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Unit 1
Can you introduce yourself in English?
?
Tell me something about yourself.
How can you introduce yourself? ?

« My name ... e

| I live... e
© " I'm...(years old) e .
* lwas born... e

2 Icome from... e
« I graduated from... e
| My majoris... e |

l

My specialty is... e I

—_— e f — . — - — . — . — - —_— " —_— . —
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Dialogue One
A: What’s you name? ?
B: My name is Eieen . o

Green. 3

. L *

A: A nice name, isn’t it? s ? .
B: Yeah, I like it very s

much. o

My name has become o

a part of me.
Dialogue Two
A: Where do you live? ?
B: Ilive in the Chaoyang 5
Dis trict.
A: Oh, it’s really far from R 5
here.
Dialogue Three
A: May Lask how old you ?
are”?
B: Yes. I'm 38 years old. o 38 o
. You look very young. o
B: Thanks.

S



Dialogue Four

A: Please tell us some -

thing about yourself.

B: OK. My name is o s
Janice. lwas born on 1982 5 23
May 23th, 1982.
Dialogue Five
A: Where are you from? ?
B: Icome from Xinjiang
Uygur  Autonomous o
Region.
Dialogue Six
A: Can you tell us some-
thing about yourselfin ?
English"?
B: Sure. I graduated o
from Peking Unwersi- -+
: ty. ..
4 y
Dialogue Seven

A: Tell me something
about yourself.
B: Well, my major is

International Trade.
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Dijalogue Ejght
A: How would you des- ?

cribe yourself?
B: I'm a diligent worker s

with years of expe- o
rience, and my spe—
5

cialty is English. *
A: Oh really? What was s ? :

your major? ?
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N

> \
speciality a s 7,
My speciality is history /dumplings.
/ o
mapr - ” s
My ma pr is English. /I'm an English mapr.
My name is. ..
My fullname is... ...,
My sumame /family name /last name is. ..

My first name /given name is. ..

| have a nickname called...

| have an aliasnamed... e /
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Unit 2

I'm currently working as e R

Ive been working ... e e
since . .. o

I gained ... experience - e

My responsibilities in— e
clude . ..

I was mainly in charge e

| of ...

i learned the title of ... e .

Irecewed ... award. e R |

\Iwas chosen as ... e !

i e



Dialogue One

A

B:

What’s your present
job?
I'm currently working

as an engineer.

Dialogue Two

A

B:

How long have you
been in that compa—
ny?

Ive been working
there since 1999, as a

manager.

Dialogue Three

A

B:

What have you learn-
ed during your last
job?

I gained a great deal
of experience in the

past three years.

. What kind of exp erien-

ce?

1999



S S

Dialogue Four

A:

Could you tell me
something about your
present work?

OK. As an adminis —
trative secretary, my
responsibilities in—
clude recewing and
sending e-mails, an—
swering phone calls
and keeping track of
the CEO’s schedule.

Dialogue Five

A: What were your re—
sponsibilitie s when
you worked for that
company?

B: I was mainly in
charge of designing.

Dialogue Six

A: Have youreceived any
honors or awards?

B: Yes. learned the ti—

tle of “Outstanding
Employee” in 2005.

2005

”

Part1 ﬁ ﬁ&\ s
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Dialogue Seven

A: What are you proud

of?

c lreceived Excellent

Teaching awards in
the past two years, in

succession.

Dialogue Eight

A: What was your grea-

test accomplishment

at your last job?

. That is lwas chosen

as the manager last

year.
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- () MaHE )

award reward

Qy o j




+ I'm an expert at. . .

| I'm adept at. . .
i I'do well in. ..

\ I'm accomplished in. ..

| My main advantage is

| ...is my weak point.

‘4 | Something that I'm not

, too good at is. ..
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Dialogue One
A: What do you know
about math? ?
B: To be frank, I'm an s 13
expert at i. - *
A: How can you prove ?
that?

Dialogue Two

A: What's your strongest ?
point?
B: I'm adept at execu—

tive management.

Dialogue Three

A: Do you have any strong ?
points?
B: Yes. Ido wellin com-
municating in Eng—
lish.
A: Excellent! Could you !
please introduce your- 5

self in English?
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Dialogue Four

A: What advantage do

you think you have?

B: I'm accomplished in

computer operation.

A: That’s good. What

other skills do you
have?

Dialogue Five

A: Whatre your advanta-

ges and disadvan—

tages?

B: My main advantage is

my deep sense of
duty.
A quick temperis my

weak point.

Dialogue Six

A: What are your short—
comings”?

B: Something that I'm

not too good at is

English writing.



e
S S P a rt 1 ﬁ ZK S

Dialogue Seven

A: What shortcomings do ?

you have?
B: I lack work experi— s

ence, but I'm sure I

can make up for it in o

the future. *15
A: So how do you plan ? :

to remedy this?

E (5 unns =)

advantage

strength . merit_ strong point

disadvantage |

s

weakness . demert. weak point.defect fault

s

be (an) expert at/in/on sth. /doing sth.

()

be adeptat/in doing sth.
be accomplished in sth.
be good atsth. /doing sth. )

do well in doing sth.
= /
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Unit 4

'/ S}K'é« ’%iA g-ﬁ __________ -
I

. lTwish to move up to... e
| I would lke to work —  eees R
tin. ..
| I'd like to get involved e
i in. ..
« Lhope to be... e
| lwant to become... e

* | Tl work here as long e ,

16 . as--- .

| I would make every ef—  eeeees

' fort to. . .

[y

lwant to contribute. .. — eeeees
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Dialogue One

A: What are your plans ?
for the future?
B: Twish to move up to 17

a position with a
higher  salary  and -

more opportunities.
Dialogue Two

A: What department s
would you like 1o ?
choose if you worked
for our company?

B: If possible, I would
like to work in the

import section.

Dialogue Three

A: What type of work do
you want to do in the ?
Sfuture?

B: I'd like to getinvolved
in programming. o

A: Oh, youwanttobecome s !



a programmer!

Dialogue Four

A

B:

Do you have any

plans for your career?
Yes. At the moment,
I'm starting in an entry-
level secretarial posi-
tion, but lhope to be
an administrative as—

sistant in the future.

Dialogue Five

A:

¥
18

A:

B:

You seem quite confi-
dent and ambitious.
Please tell me your

plans.

clwantto become mo-

re professional in my

field.

Dialogue Six

How long do you plan
to work here?

Il work here as long
as youprovide me with
enough opportunities

for personal develop-
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Dialogue Seven

A: What plans would you

have if we employed ?
you?
B: [ would make every
effort to benefit the R *19
company. :
Dialogue Eijght
A: What contribution will
you make to our com— ?
pany?

B: I want to contribute
whatever Ican to build
better ships and im —
prove the current te-

chnology.
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yveam forsth. /to do sth.

s s

He yeamsto retum to hisnative country.

o

look forward to sth. /doing sth.

s

We look forward to seeing you again.

\_ | :

5 contibute
contribution, i contribute sth. to /
towards sth. contribution to /towards sth. .

be eagerforsth. /to do sth. s ,
.I'm eagerforsuccess R
thirst for sth. /doing sth. s ,
The boy is thirsting forknowledge.
long for sth. /doing sth. s I'm
longing for the holidays. o

\
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Unit 5

© o

. 21

What starting salary would you expect?
?

What monthly salary are you expecting?
?

What do you think of your present salary?

I'd like. .. at the begin— oo
ning.

Twould require a salary

Twould expect...salary e
beginning with. .. e

The appropriate pay... e
The company’s salary e

|
|
of at least... e i
|
|

structure is. . . )



Twant to clarify whether
the salary... e

.
| ldeserve more than... — seeeee o

Dialogue One

A: What starting salary
would you expect ?
here?
B: I'd like 2000-2500
yuan a month at the 2000 ~2500

beginning.
A OK. Your require- o
ments are acceptable o
: to us.
34 Dialogue Two
20 A: What’s your expected ?

monthly salary?
B: Twould require a sa-
lary of at least 2,000 2000 5

dollars a month.
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Dialogue Three

A: What salary are you ?
expecting?

