么不说说我们该怎么做呢？

这个场景之下你能应付吗？

双方友好地对合同的条目进行了商议，并都体现出了对对方的谅解。

A：I made a very careful study of the draft contract last afternoon. There isn't a great gulf fixed between us and I've found quite a few points I'd like to bring up.

B：I also think it is necessary for us to clarify some important clauses before they are finally included in the formal contract.

A：First, about the packing. I'm afraid the cartons are not strong enough for the long distance ocean transportation. Would you please use wooden cases instead?

B：I'm sorry. It's stipulated in the contract that the products are packed in cartons. And, what's more, they are easier to handle and cheaper in cost.

A：Well, carton is all right. But the packing must be strong enough to withstand rough handling. Then could you please take some measures to reinforce them?

B：No problem. We would strengthen the cartons with double straps.

A：Thank you. Second, I think the "Force Majeure" clause is missing. We often have floods in summer. Production might be affected and the execution of the contract would be delayed. I hope that you won't object to adding such a clause in the contract.

B：All right, we'll add it to the contract. In case of "Force Majeure", you should notify us as soon as possible.

A：I will. Thank you for your friendly cooperation.

A：昨天下午，我仔细研究了合同草稿，我们之间并没有什么根本分歧，但有几点问题我还是得提出来。

B：我也认为有必要在正式签订合同之前，澄清一些重要条款。

A：首先是包装问题。这种纸板箱用于长途海运，恐怕不够结实，你们能否改为木箱？

B：抱歉。合同规定产品用纸板箱来包装，况且，纸板箱更容易搬运，成本更低。

A：好吧，就用纸箱吧。但是包装必有经得起野蛮搬运。那么，你们能采取一些加固措施吗？

B：没问题。我们会用两根打包带加固纸板箱。

A：谢谢。其次我认为漏掉了“不可抗力”这一条。夏天，我们经常遭遇水灾，生产可能受到影响，合同的执行可能被耽搁。我希望贵方不反对在合同中加入这一条。

B：好的，我们就加上这一条。如果发生了“不可抗力”，你方要尽快通知我方。

A：我会的，谢谢你方的友好合作。




a great gulf fixed鸿沟：根本分歧



这句成语起源于耶稣讲道时常用的比喻。当他讲到“法律权威”时，通常以“财主和乞丐”的故事作比喻。



有位衣着华丽，平时过惯了奢侈生活的财主，死后来到了地狱受苦；另一位平时满身脓疮、生活贫困的乞丐，死后却上了天堂。当财主在地狱被火烧身时，因为忍受不住，而向亚伯拉罕（Abraham）求情，希望能让乞丐用指尖点水好让他润滑舌头与双唇。亚伯拉罕不愿意，并且告诉他，在生前，财主享受的是荣华富贵、锦衣玉食；乞丐则是穷困潦倒，三餐不保，现在所得到的是他们个人应有的回报，两者之间隔着一条固定的（fixed）鸿沟（gulf），谁也无法跨越。



由于这个故事，“a great gulf fixed”便用用来形容“不可逾越的障碍或是根本分歧”。例如：To Amy's parents, there is a great gulf fixed between her and Tony and they should never be together.（对于艾米的父母而言，她和托尼之间有着不可超越的障碍，不应该在一起。）




李先生对合同中的条款表达了自己的意见，杰克逊先生向李先生进行了解释，并表达了自己的难处。

A：We've negotiated about the agreement for several days. I hope we can sign it today.

B：Mr. Jackson, I am sorry to say we are still not satisfied with Item 7 in your proposed agreement and I hope we can spend some time on it and see what we can do for our mutual benefits.

A：Let me see. Yes, here it is. What is your opinion on it?

B：According to Item 7, the quality of the equipment you lease us will only be guaranteed for three years, which we think is too short.

A：Mr. Li, I hope you understand that this proposed agreement is based on our letter of intent signed last year when I came to China for this project.

B：Yes, that's why I think you did not fully accept our proposal of last year. We talked about the guarantee period and we agreed that we would further discuss the period, but now you still insist on three years.

A：I am sorry, Mr. Li. I don't mean that I want to insist on that. The manufacturer is unwilling to give us a guarantee period of more than three years.