B: Twould expect a 2500
starting salary be— o
ginning with 2,500
dollars a month. *23

A: I'm sorry, but we can s
only offer you 2, 000 2000 -

dollars a month.
Dialogue Four

A: As for the payment,
how much do you ?
think you deserve?

B: To be honest, I think s
the appropriate pay °
would be 150, 000
yuan a year.

A: Oh! That’s more than s
we could pay. N

Dialogue Five

A Are you satisfied with
your current salary in ?
ourcompany?

B: To be frank, Idon’tthink s
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the company’s salary

structure is perfect.

Dialogue Six

A

Do you have ques

tions about the salary?

» Yes. Twant to clarify

whether the salary is

paid every month.

Dialogue Seven

A:

B:

What do you think of
your present salary?
Iithink Ideserve more
than that.

Then how much do
you think you should
get?

o At least 5000 yuan a

month.

5000

o
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e T ™
(5 mATHE

acom—
mencing salary, a starting salary, a salary to 25
commence at.a salary to begin with o
pay. payment  salary, wage
) pay ;

payment salary

wage R

-
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. ltwould be a good place e

|for... R
i The reason that I ap-—

| that. . .

plied for this position is -+

' What I really want is... e

.make me qualified -+ -

: | for the job. .
¥ .« ...is closely related to -+ -+
26 | this position. R

X Lapplied for the position

. not only for..., but also - L, e
| for. ..
" lwould love the oppor— — «eeee .

tunity to. . .
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. I hope to have the op— e

|
| portunity to. . . '
‘I think. .. will give me — ceeees |

| the chance to... —  eeeee J

»fm 74592 !

Dialogue One

A: What’s the reason for
your application for ?
the post?

B: Your company i a s
multinational corpora—
tion, so I think it
would be a good .
place for me to apply
the experience [ve
had abroad.

Dialogue Two

A: Why did you choose ?
this job?

B: The reason that [
applied for this po-—

sition is that your -



firm offers the most

attractwe salary.

Dialogue Three

A: What about our com—
pany attracted you
most?

B: The opportunity you
provide. What I real—
ly want is the chance
to continue my per—
sonal development.

Dialogue Four

A: Why did you pick this
position?

B: Because my educa—
tional b ackground and
professional  experi—

: ence make me quied
¥ for the job.
28 Dialogue Five

A: Could you tell me the
reason that you chose
this position?

B: Yes. To be frank, 1
applied for the
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position not only for
the high salary, but o
also for the good

working environme nt.

Dialogue Six
A Why do you want to ?
work here? *29

B: Because lwas an Eng-
lish major. I would
love the opportunity o
to get a job related to
English.
Dialogue Seven

A: Why are you inter es-
ted in working for our ?
company?

B: Because my major was
computer program— -
ming. Ihope to have
the opportunity to o

apply my knowledge

here.
Dialogue Ejght
A: Why did you choose ?

our comp any?
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B: Because [ think this

company will give
me the chance to
use what Ive learned

at unwersily.

. And why are you ea—

ger to gel this posi—

tion”?

. Because my work ex—

perience is closely
related to this posi—
tion. I'm confident [

can do the job well
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- o ™
(7 mane
apply use - 7,
. . N 31
. ,apply apply (to sb.) forsth.

. “( ) ( ).

be capable of doing sth.

be competent to do /at/in sth.
be equal to sth. /doing sth.

be fitked for sth.

be qualified for sth.

\ be worth one's salt /




Unit 7

L 4

. Your company is. ..
| Yours is one of the
" largest. . .
Your firm has a good
i reputation in. . .
+ Your company’s pro-
| ducts are. . .
: i Your major products
¥ L are...
32 | ... has sold quite well.
» The main stockholder
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Dialogue One

A Tellme what you know
about our comp any. o

B: OK. I know that your o 33
company is a Sino- o *
American joint venture o

with many subsidiari-
es all over world.

Dialogue Two

A: What can you tell me
about our company? ?
B: Yours is one of the
largest computer co- °
mpanies.
A: What else? ?
Dialogue Three

A: How much do you ?
know about our com—
pany?

B: Your firm has a good
reputation in the ad— 5

vertising business.



Also, your employees
have many opportuni—
ties for self develop—

ment.

Dialogue Four

A: Have you heard of our
products?

B: Yes. Your compa-—
ny’s products are of
high-quality and have
the lion’s share of the
domestic market.

Dialogue Five

A: What do you know
about our products?

B: Your major products

¥

are portable compu-
ters, which sell very

well nowadays.

34 Dialogue Six

A

B:

Do you know anything
about our products?

Yes. Your furniture is
very popular. Your

knockdown  furniture

s
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has sold quite well
both at home and

abroad.

Dialogue Seven

A: Do you know who the

stockholders of our 7
o 35
company are’t *
B: Yes. The main stock- o :
holder is Lenovo 5

Corporation.

A: And who are some of ?
the other stockhold—
ers?
Dialogue Eight
A: Do you know the his—
tory of our comp any? ?
B: Yes. LiJia, a celebri- o
ty in Hong Kong, is a -

majorinvestorofyour

company.
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& A ann B

Co. =company

inc ( ) ;
corp. =corporaton
establishment ;
firm . ;
state-owned enterprise
private entermprise :

pintstock compcny/S’\ore—iSJing enter—
prise

pintventure company :

overssascapital / foreign-funded / forign-
invested enterprise

\ multnatonal entemprse /
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Unit 8

| |
| |
! fied for...? !
| Do you have any com— e |
' 'ments on my...? ? '
| What’s your impression e ? |
i of .. ? |
 I'm  eager to know e

| your. . . |
CHow was your inter— — eeees ? '
! view. .. ? !
| What did the interviewer — eeeees ? |
* say about...? )
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Dialogue One

A How was your inter—
view with that com-—
pany?

B: Ithink it was OK, but
they asked me to wait
Jfor their decision.

Dialogue Two
A: What did the inter—

viewer say about
your performance?

B: My performance? He
didn’t say anything
about that.

A: Didn’t you ask him?

B: Oh, ITwas too nervous
to ask.

Dialogue Three

A: Could Iask you a qu-
estion”?

B: Yes, of course.

A: Do you have any
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comments on my ?

performance today?

Dialogue Four

A: What’s your impres —

ston of that interview- ?

ee?
B: That woman in white? ? *39
A: Yeah. . :
B: I think she wil be

competent at this job. -
Dialogue Five
A: Tve interviewed all the

ap plicants. o
B: Who is the most ?

qualified? I'm eager o

to know your deci—
sion.

A: It’s really hard to de—
cide, as there are two 5
who are quite capa—
ble.

Dialogue Six

A: Do you think I'm
qualified for the po— ?

sition?
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B: You are very excel—

lent, but I can’t tell
you if your are the
most qualified until
the interview process
is complete now.

When will 1 be in—
formed of your deci—

sion”?

Dialogue Seven

A

What do you think of
me as a secretary?

I need a little more
time to complete the
interviews and con—
sider all the appli—
cants. I will inform
you as soon as I
make a decision.

OK. Thank you for

interviewing me.
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- o ™
interviewer intervie—

wee, . . 41
., employer employee s

s o

Thanksa lotforinterviewing me.

o

Thank you very much foryourinterview with

me. R

Thank you forgiving me the chance to talk
with you. °

Thank you for your precious time.

N )




42

Unit 9

& Tk

Dialogue One
A You are Mr. Green,

right? I'm Henry
White .

Yes. Nice to meet
you, Mr. White.

Nice to meet you,
too. First, tell me a
litle about yourself,

please.

o All right. I graduated

from Peking Univers ity
two years ago. My
major was interna—

tional trade.

. According to your re—

sume, youwve been
working for an import
and export company

in Shanghai since you
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graduated. What are ?

your  responsib ilities

there?

I'm responsible for

exporting cotlon 1o -

several European co-

untries. 43
So you must have a o
good command of

English.

Yes. Al my clients .

think my English s 5
good.

Why do you want to ?
change jobs?
: Because Twish to find

a more challenging o

Job.

Why are you interest—

ed in our company? ?

I think you would

provide me with a

good opportunity to o

use my knowledge.

What do you know

about our company? ?
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B: Your company is one

of the biggest trading
companies, with many
branches all over the

world.

Dialogue Two

A

The starting salary for
clerks is 1, 000 dol—
lars a month. We
provide a three-week
paid wvacation every
year. Is this satisfac—
tory”?

Yes, these are quite

satisfactory.

: Do you have any other

questions about the
job?

No.

Are you really inter—
ested in the job?

Of course. Tll be a
diligent worker if you

hire me.

o All right. We’ll inform

you of our final
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decisionwithin aweek.
B: Thank you for intervie - o
wing with me.

Dialogue Three

A: Good morning, sir

My name is Alice. B
. . 45
B: Nice to meet you. o *
Take a seat, please. .
A: Thank you. o

B: When you studied at
Beiing Foreign Stu- s
dies Unwersuy, did ?
you learn anything
about English editing?

A: Yes. Our department -

offered a course in o

English  editing. 1 o
learned a lot from that
course.

B: Why do you wish to
work in Shanghai? ?

A: First, I think I can s
bring my knowledge s
and ability into  full o
play here. Secondly, , )
Shanghai is my o
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hometown, and Id
like to contribute to iis
developmenit.

I see. Do you have
any part-time work

experience?

: Yes. In my spare time

I did some translation
for several commer—
cial organizations.

Why are you interes-

ted in our company?

» Lknow yours is a very

successful company.
I'm sure [l have a
bright future working
here.

All right. How much
do you expect to get
a month?

Could you offer a
monthly salary of 3,
500 yuan?

We can offer you a
starting  salary  of
3, 000 yuan.

3500

3000
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Is that acceptable to ?

you?

Yes, I'd be happy to s o
accept i.

How can we inform

you of our decision? ?
You can reach me *47
any time at your con— 87654321 o ;

venience by dialing
8765-4321.

Thank you for your

interest in this job. °
We'll contact you by

next Friday. °
No problem. Thank °

you for your time. °
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? ?
« I'm looking for... e |
| I have been in search e .
i of. .. |
! Id like to find... e |
lwant to become... e :
 Id prefer... e |
: | lLintend to... — eeeees
¥ i I'm hoping to... e |
50 . Thave quit... e }'



L i il s

Dialogue One

A: Why didnt you go to
work today?

B: I got fired, and I'm
looking for a new job
now.

A Oh. Well, good luck!

Dialogue Two

A

: lhave been in search
of a job. Twant to be
a teacher.

So what’s the result?
Have you found one?
Not yet. I will keep

looking, of course.

Dialogue Three

A

B

A

: Do you have any
plans?

» Yes. Id like to find a
job at IBM.

. That’s a litle b diffi—

cult, but you can try.

Part2 ¥

IBM

R

o

51
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Dialogue Four

A:

I want to become a
nurse rather than a

doctor.

. Of course that’s up to

you, but you'd better

think it over carefully.

Dialogue Five

A: What kind of job
would you like 1o
have?

B: In fact, Id prefer
being a secretary to
being a teacher.

A: It seems that you like
paperwork very mu-
ch.

Dialogue Six

A: Why didnt you accept
that offer?

B: Because I intend to
look into other oppor—
tunities.

A: Oh, I see. You are

waiting for a better



.
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offer.

Dialogue Seven

A: I'm hoping to get a
good position.

B: What do you think is a ?
good position?

A: I'm not sure exacily. o *53

B: A posuion that fis

your personality would .
be the best.
Dialogue Ejght
A: How have you been ?

doing recently?
B: I have quit my job,
and I'm looking for a

better one.
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(RUEBETEAT £2,
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pb_post poston

I'm changing pbs
I'm between pbs.

I'm hunting fora new pb.

work
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”i RRAGE — — — —— ~.
|

\
“How can I... ? .. ? i
|Is it possible to ... by/ e e ? !
|vu1 ? I
, lwonder if I can ... by e i
TP
Yoo helps alotin ... eeeeee e . i
|We widely use ... e X
when ... e |
!Which one IS ... In reeeeseeeees ? i
.9
" Whats the best way to -+ '
| ? 9 |
iIs . the mosteffective — «woeer eeeees |
cway to ... ? ?



Dialogue One

A

How can I find a
good job in the least

time?

B: I think you should go

to a headhunter.

Dialogue Two

A

Is it possible to find
a job via the Internet?
Of course. It is the
most common way Lo
find a job these days.
Could you like to tell

me more about it?

Dialogue Three

¥ A: Twonder if I can find

56

a job by looking
through newspapers.
It might be a litle bit
d iffic ult.

Then what’s your ad—

vice?
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Dialogue Four

A: A mobile phone helps
a lot in hunting for a
job.

B: Yes, that’s true. Ho-
wever, the most use—
ful thing is your work
experience.

Dialogue Five

A: How do you find jobs?

B: We widely use the
Internet when looking
for a job.

A Is it really help ful?

Dialogue Six

A: Which one is more
helpful in finding a
job?

The newspaper or the
Internet?
B: The Internet, I think.

Dialogue Seven

A: What’s the best way
to look for a job?

Part2 ¥
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B: It depends.

A: What does it depend
on?

Dialogue Eight

A Are the classified ads
in the newspaper the
most effective way
to look for a job?

B: No, Idon’t think so.

A So, what’s the best

way, in your opinion?
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headhunter

s s

s

foran improvement in my work this yean

.

look fora pb .

look for

o

& nnns

s

. I'm looking

~

/

Ll
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Unit 3

* What does. ..do?
| What is... responsible
" for?
! What would 1do as...?
! What would be expec-
ted from...?
i What are you looking for
¥l job s a?
60 ' Id like to know
‘% .. provides. . .
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Dialogue One

A

B:

What does a project
manager mainly do?
The manager is in
charge of the whole

project.

Dialogue Two

A

I have a question.

What is an accoun—
tant responsible for?
Well, the accountant
will deals with the fi—
nancial accounts of a
company. Do you
have any such expe—

rience?

Dialogue Three

A: Are you applying for

the position of secre—

mry?

B: Yes. What would 1

do as a secretary?

Part2 ¥
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A: You have to deal with
many trivial things. o
Remember, diligence
and carefulness will B
make you a good

secre L(lr_’y.
Dialogue Four

A: What would be ex—
pected from an ap-— ?
plicant?

B: We require app licants
to be wery familiar
with human resources
management.

A: I have much expe-
rience in that field, so
[ think I'm qualified for o

: the position.

¥ |Dialogue Five

62 A: What are you look—
ing for in an employ— ?
ee”?

B: We are a multinational
corporation, so we

require our employees o
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to be wery profes—

sional.
Dialogue Six

A: What kind of job is it?

B: It is a fulltime job.
You have to work
eight hours a day
from Monday to Fri—
day.

Dialogue Seven

A: You may ask me any
question you have.

B: Id like to know if
your company pro-—
vides opp ortunitie s

for training .

Part2 ¥ W

o

63



64

rrrrrr >

N ;duty

s

; respondgbility

sble forthe aircrasn?
be in charge of. ..

charge ofmy bike.

be respongble for ..

take charge (of)...

Qcooking. o

- (o) AHE

burden_ duty, obligation  responsbility

burden

obligaton

\

. Who wasrespon—

?

He should be in

o

. You take charge

/
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Unit 4

Could you suggest ...

| Jor me?

Can you recommend
me for...?

Would you please pro—
pose me as...?

I hope you can recom—

mend. . .
Which position would
you...?
What job would you

recommend for me?
Could you help me...?
Do you think I'm com—

\petent. L7

Part2 ¥ W
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Dialogue One

A

B:

A

Could you suggest
an easy job for me?
What kind of job do
you think is easy?
Actually, I don’t have
any idea.

Dialogue Two

A

B:

A

Can you recommend
me for that position?
I'd like to, but do you
really think you are
qualified for it?

Yes, Iam quite sure |

am.

# Dialogue Three

66 A:

Would you please
propose me as a
candidate for that po—

sition?

» Youllneed to give me

acopy of your resume
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first.

Dialogue Four

A What would you like
me to do for you?

B: I hope you can re-
commend a job for
me.