A：我们对协议已经商议了几天了。我希望今天我们能签约。

B：杰克逊先生，很对不起，我们对你们协议草案中的第7条仍然不满意，我希望我们可以就此花些时间，看看能不能为我们双方的利益合理安排。

A：让我看看。找到了，在这里。对此您有什么意见？

B：根据第七条，贵方将对租赁给我方的设备提供三年的质量保证期，我们认为太短了。

A：李先生，我希望您能够理解，这个协议草案的根据是我去年来中国谈这个项目时我们所签署的意向书。

B：不错，那也就是为什么我认为你们没有完全接受我们去年的建议。我们曾谈到过保证期，而且我们曾同意将进一步讨论这个期限，但现在你们仍然坚持三年。

A：对不起，李先生，并不是我要坚持，而是制造商不愿给我们提供三年以上的保证期。




proposed agreement在对话中的意思是“合同草案”，类似的表达还有preliminary draft




3　妥协让步

你将听到的

点明利害关系

It will get you nowhere.

强调事实

Don't speak until you have got your facts straight.

把握重点

That's not the point.

是非曲直

Must I be also under your command when you are wrong?

你也许会说

做出让步

That's acceptable to our side.

消除争议

We don't have any different opinions.

敲定合作

Business is closed at this price.

职场心经

在修改合同过程中，双方应该发扬相互理解，相互妥协的精神，为了双方的利益商议、修改有关内容。

在讨论合同、协议细节时，必须坚持细心、耐心、诚心，力求使对方理解并接受自己的观点。合同的每一个字，甚至一个标点都具备法律含义，因此必须一丝不苟，这样做符合双方利益。对于双方之间的分歧，不能一味坚持自己的立场，有时候适当地妥协才是促成谈判最有效的方法。

必备的词汇热身

●　retort
 [riˈtɔ:t]
 v.反驳，反击

●　convincing
 [kənˈvinsiŋ]
 adj.使人信服的

●　corrode
 [kəˈrəud]
 v.损害

●　inconvenience
 [ˌinkənˈvi:njəns]
 n.不便

●　execute
 [ˈeksikju:t]
 v.执行，履行

●　base on
 基于

当妥协让步的时候你会听到

It will get you nowhere.

你这样是行不通的。

Don't
 speak until
 you have got your facts straight.

不了解事实就没有发言权。


not…until表示的是“直到……才”的意思


That's not the point.

你没说到点儿上。

Must I be also under your command
 when you are wrong?

难道你错了，我也必须要听你的吗？


under your command是指“听某人指挥”，commend在这里是一个名词，表示的是“控制；指挥”的意思。


当妥协让步的时候你会说

1．That's acceptable to our side.

那一点我方可以接受。

2．I can live with that.

这我可以接受。

3．We'll see to
 that.

我们会注意的。


see to在此处可不是指去看什么，而是指“注意”的意思，有点类似有pay attention to。


4．We don't have any different opinions.

我们没有什么意见。

5．We have no questions about all the terms.

我们对所有的条款都没有意见。

6．We've agreed on all the major points.

我们已就各个要点取得一致意见了。

7．We've settled all other disputes so far.

到目前为止，所有其他争论我们都已解决了。

8．Business is closed at this price.

交易就按此价敲定。

9．There's no question about that.

没有问题。

10．I think you have yourself a deal.

我们就这么说定了！

拓展学习看这里

再三权衡

A：I'm sorry. This problem is beyond our thought. Could you give us some time to think about it?

不好意思，这个问题出乎我们意料之外，能给我们点时间考虑一下吗？

B：OK. Let's make a final decision
 tomorrow morning.

好的，我们明天一早做最后的决定吧。

This is the answer of our balance. How do you think about it?

这是我们权衡后的答案，您看怎么样？

Maybe we can compromise on this.

也许我们还可以协商一下。


final decision表示“最后的决定，最终决定”，在大部分情况下可以用terminal decision来替换。


做出让步

A：I don't have any objection.

我不反对。

B：I am glad to hear that.

听你这么说我很高兴

Whatever you say.

照你说的做。

Your wish is my command.

满足你的要求。

You are in control
 .

听你的吧。


in control表示“控制；管理”，形近的表达in the control of则表示的是“在……的控制之下”。


这个场景之下你能应付吗？

布朗先生表示增加罚则条款后就无法签订协议，周先生最终在这一点上选择了妥协。

A：Do you provide a warranty with the product?

B：We don't provide any specific warranty.

A：In that case, we may have to include a penalty clause to cover the cost of any repairs.

B：I'm sorry. I cannot afford to sign a contract with such a penalty clause.

A：Mr. Brown, perhaps I can ask my company to reduce the terms of the penalty clause. How about the rest of the contract?

B：We accept in principle but we will make our decision after you've received more information from your company.

A：So, you will agree to sign after I hear from my company.

B：Yes, I think so.

A：你们对产品提供保证吗？

B：我们不做任何特别的保证。

A：那样的话，我们得外加罚则以涵盖修理费用。

B：很抱歉，若加上这么一条罚则，我无法签此条约。

A：布朗先生，或许我可以请求我的公司减少罚则条款。合约的其他部分如何呢？

B：我们原则上同意但得等您接到贵公司进一步消息之后才能做决定。

A：那么，等我收到公司的回音后，您就同意签约吗？

B：我想是的。




penalty clause表示的意思是“罚则条款”，其中penalty并非形容词，而是名词，表示的是“处罚；罚金”的意思。




面对对方的强硬态度，卖方选择在价格上进行一定的妥协，以便促成合同的签订。

A：We have to discuss about payment in the contract.

B：Do you have any comment on this clause?

A：Yes, I think the expenses of shipment should be paid by you.

B：What? Are you kidding? The expenses should be paid by purchaser. That's international practice. We can't break it.

A：But your price of the goods is too high. If you won't decline the price of products, you should pay the expenses of shipment.

B：Your view does not have a leg to stand on. We can't agree with the alterations and amendments to the contract.

A：We'd like you to consider our request once again. Or we'll be difficult to conclude the transaction.

B：OK. We will cut down the price by 2％.

A：That's great. Thank you.

A：我们得讨论一下合同中的付款问题。

B：你对这一条款有什么看法？

A：是的，我认为货运的费用应该由你方来出。

B：什么？你是在开玩笑吗？货运费用应由买方来出，这是国际惯例。我们不能违背。

A：但是你们货物的价格太高。如果你们不降低产品的价格，你们就应该偿付货运的费用。

B：你的观点时站不住脚的，我们无法同意对合同的变动和修改。

A：我们希望贵方再次考虑我们的要求，否则我们就很难达成这笔交易。

B：好吧，我们把价格降低2％。

A：太好了，谢谢。




not have a leg to stand on（论点或案例等）站不住脚



Not have a leg to stand on字面意思是“没有一条腿可以站立”，后被引申为“（论点或案例等）站不住脚”的意思。多用语于口语，一般仅指案例、论点等站不住脚，亦即“完全缺乏根据”之意。例如：You may think you're right, but you don't have a leg to stand on.（你可能认为自己有理，但你的说法是站不住脚的。）



其变体形式是without a let to stand on.




4　签订协议

你将听到的

检查细节

I would need to see all the details in writing.

律师服务

You will have to allow my attorney to read this over before I sign off.

谨防遗漏

It is necessary to have a close study of the contract to avoid missing anything.

逐一检查

Shall we go over the other terms and conditions of the transaction.

签约时间

What time can the contract are ready for signing?

你也许会说

提供合同

We have written the content both in Chinese and English.

强调事项

Specifications will be shown in the technical date.

正式签约

We can sign the contract now.

职场心经

贸易双方都有自己的观点和立场，如果你的观点与对方有密切关系，那么对方便更有可能理解你的观点，沟通也就更有可能。例如从一个中立的话题入手开始讨论，以此缓和敌意，达成初步协议，并使对方加入谈话。当遇阻不前时，要使对方相信你会为求得一个双方都满意的结果而不遗余力。阐述中可相应提示对方的需求以增强说服力，并阐明你提议中的各部分对他们来说都是有价值的。经过对所有涉及双方利益问题的讨论之后，离达成共识也就不远了。

在最后签约之前，必须多审视以便弄清所有问题。否则内容含糊不清，缺少必要的项目等问题都会在合同生效后会给双方带来麻烦。

协议签订后便具有法律上的约束效力，因此签约前必须对协议的每一项条款仔细确认、核对，以免和自己的本意发生冲突。

必备的词汇热身

●　render
 [ˈrendə]
 v.提供

●　scope
 [skəup]
 n.范围

●　delicate
 [ˈdelikət]
 adj.微妙的

●　duration
 [djuəˈreiʃən]
 n.期限

●　accomplish
 [əˈkʌmpliʃ]
 v.完成

●　target
 [ˈtɑ:ɡit]
 n.目标

●　obligation
 [ˌɔbliˈɡeiʃən]
 n.责任

●　liability
 [ˌlaiəˈbiləti]
 n.责任

●　confidential
 [ˌkɔnfiˈdenʃəl]
 adj.机密的

当签订协议的时候你会听到

I would need to see all the details in writing.我必须看书面上所有细节。

You will have to allow my attorney
 to read this over before I sign off.