A: What do you want to
do?

Dialogue Five

A: Which position would
you recommend?

B: You'd probably make
a good editor.

A: But I have no editing
experience at all.

Dialogue Six

A: What job would you
recommend for me?

B: Ithink you would make
a fantastic salesman.

A: Thank you for your

advice.

Part2 ¥
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Dialogue Seven

A: Could you help me
find a job?

B: Sorry. I'm afraid 1
can’t. I'm looking for
a job myself.

Dialogue Eight

A: Do you think I'm
competent enough to
teach at a uniersity?

B: Yes, I think you are,
but it’s a waste of your

tale nt.

68
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recommend sth. to sb.

recommend sb. for sth.

propose sb. as/for sth.

put oneself/so. forward /

put sb. in for sth.

give sb. one'sgood word
putin a (good) word forsb.

Wik sb. up

&mmendo’don o

(

)

~

rec—
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Unit 5
? make
sure, ) o “ " )
40 - s
, 3~5 ,

| I have sent...off. e

Here s my resume s
cowith. .. e |
| Do you require ... re— e
' sume? ? |

Do I need to add. .. to i

my resume? 7 :

70 . Do I have to...on my |
| resume? 9

" How would you like the e ? |

! resume. .. ? |

| When is your deadline — -+ -
s for...resumes? ?
& %
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Dialogue One

A: Have you found a job? ?

B: I have sent my re—
sume off. R *71
I'm just waiting for a . ‘
reply.

Dialogue Two

A: Here is my resume s
with my certificates o
and diplomas.

B: It seems that you'we o

got many certificates.
Dialogue Three
A: Do you require an
English resume? ?

B: Yes. You must gwe s

us an English re— 5
sume.
A: All right. Here it is. R o

Dialogue Four

A: Do Ineed to add my

work experience to ?



my res ume?

B: Yes, you do. We
need to have as much
information as possi—
ble about you.

Dialogue Five

A: Do I have to include
any other information
on my resume?

B: Yes. You should offer
as much information
as  possible. The
more, the better.

A: All rig ht.

Dialogue Six

A How would you like
the resume to be

‘ delivered?
‘4 B: You can send your
72 resume either by mail
orby e-mail
It’s up to you.
Dialogue Seven
A: When is your dead-

line for accepting
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resumes ?
B: The deadline is B
August 10th.

& (o) HAHE =

- s send
sth. off R post sth. mail sth. ,
.l can post the letter for you.
resume cur—
rdculum vitae  cv, “( ) 7,
My resume isenclosed. o

lenclosed my resume in my lettenr.

o

We will keep your resume on file.

o

May /Might | suggest that you update your

ﬁsume? ° /

Ll
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Unit 6

| from. ..
 I'm loking forward to e

I'm waiting for a reply —  ceeees .

| lexpect... e

. L havent recewed... e

| When watt...2 e ?
Twas offered... e 5

74 | was ... e

My application for ... e
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Dialogue One

A

B: I'm waiting for a re—

A

. How is your job-hun-

ting going?

ply from the WA
Comp any.
© Well, good luck!

Dialogue Two

A

‘m looking forward

to working at IBM.

B: It’s really a very good

A

company.
. That’s why I applied
for a job there.

Dialogue Three

A

I expect that the
company will give me
an early reply.

What kind of comp any
is it?

It’s a famous joint

venture company.

WA

Part2 ¥
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Dialogue Four

A:

What’s happening with

your job app lic ation?

 lhaventreceived any

reply.

. lthink you should call

the personnel mana-

ger.

Dialogue Five

A: When will I know the
result?

B: We wil contact you
within one week.

A: OK. Thanks.

Dialogue Six

A: Twas offered the po-
sition.

B: What position?

A: The position of tea-
cher.

B: Oh, congratulations!

Dialogue Seven

A: My application for

the position  of



.
cir D ANE2 X W o
managerwas refused.

B: Dont give up. You can
apply at another com-

pany.

77

offer - ”

the offen

Please give me a reply at your eariest
convenience. o
| should appreciate a promptreply.
Your prompt reply will be appreciated.

°

I look forward to yoururgent reply.

N %
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Dialogue One
A:

B:

How are you doing
these days?

[ have quit my job,
and [ am looking for a
better one.

Oh! Well, good luck
to you.

Actually, I'm looking
for a job as an English
teacher.

That would be a per—
fect job for you.

What makes you say
that?

Because 1 think you
are very responsible,
and much of your
training has been re—

lated to teaching.
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B:

A:

B:

Can you help me find
a teaching job?

I'd be happy to. First
I'll need a copy of
your resume.

Would you like to try
other positions as
well?

What would you re-
commend?

An English editor’s
position in my com-—
pany.

That sounds very at—

tractive. How can I

apply?

. Don't worry. 1 will get

all the job application
materials and meet
with you again later.

Thank you very much.

Dialogue Two

A:

B:

Do you know how I
can find a job in the
shortest time?

[ think you can use a

Part2 ¥
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A:

A

B:

headhunter.

A headhunter? [ won—
der if I can find a job
myself by looking
through the newspa-—

pers.

. It might be a little bit

difficult.
What about through
the Internet?

. That is the most com—

mon way nowadays.
You should give it a
try.

Could you tell me more
about it?

No problem.

Dialogue Three

A:

B:

A:

Why are you staying
at home today?

[ was fired. I'm look—
ing for a job now.
How can you find a

job at home?

. I read the want ads in

the newspaper. Do

o
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you think the news-—

paper the most effec—

tive place to find a

job?

A: No, I don't think so.

. So, what'’s your opin—
ion?

A: 1 think you should look

on the Internet.

Is that really effec—

tive?

A: Yes. I found my pre—
sent job via the Inter—
net.

: Then I will also give it
a try.

By the way, do I need
an English resume?
A: Yes. You can include
it to give the person—
nel managers more
information ab out you.

. OK. Do I have to offer
any other information?

A You can also add your

work experience and

?

Part2 ¥
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>

your honors and awa-
rds.

. That’s a good idea.
. What’s going on with

your previous appli—
cations? Have you
gotten any replies?

[ got an offer, but I
didn't accept it.

. Why not?

Because [ wanted to
look at other opportu—
nities.

Oh, Isee. You're wait—
ing for the best offer.

. That’s right.



Part 3 X818



Unit 1

! What sort of job would
| you like?
" Would you like a job
i I was thinking of a job
L n. ..

: | lwant a job with. . .

¥ ' I'm hunting for a job

84 | with. . .
| I hope to find a job that
+offers me. ..
| I'd like to be a ...
i What kind of job are you
. looking for?

N~ — e — — — . —.

rrrrrr >
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Dialogue One
A: What sort of job
would you like?
B: I would prefer a se-
dentary job.
A: Are you familiar with
office management? ?
B: Yes. Ive done some— s

P a0z

thing like that before. B

Dialogue Two

A: Would you like a job

B:
A

in a library?
Iprefer an active job.
How about working as

a salesman”?

Dialogue Three

A: [ was thinking of a
job in a foreign affili— 5
ate.

B: Are you going io

A

. Yes.

change your job?

Part3 %R EZ®
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Dialogue Four

A:

B:

Have you found an-—
other job yet?

No, I havent. [ want
a job with an annual

vacation.

. I'm afraid that will be

very difficuls.

Dialogue Five

A: What have you been
up to recently, Mike?

B: I'm hunting for a job
with higher wages.

A: But you have a hand-
some salary now.

Dialogue Six

A: What kind of job are
you looking for?

B: I hope to find a job
that offers me an
opportunity for ad-—
vancement.

A: Well, can you tell me

what other jobs youwve
had?
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Dialogue Seven

A: What do you think you

would bring to the ?

job?
B: I can bring a great

deal of experience o

and knowledge. *87
A: Where would you like ‘

to be in three years? ?

B: In three years, I'd like

to be a manager. o
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She spent the whole aftemoon sorting let—

tersin the office.

type ) . N .
| like ltalian-type noodles. o
,type - ", I Heisa
sporty type. o
hunt - s - .
o ., go hunting .
shooting ; .

hunting o
\_ /
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Unit 2
,
o 9
5 H
« ” 89

! What do you do for a ?

| living?

i What is your job/occu— / ?
, pation?

| I'm familiar with. .. e ( )

" lTused to work as... e

| I have worked as. .. for L e
i many years. -

|

|

|

My responsibilities are e

What business /line of / ?
work are you in?