在我签字之前，我需要我的律师把这整份合约看过一遍。


attorney是“律师”的意思，其同义词为lawyer。签约之前找律师这种专业人士来把把关未尝不是一个好主意。


It is necessary to have a close study of the contract to avoid missing anything.

应该仔细检查一下合同，以免遗漏什么。

Shall we go over the other terms and conditions of the transaction?

我们逐项检查一下这项交易的其他条款，好吗？

What time can the contract are ready for signing?

合同几点钟能签？

当签订协议的时候你会说

1．We have written the content both in Chinese and English.

全部合同内容都是由中、英两种文字写成的。

2．Here are the two originals of the contract we prepared.

这是我们准备好的两份合同正本。

3．We'll sign two originals, each in Chinese and English language.

我们将要用中文和英文分别签署两份原件。

4．Specifications will be shown in the technical date.

规格详见技术资料。

5．They're equally authentic in terms of law.

它们在法律上是同样有效的。

6．Generally speaking
 , a contract cannot be changed after both parties have signed it.

一般说来，合同经过双方签署后就不得修改。


generally speaking表示的意思是“一般说来”，用法和意思相当于in general。


7．Contract amendment can only be made with good reason.

合同修改必须有正当理由。

8．We can sign the contract now.

我们现在可以签合同了。

9．If there aren't any more points to discuss, then the contract is ready to sign.

如果没有事项要讨论，那么就准备签订合约吧。

10．Sign on the dotted line.

请签在虚线的地方。

11．Please sign your name here. This copy is for you.

请在这儿签字。这一份给你。

拓展学习看这里

审阅合同

A：We'd better have another check.

我们最好再检查一下。

B：You are so considerate.

你想得太周到了。

Here's a copy for you to check.

给你一份检查。

Let's check it together.我们还是一起检查吧。

Let's both examine the contract before we sign it.

签约前我们双方检查一下合约的内容。

We'd like to go over the section on insurance
 one more time.

我们想要再一次审阅一下保险部分。


on insurance是指“有关保险的”之意。on在此处表示的是“关于”的意思，所以on insurance在此处相当于about insurance。


签订合同

A：Isn't it time to sign the contract?

现在该签字了吧？

B：Yes, that's just what I think.

是的，那正是我所想的。

Let us sign the contract now.

那我们就现在签合同吧。

I believe we're ready to sign the contract.

我认为我们就准备签约吧。

I am ready to sign the agreement.

我已经准备好了签合同。

Do you think it's time to sign the contract?

你是否觉得该签合同了？

Now everything is settled.

现在一切就绪。

这个场景之下你能应付吗？

双方就合同的时效问题展开了细致地讨论，并最终达成了一致。

A：We would like to insert an article on terminating and extending this contract, is that possible?

B：I agree for that.

A：Do you have any specific period that you would like the contract to be valid for?

B：How about one year at the beginning?

A：We'd like to make a two-year contract.

B：OK, we make this a two-year contract.

A：We could make it renewable for one year period, contingent on the agreement of both parties.

B：What should we do if either one of us desires to terminate the contract?

A：You tell us about its cause, and have it out with each other. If both parties do not agree to renew the contract when the time comes, then the agreement will automatically become void.

B：Is it possible to terminate the contract before its term is up?

A：With 6 months' notice the contract can be cancelled.

B：We are fully satisfied with the terms of this contract. And I think we can sign the contract now.

A：我们想加上一个终止和延长这合同的项目，可以吗？

B：我赞成。

A：你有没有想让这合同生效的特别期限？

B：刚开始一年如何？

A：我们想订两年的合同。

B：好的，我们就订两年的合同。

A：我们双方同意还可以临时再续约一年。

B：如果我们任何一方想要终止合同，我们该怎么办？

A：需说明原因并加以讨论，解决争执。如果届时双方都不同意续约的话，那么合同自动失效。

B：未到期前可以解约吗？

A：需6个月前通知，本合约可取消。

B：我们非常满意合同的条款，我想可以签约了。




have it out with sb.公开摊牌，解决争执。



在英语中，have sth. out with sb.是一个习惯用法，他的意思是“通过公开的辩论来解决争端”，它同　have it out with sb.的用法及意义完全相同。例如：After weeks of silent hostility they've at last had it out with each other.（他们经过几个星期的暗斗之后，彼此终于谈开了。）




在所有的条款达成了一致之后，为了确保不出现差池双方决定再将合同检查一遍，确认无误后签订协议。

A：Now, thanks to great efforts made by both parties, we have finally reached a basic agreement.

B：That's true. It is time to sign the contract now.

A：Though everything seems clear after several revisions, to avoid possible arguments over some minor problems, I suggest that we'd better have another check.

B：That's a good idea. Form your conscientious attitude, I understand why your company enjoys high prestige in this field. I thank we've made a wise choice to cooperate with you.

A：Thank you. I believe cooperation between us will be successful.

B：That's true. OK. Let's get down to our contract. We need to check all the items to make sure nothing has been overlooked.

A：OK. Let's start…That is it. Is everything alright?

B：Yes, I believe we can sign.

A：We have written the content both in Chinese and English. They're equally authentic in terms of law after the signature.

B：OK. Let's sign now.

A：感谢我们双方所做出的所有努力，现在我们终于基本上达成了协议。

B：是的。现在可以签合同了。

A：尽管经过一些修改后，清楚多了，但是为了避免在一些小问题上产生分歧，我建议我们最好再检查一下。

B：这个建议很好，你的这种认真态度让我理解了为什么贵公司享有很好的声誉。我想我们决定与贵公司合作是明智的选择。

A：谢谢。我相信我们一定会合作愉快。

B：的确如此。好吧，我们还是回到合同上。让我们检查一下所有的条款以确保没有忽略掉什么。

A：好的。开始吧……行了，没有什么问题吧？

B：是的，我认为我们可以签了。

A：全部合同内容都是由中英两种文字写成，签字后在法律上具有同等效力。

B：是的。我们现在签吧。




be overlooked是被动形式的表达，表示“被忽略”。签合同是一件很重要的事情，一旦签字生效就必须严格按照合同办事，所以一定要在此之前认真地对待，不能忽略任何一个细节。





Chapter5　商务文书，模板范例

1　建立贸易函

Sample 1

Dear Sir,

Having obtained your name and address from Century Company, France, we are writing you in the hope of establishing business relations with you.

We have been importers of clothes for many years. At present, we are interested in various kinds of your clothes products and should appreciate your catalogues and quotations.

If your prices are in line, we trust important business can materialize.

We are looking forward to receiving your early reply.

Your faithfully,

敬启者：

从法国的世纪贸易公司获悉贵方名称及地址后，我们谨向贵方致函，希望与贵方建立业务关系。

我们多年以来一直是服装的进口商。目前，我们对各种贵国服装产品感兴趣，如贵方能向我们提供产品目录和报价，我将非常感激。

如贵方价格与市价相符，相信双方重大交易能得以实现。

期盼早日收到贵方答复。

您真诚的，

Sample 2

Dear Sirs,

We have dealt the line for more than 30 years. We have been expanding our business operations around the world as a leading exporter and importer of business machines.

Now we are planning to incorporate our business activities in your market as general base in Asia. We will be much obliged for your introduction to a most reliable importer handling business machines.

Our line of business includes:

Typewriter, copying machines, calculators, printing machines, cash register, addressing machines, etc.

Concerning our financial status and reputation, please write to inquire it.

Thank you very much for your cooperation. We hope to hear from you soon.

Yours faithfully

敬启者：

本公司已有30多年经营历史，公司业务已扩展至全世界，成为首要的商用机器出进口商。

现在本公司正计划以贵市场作为亚洲的总基地，扩展我们的交易活动。若蒙介绍一家经销商用机器最可靠的进口商，则不胜感激。

本公司的商品包括：

打字机、复印机、计算机、印刷机、收款机、姓名住址印刷机等。

关于本公司的财务状况和声誉，欢迎写信查询。

非常感谢您的合作。希望很快得到回信。

谨上

2　报盘

Sample 1

Dear Mr. Nash,

Thank you for inquiry of September 3rd for our Tiger Fridges. At request, we are making you the following offer subject to your reply reaching us here before September 20th.

For Article No.3697 the price is US$600，Article No.3699, US$650. For payment it is irrevocable L/C in seller's favor. Delivery is done within 30 days after receipt of your L/C.

The above prices are on a CIF Toronto basis. Please note that commissions are not allowed but a 5 percent discount applies to orders for each item exceeding 3,000.

We are looking forward to your order.