What kind of things are ?

you responsible for?



Dialogue One

A: Nancy, what do you s ?
do for a living?

B: I'm areporter at a TV o
station.

A Oh, that sounds in— s o
teresting.

Dialogue Two

A: What is your occu— ?
pation?
B: I'm a secretary. o

* Dialogue Three

90 A: Im familiar with of-

fice managemeni. o

B: I thought you were a o
salesman.

A Tused to work as a s

salesman, but now B
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I'm a sales manager.

Dialogue Four

A: I have worked as a
typist  for many
years.

B: Have you worked for
the same company?

A: No, Ive had several
jobs.

Dialogue Five

A: You are a computer
programmer,  right?
Could you describe
your job to me?

B: Yes. My responsi—
bilities are writing
programs and  im—
proving them.

Dialogue Six

A: Whats your job?

B: I'm an operator. Are
you interested in it?

A: [ have to say no.

Part3 %2 T ™
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Dialogue Seven
A: What line of work

are you in?

B: I'm an editor, and it’s
my favorite job.

A: You are lucky to be
doing a job you like.

Dialogue Ejght

A: What business are

you in?

© My job is in the hotel

business.

What kind of things
are you responsible
for?

I'm an assistant man—
ager. Therefore, as—
sisting with the man—
ager’s duties is my

responsibility.
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Sally hasan easy pb.

lotofwork to do.

o

() MaHE

~

She doesn't have a

s

'm a manager in a publishing company.

)

(salary)

Part3 %2 T ™
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* My job is a nine-to-five |

one. R i
i I work five days a 5
, week. |
| We usually take a 1

-t one-hour lunch break. |
¥ | We have a meri sys— i
94 | tem. .
., We have adopted a
| meri-pay system.
"' We have 10 paid holi— 10 |
. days a year. . |
\[t’s difficult to take my



ook @

Ir;zid leave. ]

| Our maternity leave is 6 |

v six months. . .

95
Dialogue One
A: How many hours do ?
you have to work?
B: My job is a nine-to-
five one. o

A: It sounds good.
Dialogue Two
A: T work five days a 5
week.
B: So you have lots of
spare time.

A: Yes. lalso have a part-

time job.

Dialogue Three

A: It’s almost time for o
lunch.

B: Yes, itis. We usual— o 1

ly take a one-hour N



A

B:

lunch break.

Ive just finished my
work.

Let’s go and find a re-

staurant.

Dialogue Four

A

B:

i B

We have a merit sys—
tem here.
What's a merit sys—

tem"?

. The merit system is the

process of promoting
and hiring employees
based on their ab ity
to perform a job. The
system forbids dis—
criminating against
employees.

Oh, Isee.

9% Dialogue Five

A
B:

How is the salary?
Oh, so-so. We have
adopted a merit-pay
system.

We don’t offer high
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salaries for average N
job.
Dialogue Six
A We have 10 paid ho li- 10
days a year. o
B: That’s great. !
97

A But it’s difficult to *
take my paid leave. - :

Dialogue Seven

A: I'm going to have a o
baby.
B: Really? ?
A: Yes. It’s a girl. s o
B: Congratulations! So ! B

you'll be taking a ma—
ternity leave.
A: Yeah. Our maternity .

leave is six months. 6 o
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- (o) AHE

“e (

s . moming break

o

holiday ,
. summer holiday o
vacaton ,
don .
leave
., annual/sck leave / .

perform

o perform yourduty.
, perform ¢ )

. The new car performs well.

\_ -

R break_ holiday_ leave

Unit

. a weekend break

~

6

s

summervaca-—

s

. You have
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Unit 4

It’s an easy job.

I find my job. ..

How do you like your
job?

It’s hard work but sti-
mulating.

...job pays well

I'm thinking about
changing my job.

... have good working
conditions .

... has a good job in. ..

Part3 %2 T ™
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Dialogue One

A

B:
A

‘m a librarian at a
unwersity. You know,
it’s an easy job.
Lucky you!

What’s your job?

Dialogue Two

A

B:

I find my job boring
these days.

How come? You said
you loved this job last

week.

. The work is OK, but 1

wish [ had more con—
tact with customers. [
like meeting  new

people every day.

Dialogue Three

A: What do you do for a

living?

B: I'm a salesman.

A: How do you like
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your job?
B: It's hard work, but

stimulating.
Dialogue Four

A: Ive heard that youwe
found a new job.

B: Yes, and I'm really
enjoying i.

A How’s the salary?

B: Oh, the job pays
well.

Dialogue Five

A: What line of work are
you in?

B: I'm a software engi—
neer.

A You must be busy.

B: Yes, so I'm thinking
about changing my
job.

Dialogue Six

A: Youwve changed your
job, havent you?
B: Yes, | have good

working conditions

Part3 %R EZ®
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now.

A: Do you like it?

B: Yes, I am a lot hap — s
pier.

Dialogue Seven

A: I ran into Lucy last
Sunday.

B: Really? I haven seen ?
her for ages. How is
she?

A: She got married, and
she has a good job

in a bank.
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boring .tedious_ tiresome

s s

borng .
film isextremely boring.

tedious

\

. They play card to shend tediousdayson the

train.

tiresome

. . He isa tresome man.

K o
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IAre you working over— ?

i time tonight?

. Are you geiting over— ?

| time ?

" Are you working late

! tonight? 9
|...don’t get paid for e B
'« overlime.

| I can’t leave this job at

. the moment. N
¥ ! ... have to finish... e e
104 | Let’s finish up. .
' ...works day in and -
I day out. R

N f e e e e o e e e e

)
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Dialogue One

A: Are  you working
overtime tonight?

B: Unfortunately, yes.

A Itseems youre working

too much.
Dialogue Two

A: Are you getting over-
time?

B: No. So I'm thinking
about changing my
job.

A: Do you have any de-
finite plans?

B: Not yet.

Dialogue Three

A: Hi, Rebecca. Are
you working late
tonight? I'd wvery
much like you to have
dinner with me.

B: I'm not sure.

Part3 %2 T ™
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A

B:

Can you call me at
about 7:007
No problem.

Dialogue Four

A: How do you like your
new job?

B: I like it. It makes me
feel useful

A: How is the salary?

B: It pays well. But we
don’t get paid for
overtime.

Dialogue Five

A: Ispent hours on this.
lworked day in and
day out.

B: I'm sorry, but you
have to do it all over
again. Business s
business.

Dialogue Six

A: Let’s go out for a
drink!

B: Sorry. I can” t leave

this  job at the

7

?
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moment.

A: I'm sorry to hear that.

Part3 %2 T ™

S

Dialogue Seven
A It’s dark outside al— o
ready.
B: Yes, I’'s time to go s o
, _ 107
home. Let’s finish - *
up. :
A: But I have to finish
this report today. o
(= B nms :
overime

-

get paid for

overtime
) *, .work overtme
finish up s -,
ish sth. up - N
;dry up o
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L 4

« May I ask for an ex—
| cused absence...?

“ Do you mind if I take
! tomorrow off?

| lwant to take a day off
vlo. ..

| I have two vacations a
| year.

! He is off today.

| I am taking a day off
' tomorrow.

| I want to ask for time
E

. You can ask for time off
| for at most two weeks.

‘... took...off because

\
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Dialogue One
A: May I ask for an ex— s
cused absence this ?
Friday, Mr. Jackson? 109
B: Youve already missed *
too many lessons this o
month.
A I'm sorry. -

Dialogue Two

A: Do you mind if ltake ?
tomorrow off?

B: This is the fourth time
youve asked for time 5
off this month.

A: Yes, I know, and I'm s s
sorry. This will be the o
last time.

Dialogue Three

A: Twant to take a day 5
off to go to the doc—
tor.

B: What’s the trouble? ?
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A

Ive lost my appetite,
and I feel sick all the

time.