Sincerely,

尊敬的纳什先生：

感谢你9月3日虎牌冰箱的询问。按照要求，我方向贵方报盘如下，以贵方9月20日前回复有效。

货号为3697的产品价格为600美元，货号第3699的产品价格为650美元。付款条件为以卖方为受益人的不可撤销信用证。交货期为收到信用证30天后。

上述价格为多伦多到岸价。请注意无佣金，但每件商品的订购额超出3000件，可给予5％的折扣。

期望贵方发来订单。

真诚的

Sample 2

Dear Mr. Johnson,

We are pleased to offer you firm subject to your reply reaching here by November 5th as follows:

Article: Televisions

Model: DY619

Quantity: 900 sets

Price: US＄200 a pair F.O.B. Bangkok

Shipment: Late December

Terms: Draft at 30 days under Irrevocable Letter of Credit

We are sure that this is the best offer we can make and that no other firms can offer you better terms than these. At present we are receiving a lot of orders from all over the world and there is a possibility of our running out of stock one of these days. Therefore we think it will be to your interest to place an order at once.

Your early order is looked forward to.

Yours very truly,

尊敬的约翰逊先生：

我方以贵方在11月5日前答复为条件，乐于给予贵方确定报价如下：

品名：电视机

型号：DY619

数量：900台

价格：曼谷船上交货价，每台200美元

装船：12月底

付款条件：以不可撤销信用证为基础的见票后30天付款的汇票

本公司确定这是我方能力范围内的最优惠的报价，其他任何公司都无法提供您更好的条件。由于目前有许多来自世界各地的订单，货品极有可能近日内售完。因此我方认为立即订购对贵方有利。

至盼您早日订购。

谨上

3　接受报价回函

Sample 1

Dear Mr. Brown,

Thank you for your letter of April 21st regarding price. I'm glad that you can agree to our proposal and order five thousand sets of washing machines at two U.S. Dollars per set.

Although you did not mention in your quotation anything about the type of contract, we take it that you have a standard purchase contract. Please fax us your proposed draft contracts as soon as possible for our examination.

Best regards,

亲爱的布朗：

感谢您4月21关于价格一事的来信。很高兴你们能接受本公司的提议，以每台200美元的价格订购5000台我们的洗衣机。

尽管贵方报价中没有谈及合同式样，我们认为贵方应有标准购货合同。请尽快将合同草案传真给我们，以供研究。

最诚挚的问候，

Sample 2

Dear Sirs,

We confirm having accepted your telegraphic counter offer for 220 sets of tool machines at US$ 3,800 per set CIF Sydney for December shipment as per our cable reading as follows: RYT TWELFTH FOOKED SHIPMENT DECEMBER WRITING.

We are enclosing our Sales Note No.6 to confirm this contract. We would appreciate it if you would immediately arrange with your bankers to open an irrevocable L/C in our favor to ensure December shipment as agreed upon.

Thank you very much for this order and as sure you of our best attention to its execution.

Yours truly,

Lin Xia

敬启者：

我方以下列电文确定贵公司用电报拍发的，对220台机床的悉尼保费、运费在内，十二月装船，每台3800美元的还价：“接受贵方12日的电报。十二月装船，详函。”

随函奉寄我方第六号销售确认书以确认此契约。若蒙即时安排贵方银行，开立以我方为受益人的不可撤销信用证，以确保约定的十二月货船，则感幸甚。

非常感谢您这次的订购，并向您保证尽最大的关照执行此事。

林霞

敬上

4　运送通知

Sample 1

Dear Mr. Zhong,

We are pleased to inform you that arrangements have been made to ship the washing machines under your order No.6096. The consignment has left Qingdao Port and will arrive at Sydney Post sometime in early September.

In keeping with our usual terms of payment we have drawn on you at 60 days and passed the draft and shipping documents to our banker. The Banker of China will present to you the documents against acceptance of the draft in the usual way.

Yours faithfully,

亲爱的钟先生：

非常高兴地通知贵方第6096号订单项下的洗衣机已安排装运。该货物已从青岛港起航，按计划9月初抵达悉尼港。

依照双方的付款条件，我们已向你开出60天期限的汇票，并与装运单证一起交由我方银行。中国银行按惯例将向贵方提交承兑交单。

您忠诚的，

Sample 2

Dear Mr. Carl,

We are pleased to inform you that we shipped the goods covering your order No.3717 dated August 19th on the same day by the M/S "Sunshine" of the Convenience Line as per enclosed copies of the relative shipping documents.