Dialogue Four

A: Thave two vacations
a year.

B: Lucky you! Ionly get
one vacation a year.

Dialogue Five

A May I speak to Mr.
White, please?

B: Hold on, please.
Sorry, he is off to—
day.

Dialogue Six

A: Tam taking a day off
tomorrow. Shall we
go shopping tomor—
row afternoon?

B: Id love to, but you
know it’s difficult for
me to get a day off.

A: Twant to ask for time
off-

B: Generally speaking,



S

you can ask for time o
off for at most two 5
weeks a year, for the

properreasons.

Dialogue Seven

A: I haven’t seen Linda
for several days.
Have you seen her
late ly?

B: She took three weeks
off because she was
sick.

A: Oh, I'm sorry to hear
that.

Part3 %2 T ™
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(days) off_holiday vacation s
- , ( Unit 3
).
(days) off N s
She hasa day off today. o
holiday , . New Yearholiday
;on holiday ; vaca-—
Hon,
vacaton .
summervacaton ;wintervacation °
absence s ”, leave of
absence -,
* The soldierhad to ask forleave ofabsence

112 Qutbend a wedding. o /
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? . , ,,1 13
| ? .

I'm going on a business o

trip next week.
I'm going to...on busi—  eeees -

ness.

|

|

|

| ve got to keep track of
i travel expenses. o

. I found business trips

| quite tiring. -

i I have been planning a o
+ business trip.

| I have to visit several

| important clients on this 5

v otrip.



,//_like to take an occa— \

| sional business trip for a -

change.

| There are still several

|
|
| things that haven’t been o i
*decided yet before the ,

|

Dialogue One

A I'm going on a bus-
iness trip next week.
B: Another business trip? ?
You just came back
last Sunday.
: A: Yes, I know. And .
X maybe Tl be travel— -
114 ing with the boss this
time .
B: You are so lucky.
Dialogue Two

A: Why dont we go to
see a football game? ?
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B s
B: I'd like to, but I can'. s .
A: I cant believe you'd
pass up a football B
game!
B: I'm going to Shang- B
hai on business.
Dialogue Three *1 15

A: Tve gotto keep track
of travel expenses. o
B: The company is some-
times  very cheap o
about reimbursing
travel expenses.

A: Tcouldn't agree more. o
Dialogue Four

A: lhave been planning -
a business trip.

B: I found business

trips quite tiring. o
A: Yes, you're right. The o

first thing 1 do is

looking for the most o

comfortable hotel.
Dialogue Five

A: I heard that you're o



going on a business
trip tomorrow.
B: Yes. Thave to visitse- o
veralimportant clien-
ts on this trip.
A: You should go to bed
early tonight.
B: I will. Thank you.
Dialogue Six
A: Do you like taking bu-
siness trips?
B: Ilike to take an occa-
sional business trip o
for a change.
A: What do you do?

B: I'm an accountant.
Dialogue Seven

A Are you working over-
¥ time tonight?

116 B: Yes. There are still
several things that
havent been decided
yet before the trip.

A: You're working too

much.
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on business busdness trip "
R be away on busness

A go on/take a business trip

. Dressprofessonally during the entire trip.
2. Be prepared and be on tme.
3. Use properbusnesslanguage.

o

4. Stay away from alcohol and anything

potentally inappropriate durng your tip.
5. Keep in mind that your time is not your
own on a busness wip.

& Humsnr

- ° J

S

117
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s Teamwork s

communication skill .

REAGY —— — — — —.

)

My proposal was ac— |
| cepted at the meeting. o

The president ex— |

pressed his disapproval o
of the proposal.

I'drew up a blueprint for |

118
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the project. o

Iproposed a plan at the |
meeting. B |
We made up a sales

plan for the new pro- o |
duct.

They gave our offer the
thumbs down. . /
N
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. We are heading in the
| right dire ction.

" This task is not as easy
! as it seems.

Dialogue One

A The meeting wentwell
My proposal was
accepted at the
meeting.

B: That’s great. What’s !
the first step? ?

A: Let’s go for a drink
and Tl tell you about
it.

Dialogue Two

A: The president ex-

pressed his disap— °
proval of the pro-—
posal.

B: How come? ?

A: He Jjumped to

119



conclusions, I think.

Dialogue Three

A

Idrew up a blueprint

for the project.

B: That’s good, but don’t

A

forget that their pri—
mary concern is o
reduce costs.

Yes. This is only a

te ntatwe plan.

Dialogue Four

A:

B:

A

Iproposed a plan at
the meeting.

Did the manager gwe
the green light to it?

I have no idea. He
gave me a new as-—

stgnme nt.

4 Dialogue Five

120

A: We made up a sales

plan  for the new

product.

» Yes, we did agree on

the new plan, but on

reflection, it seems

o
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risky.

A: I'm sure we'llcome up
with the best ap-—
proach if we keep
trying.

Dialogue Six

A: They gave our offer
the thumbs down.

B: That’s disappointing.
What shall we do
next?

A: Perhaps we can come

up with a new pro—

posal.

Dialogue Seven

A: This project is sur—
prisingly difficult. Th-
anks for working so
hard on 1.

B: At least we are
heading in the right
direction.

Dialogue Ejght

A: This task is not as

easy as it seems. It’s

Part3 %R EZ®
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rrrrrr >
a real challenge.

B: That’s right. They're o .
wasting  their  time

working on it.

- i O
proposal . , T
| suggest you keep your mariage proposal
smple. o
jmp to conclusons “( )
Mmp to it

s

The train will be leaving in ten minutes, so
mp to it s 1
give sb. /sth. the thumbsup /down
/ .
/ /

The manager gave my new proposal the

Qumbs up. N /
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Unit 9

Deadline, Deadline, Deadline, Deadline, Deadline

s

When is the paper due?
When is...over?

It’s due on. ..

I'm running out of time.

I'm under the gun.

ve got to finish
tonight.

I'm going to need an
extension of the dead—
line.

It’s getting down to the

Part3 %2 T ™

S



Dialogue One

A: When is the paper
due?

B: It’s due on the twenty-
eighth.

A: Oh, we only have three
days lefi.

Dialogue Two

A: When is the pay pe—
riod over?

B: I'm not sure. Maybe
Lily knows.

Dialogue Three

A: I'm running out of
time. I need more

: help with the project.
‘4 B: Well, you can count

on me.

124
Dialogue Four
A: I'm under the gun. [
only have three days
left, but it will take at
least forty hours to
finis h this assignment.

28
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B: Maybe changing jobs
is the only way out. o

A: But I can’t leave this

job right now. B
Dialogue Five
A It’s time to go home. 5
. .o 125
B: ButIcant. Tve got to o *
finish  the project o
tonight.
A: All right. Well, I'm . s !

heading out. See you
later! Don’t work too !
hard!

Dialogue Six

A: The day after tomor—
row is the deadline. ?
Have you finished
your report'.7
B: Not yet. I'm going to o
need an extension of 5

the deadline.
Dialogue Seven
A: I'm so tired. Lets fi-

nish up after a lunch -
break.
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B: lwish we could, but s
it’s getting down to -
the wire.

A: Well. .. All right, let’s — -o-eet s
wait until after the job o
is done.

(= (o) mATHE A

due - s

s s

The next plane to Shanghai is due at 11
11 o

s

o'clock.

due to s ° s

He amved late due to the taffic pm.

o

I'm under the gun.

s

s s

126 under the pressure.
N %
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Unit 10

A5 92

v

&
Dialogue One 127

A: [ haven't seen you for , R
ages, Lily. What do ?
you do for a living
now?

B: I'm a government em- R
ployee.

A: Oh, really? Then where , ?
do you work? ?

B: [ work at the Ministry .
of Commerce.

A: That's great. How do N
you like your job? ?

B: 1 like the feeling it R
gives me. It makes o
me feel important.

A: It seems that you like
your job very much. .

B: You are right. How o ?
about you?
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A: 1 find my job extreme-
ly boring these days. o
B: That’s nota good sign. R

Dialogue Two

A: I'm so tired. [ have B
been working over— R
time these days.

B: Why do you have to ?
work overtime?

A: Well, I'm an accoun-— , B
tant. I must balance N
the accounts at the
end of the month.

B: Do you get paid extra

for overtime? ?

No. o

B: Have you ever thoug-
ht about another job? ?

>

A: No, because our wor- .
king conditions are ,
great, and I like the o
job very much.

B: That’s why you don't .
want a new job.

A: Yes, and besides, I R ,

do not have to work B
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B:

A:

overtime all the time.
[ know you love your
job. However, don’t
forget to take care of
yourself when you
work overtime.

I will.

Dialogue Three

A:
B:

It's already dark out.
Yes. It's been a long
day. It’s time to go

home.

. I'm afraid I have to work

over time tonight.
You're really a hard
worker.

[ have to finish a re—
port today. It's get-—
ting down to the wire.

. I feel sorry for you.

And I'm going on a
business trip next

week.

. Another business trip?

You just came back

last Sunday.

Part3 %2 T ™
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A: Yes. I have to visit se-

veral important clien-

ts on this trip.

. Business trips wearme

out.

: You can say that aga-

in. And there are still
several things that
haven't been decided

yet before the trip.

. Why are you going

there in such a hurry?

. The president has ap-

proved my proposal.
And now Ive been
given a new assign—

ment.

© You're efficient.

o
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Unit 1

Private Space

.is efficient.  eeeees R

| ...is very popular. e R

... has a quick mind. e .
| .is loyal. e 3
| ...is very polite. e .,
.. has a bad temper. - .
* |...is so weird.  eeeees 5

132 L ..is a workaholic. e .
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Dialogue One

A: Jack has finished the R
job already.

B: He is efficient. o 133
A: But there’s a lot of *
work piled up on my -
desk.

Dialogue Two

A: Do you know that guy ?
over there?

B: Is it Nick? ?

A: Yeah. He is very po-

pular.

Dialogue Three

A: Mary has a quick o
mind. She is wvery -
smart.

B: But she always treats
me like an enemy.

A: How come? ?
Dialogue Four

A: Do you like your boss? ?
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B: No, he’s very hard on
me. But he is loyal.

Dialogue Five

A: Is Sara getting along
with everyone?

B: Yeah, we all like her.
She is very polite.

Dialogue Six

A: What’s wrong with him?
He’s on edge today.

B: I have no idea. He
has a short temper.

A: Oh, he is so weird.

Dialogue Seven

A: Our manager is a
workaholic.

B: Really?

A: Yes. He puts his work

before his family.

s
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-

holic

holic =shopaholic,

workaholic wo rk (

) ! «

chocolate +alcoholic =choco—

He'sa good guy.

He's good for nothing.
He looks older than he is
He's smpleminded.

He hasa good tempern
He's fresh. o

She hasa nice figure.
He's talkatve.

He's selfish. .
He'sa heavy smoker.

He'sso imesponsble.

() AR E )

) alcoholic

o

”, shop +alco—

Partd M & 2 ©

S
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Unit 2

s my fault. o |

[ take full responsibility. - i
| Ifeel completely guilty. o
I shouldn’t have done 5 |
| that.

It will never happen |

again. B |
.

Twon’t do it again.

x|

| o |
136 | Iblame no one but my— s !
tself. . |
| Ishould have asked you |
first - .
N )



Part4 M & 2

i L il s s

05
L4

Dialogue One

A It's my fault. -

B: Don’t blame yourself. o
These things always o 137
happen. *

Dialogue Two

A: I take full responsi— .
bility.

B: Dont worry. It’s not o s
your fault, actually. o

Dialogue Three

A: 1 feel completely 5
guilty.

B: lunderstand how you 5
feel. Don't give it an— o
other thought. Every— 5

thing will be fine.
Dialogue Four
A: I shouldnt have B

done that.
B: It cant be helped. It !

happens to everyone. o
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A

What bad luck.

Dialogue Five

A: You're late again.

B: Sorry. Twent to. ..

A: Ive heard enough of
your excuses.

B: Ipromise it will never
happen again.

Dialogue Six

A: I'm mad at you!

B: I'm sorry. Twon’t do
it again.

Dialogue Seven

A: ltwas careless for me
to lose your pay—
check. I blame no
one but myself.

B: Thats OK. I'm sure
you'll write me a new
one soon. FEveryone
makes mistakes.

Dialogue Eight

A: Idon’t think you should

B:

have done that.

It was a mistake. [



o ra
should have asked
you first.

A: It’s too late now.

Partd M & 2 ©

s 5 unns

mad about/on sb.

. » Tom'smad about Mary.

o

no one but. ..

,hothing but R
. He isnothing buta thief

anything but

\Othieﬁ °

, anything but

. . , . He isanything but

/

S

139
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Daniel

! Pull yourself together. o

| Don’t slack off! !

" This is a rush job. o

! This is priority one. o
|Are you just going Lo

+ stand there all day? ?

| You should get pre— -
X pared for it now.

! Let’s see some action. 5
| You havent finished

140 \your part. °

¥
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Dialogue One

A: Stop crying and pull s o
yourself together.
Let’s get down to 5 141
work.

B: Yes. We have no time 5

to lose. o
Dialogue Two

A: Don't slack off! !
B: Okay. Twon. s o
A: I know you're tired, s
but dont lose steam o
now.

Dialogue Three

A Let’s take a break. .
B: This is a rush job. s
We'd better finish i o
first.
A: Oh, Isee. s

Dialogue Four
A: Time is running out.

This job is priority o
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one.
B: We'd better hurry up,
then.
A: Yes, and we have to s
crank this out tonight.
Dialogue Five
Al Are you just going to
stand there all day? ?
B: It’s not my fault. The
machine doesntwork.

Dialogue Six

A: Thave to take an exam
next month.

B: Ithink you should get
prepared for it now.

A: Yes. It’'s my last

chance.

Dialogue Seven

A: Tve gotso much to do.
I'don’t know where to
start.

B: Then you'd better stop
talking. Let’s see so-
me action.

A That’s easy for you to
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S

say, you have two -

assistants.

Dialogue Ejght

A: Let’s callit a day! o
B: But you haven?
finished your part. o
143

A I'm so tired. It’s been s o *
a long day. :
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sack N ~ s
s s ”, Sack dack
off , , Don't
sack offl !
getdown to R ”,get
down

The heatisgeting me down.

He gotdown every word | said.

o

callita day
s . After thirty years in poliics Martn
¥ thinks its tme to call ita day.

144 \ C /
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,
professional o
, ) o
145

! You are late again. o

| Don’t be late again. N

v L was only five minutes 5 o
| late.

i Sorry for being late. s 5
. I'missed the bus. o

| May Ileave early? ?
''1 have warned you !
! about this!

| You will be out of a job S

v if you do it again. -



Dialogue One

A
B:

You are late again.
Sorry. ITcouldnt get a

taxi.

: Don’t give me excu-

ses.

Dialogue Two

A

B:

Sorry, lwas caught in
a traffic jam. So I'm
late .

I see. Don’t be late

again.

Dialogue Three

A
* B:
146

A

You were late this
morning, weren’t you"?
Yes, but it’s not such
a big deal I was
only five minutes

late.

© How can you say it’s

not a big deal?
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Dialogue Four

A: Sorry for being late. ,

B: This is not the first ?
time , is 7?7

A: No, I guess not. I'm

sorry. It won’t happen o

again. *1 47
Dialogue Five
A: You are late every day. o

B: Sorry. I missed the

bus.

A: Can you get up ?
earlier?

Dialogue Six

A: May Ileave early? ?

B: Of course not! Stop
trying to break the
rules. I have warned !
you about this!

A: But I have something
really important came
up this time.

B: I'm sorry. Ican’t make
an exception for you.

Business is business.
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Dialogue Seven

A: I heard that you lefi
early again.

B: Yes. Because I had
to. ..

A: ITve heard enough of
your excuses. You
will be out of a job if

you do it again.

o
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traffic pm - ”, am
stawberry gm o
ltsnota big deal. s
- 7, Nota
big deal  No big deal.
deal s Its a
deal. - 7,
s Deall
Business is budness.
-, s busness
Mind your own
business. /None of your business. /Go about
your busness. /Thats my business.