To cover this shipment, we have drawn a draft at sight and negotiated it through Bank of China with the L/C, No.6024. We hope you would honor the draft upon presentation.

We believe that the goods will reach you in good order and give you perfect satisfaction so that you may furnish us with further orders.

Yours faithfully,

Wu Qiang

Export Manager

尊敬的卡尔先生：

很高兴地通知贵公司8月19日第3717号订单之货物，已经在同一天由便捷海运的阳光号柴油轮按照附寄的相关装运文件装运。

为支付此次船货，本公司开立了一张即期汇票，并经由中国银行的第6024号信用证押汇。希望贵公司在交付时承兑本汇票。

相信该批货品将完整无缺运达，并令贵公司完全满意，以使贵公司再提供订单。

出口部经理

吴强　敬上

5　授权代理

Sample 1

Dear Ms. Qin,

Re: Role Agent for the Sales of Convenient Copiers

Thank you for your letter of the August 11th, 2011, offering your service as our sole agent for the sale of Convenient Copiers in your district. After paying careful consideration to your proposal and investigating your business standing, we have decided to appoint you our sole agency in the district you defined, subject to the following terms and conditions.

Price: all prices shall be quoted on CIF Shanghai in U.S. Dollars..

Commission: 3 percent of our invoice amount for each shipment shall be remitted to you as commission only after the indenter's amount has been fully settled.

Payment: The terns of D/P at sight may be acceptable, though the payment under the Confirmed and Irrevocable L/C is preferable. The business on D/P terms shall be done if the amount does not exceed U.S. $10,000 or its equivalent.

We shall be pleased to learn that you are willing to accept the sole agency on these terms.

Yours truly,

Susan Jackson

亲爱的秦女士：

事由：销售便捷牌复印机的独家代理

感谢贵方2011年8月11日来函，要求做我方便捷牌复印机独家代理一事。经仔细考虑贵方提议以及调查了你们的业务状况之后，我们决定委托贵方在提议的地区为我方独家代理，其条款如下：

价格：全部价格以美元报上海到岸价。

佣金：订货的客户账目结清后，每笔按发票值的3％计付佣金。

付款：尽管要求以不可撤销的、保兑的信用证支付，但付款交单可以接受，仅以交易额部超过1万美元或等值的其他货币为限。

望接受以上条款，就任本独家代理。

苏珊·杰克逊

谨上

Sample 2

Dear Sirs,

Thank you for your letter of August 7th proposing a sole agency for our furniture. We have examined our long and, I must say, mutually beneficial collaboration. We would be very pleased to entrust you with the sole agency for Thailand.

From our records, we are pleased to note that you have two service engineers who took training courses at our Shenzhen factory. The sole agency will naturally be contingent on your maintaining qualified after sales staff. We have drawn up a draft agreement that is enclosed. Please examine the detailed terms and conditions and let us know whether they meet with your approval.

On a personal note, I must say that I am delighted that we are probably going to strengthen our relationship. I hope we will get great success in the future.

Yours,

敬启者：

8月7日建议担任我方家具独家代理之来信已经收悉。过去双方合作皆互利互助，能获您的眷顾作我公司于泰国的独家代理，殊感荣幸。

据悉贵公司两位服务技师曾到我公司深圳工厂受训。相信贵公司在取得代理权后，仍会继续注重合格售后服务人员的训练。现随信附上协议草稿，请查实各项条款，惠复为盼。

能加强业务，我亦感到欣喜，希望我们能取得更大的成功。

谨上

6　错发货物投诉函

Sample 1

Dear Sirs,

Your shipment of our Order No.2536 has arrived today. Upon unpacking the consignment, however, we found that 35 out of the 90 typewriters we ordered were different goods. We ordered DK-362 but 35 out of the 90 units you sent us were DK-361.

We would like you to send us 35 units of DK-362 immediately as we are in urgent need of them. As for the 35 units of DK-361 you mistakenly sent us, we will send them back to you for your account.

Yours truly,

Mark Allen

敬启者：

本公司第2536号订单的货于今日送抵。但是，一打开寄送的货物，发现订购的90台打印机当中，有35台是不同的产品。我方订购的是DK362，而贵方送来的90台之中，有35台是DK-361。

因我方急需DK-362，请速寄35台过来。至于贵方误寄给我方的35台DK361，我方将由贵方付款寄回。

马克·艾伦

敬上

Sample 2

Dear Mr. Lewis,

The goods we received on October 23rd were found not to match our order. The goods we ordered were Item No.7810, whereas the goods received were Item No.8710.

We cannot understand how this kind of mistake could occur at your end. We have decided to ship the goods back to your company by freight at your expense and we ask that you refund the US $20,000 which we have already paid you. Please note that we hereby also reserve the right to claim any damages arising out of your wrong shipment.

A quick refund will be highly appreciated.

Your sincerely,

亲爱的刘易斯先生，

我们发现10月23日收到的货物与我们的订单不符。我们订购的是7810号商品，而收到的是8710号商品。

我们不理解贵方怎么会发生这种错误。我方决定由普通货物运输方式将货物运回贵公司，费用由贵方承担。我们要求退还我方已支付贵方的20,000美元。请注意，由于贵方装运错误给我们带来损失，我们还保留要求赔偿损失的权利。

贵方如能迅速退款，我们将非常感激。

您真诚的，

7　货物损坏投诉回函

Sample 1

Dear Mr. Zhu,

Re: Order No. TP-1657

We received your letter of November 5th and regret very much for the damage caused to the two cases that were not packed in accordance with your packing instructions.

We are now checking the matter up with our packers and ask them to send a detailed report. We have no explanation to offer yet, but will give a full account as soon we can.

Meanwhile, we have arranged for the dispatch of two replacement cases, and asked our packers to carry out the packing instructions carefully.

We apologize for any inconvenience caused by the error. We shall ensure that similar will not occur again.

Yours truly,

尊敬的朱先生：

事由：第TP-1657号订单

兹收到贵方11月5日来函，非常抱歉有2个箱子未执行贵方包装指示而发生损坏。

我方正通过包装部调查此事，并要求他们做一个详细的报告。目前我们没有其他解释，但我们将尽快向贵方提供全面的解释。

同时，我们已安排发送替换货物，并要求我方包装部认真执行贵方的包装指示。

此差错给贵方造成的任何不便，我们深表歉意。我们保证此类错误不再发生。

您真诚的，

Sample 2

Dear Mr. Hu,

We have received your letter dated June 9th and are sorry to note your complaint respecting the Cotton Goods we sent you by S.S. "Friendship". We can assure you, however, that the goods were in perfect order when they left here; hence the damage complained of must have occurred in transit. In these circumstances, we are apparently not liable for the damage and would advise you to claim on the shipping company who should be held responsible.

At any rate, we deeply regret to learn from you about this unfortunate incident and should it be necessary we shall be pleased to take the matter up on your behalf with the shipping company concerned.

Yours faithfully,

Carl Smith

尊敬的胡先生：

你方6月9日来函收悉，对由“友谊号”邮轮装运的棉织品提出索赔，我方甚感遗憾。我方可以保证，该货离开此地时状况良好。因此，你方所述包装损坏，一定是发生在运输途中。显然，我方不能对此种损坏负责，并建议你们向装运公司索赔，因为他们应该对此事负责。

不管怎样，发生这种不幸事件确实令人深感遗憾。如有必要，我们愿代理你方与装运公司洽谈此事。

卡尔·史密斯

敬上

8　质量投诉回函

Sample 1

Dear Mr. Deng,

If you care to dispose of the inferior goods at the best price obtainable, we will sent a cheque for the difference when we hear from you.

We apologize sincerely for the trouble caused to you and will take all possible steps to avoid such a mistake again in the future.

Yours,

邓先生：

如果贵方愿意以可得的最优惠价格处理这批问题商品，本公司将在收到贵方回音时，寄付支票以支付差额。

本公司诚恳地为所引起的麻烦向贵方致歉，并将尽一切可能避免此类错误再次发生。

谨上

Sample 2

Dear Mr. Zhou,

I was very sorry to hear about that your order is with weak quality. I have talked about this with the clerk who looked after your order and he has been reprimanded.

We are looking into some of the specific points that you mentioned. I can only offer you my most sincere apologies. And I can assure you that your future order will be arranged with more care and attention.

For your future business trip, we are willing to offer you a favorable discount of the service charge.

Sincerely yours,

亲爱的周先生：

很抱歉您上次购买的设备出现了质量问题，我也同负责您订单的职员谈过了，他已受到惩责。

我们现正调查您提及的几个具体问题。此时此刻，我们只能对您表示深深的歉意。请放心，您未来的订单一定会得到我们认真细心地安排。

为了弥补这次的过失，我们愿意将来对您服务时提供优惠折扣。

诚致歉意！

真诚的，
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