. y

S

149
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Unit 5

| I'm new at this. B

i I was only following or— 5
. ders.

| That’s the way I was
" told to do 1.

| That’s the way weve o
i always done 1.

. I'm doing my best. o

| Thats not my job. -
" This is my first time. .. s
! There was only a limited o

\amountoftime.
e - e m e e — - — = —— o —— e — e —— = ——
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Dialogue One
A: What’s keeping you? ?
Hurry up. !
B: I'm new at this. This B *151
is all so new to me. o :

Dialogue Two

A: Your work is not up to -
B: Twas only following 5
orders.
A: Please do # over s
again, and this time B

try to use your brain.

Dialogue Three

A: You're to blame. .
B: I didnt do anything o
wrong!  That’s the , o

way lwas told to do
it.
Dialogue Four
A: You call that finished? ?
B: Yes, that’s the way 5 o
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wewve always done
it.
A: Thatwon't do.

Dialogue Five

A: You failed again.

B: Yes, but I'm doing my
best.

A: Ilthink you should try a
litle harder. .

Dialogue Six

A We need to keep this
reception area clean.

B: Tunderstand, but that
is notmy job. o

Dialogue Seven

A: Youwe set up the dis—
play booth wrong. It’s
all your fault!

B: Don’t blame me. This
is my first time at a
professional  exhibi—
tion.

Dialogue Eight

A: My boss scolded me
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e s s
today.
You asked for it! You s
finished your report o
late again.

c Idid the best I could,
but there was only a
limited amount of . 153
time. He should have
gwen me the project

earlier.
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- HAHE =\

up to snuff

That busnessman isup to snuff.

o

blame fault, guilt

He isready to take the blame forthe acci—
dent. o
fault - ”
s . She lost herbag not be—

cause of herown fault

s

guilt R R N
, .The case wasdismissed because

his guilt could notbe proved.

o

ask forit s ”
ask fortouble,

Driving after drinking is asking for trouble.

N /
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tutor s

tutor |
155

This is how you should 5

do 1.

This will work. o
This looks better. o
First you have 1o. . . L e

Let me show you. R

The first thing you have

to dois...  eeeees

Ill do it my own way. R
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Dialogue One

A: This is how you
should do 1t.

B: It’s a litle hard.

A Youllpick it up soon.

Dialogue Two

A Do you think this is the
best way?
B: Trust me! This will

work.
Dialogue Three

A: This looks better.
B: I think so. Thank you
Jor your help.

A: Don’t mention i.
Dialogue Four

A: First you have to fill
out this form.

B: OK. That’s not too
d iffic ult.

A: Good. Afier that, just
Jax it to Mr. Smith.
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B: No problem. 5
Dialogue Five
A: Could you tell me how
to use this machine? ?
B: Sure. Let me show . o
you. ]
57
A: Thanks a lot. 5 *
Dialogue Six :

A: The first thing you
have to do is clean o

up the room.

. But I'm not a janitor.
B: But I N
A: Youre a newcomer.
,
Newcomers have to s B

clean the room. It’s a
rule.
B: That’s not fair! !

Djalogue Seven

A: Let me show you how o
to do .

B: Illdo it my own way. o

A Sorry? ?

B: Imean I'lldo it the way

I want to. 5
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= () AT#E A

pick up - s ”,
pick up
. . . He picked up the book and
le ft. s R

. They picked up the conversa—

s

tHon afteran interrupton.

o

(1 pick you up at6 this

evening. 6 o
don't menton it N
s you're welcome it doesn't mat—

Nai Y,
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\ 159

You can do it! !

Stick with it! !

Go for i !
Never say “never”! !

Keep your chin up. o
You should not lose o
courage.

It’s not as difficult as it

|
|
|
| Have it your way. o
|
|
|
v looks. o

|

There is nothing to feel



Dialogue One

A

B:

Ive done as much as
Ican, but I still have
so much work left to
do.

Stick with it! You can

do it!

Dialogue Two

A

Should I ask her out?

B: Yeah, go for it!

But what if she says

no”?

Dialogue Three

A
x
160 p:
A

‘m afraid I wont be
able to finish it on
time.

Never say “never”!
Ill bet you can make
it.

Thanks. Tl try.



Part4 ME 2™

i L il s

Dialogue Four

A: Ithink ourlogo should
be red, not blue. Red s B
is more eye-calching. o

B: Well, have it your B
way. I still think the
blue is more attractive 161
and soothing.

A: Red i is, then. I'm
the boss, after all.

Dialogue Five

A: ITcant do, Ican’! , N

B: Keep your chin up! B
Keep trying. R

Dialogue Six

A: This mistake was not °
my fault.

B: I think you should
not lose courage. °
Go and tell her that

you're innocent.
Dialogue Seven
A: This machine is too o

difficult to operate.
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B: It’s not as difficult as
it looks. I'm sure you

can do it!

Dialogue Ejght

A: There is nothing to
feel discouraged
about.

B: But Ive tried many
times, and I still can’t
figure out how to fix
this machine.

A: Don’t give up! You'l

get it eventually.
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figure out

s s

You

should figure out how much the holiday will

cost. o
Cheerup! !
Give it yourbest o

Hang in there! !

Don'tbe a chicken. R

Keep atitl !

Try yourluck. °

Just a litdle hardern °

It won't hurt you to try it R
Give ita try. o

Don't give up. o

look on the bright gde.

N /

163
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! Need a hand? ? |
| Anything I can do to ? '
*help? !

. Need someone to talk ? |

0?
« Let me help you out. . |
: | Let me know if I can B i
¥ |help. .
164 |, If you like, I could. .. s |
! Il be glad to help. o |

Can Iask a favor? ? )
e
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Dialogue One

A: Need a hand? ?
B: Thank you. This copy - o
mac hine doesn’twork. 165

A Let me see. [ think it
ran out of paper. -

Dialogue Two

A: Is there anything 1 ?
can do to help?

B: Yes, thank you. 1
don’t know how to fill
out this form.

Dialogue Three

A You look gloomy to—
day. Need someone ?
to talk to?
B: Rainy days get me
down. Idon’t feel like
doing anything today.
Dialogue Four

A: Let me help you out.

B: Sure, ifyoudon’t mind.



A: Ofcourse Idont mind.
B: Can you help me print

this?
Dialogue Five
A: Can we meet on next
week?
B: I'd like to, but I've got
so much to do. o

A: Don’t worry. I'm sure
youll get caught up. o
If you don’t finish it by
the weekend, please

let me know if I can

help.

Dialogue Six

A: Oh no! It’s raining R
again.

B If you like, I could
¥ gwe you a ride home.
166 A: That would be very
kind of you.
Dialogue Seven
A: What’s wrong?
B: This machine doesn’t

work. Can you help
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S

me?
A: Sure, Ill be glad to s o
help.
Dialogue Ejght
A: Can Iask a favor? ?
B: Sure. What is it? o ?
167

A Would you copy these *
papers for me? ? :
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a
- () mAHE

getcaughtup - s
( )T, catch up -

have to work hard to catch up.

o

Do you mind ifl ask you a favor?
?
May | ask you a favor?
?
Would you give me a hand?
?
Would you please help me?
Would you mind giving me a hand?
?

Could you help me out?

\ May | ask you something?
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Unit 9

R

Dialogue One

A:

I

Could you come to my
office for a while?
OK.

» St down, please.

Thank you.

: You were late this mo-

. ) 2
rning, werent youf

. Sorry, Twas caught in

a traffic jam. So lwas
late .
This s not the first

time, is it?

© No, it’s not. I'm sorry.

Itwonthappen again.
I heard that you left
early again.

Yes. Because I had

to. ..

Dontgive me excuses.

Part4 M & 2

s
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Youwilbe outof ajob
if it happen again.

Dialogue Two

A: Are you OK?

B: Yes.

A: But you look like the
wind has been taken
out of your sails.

B: The manager just
chewed me out.

A: Oh, really? Why?

B: Ididn’t finish my report
on time.

A: Oh, that was really a
rush job.

B: I feel completely guil-
ty.

A: It wasnt your fauls.
You're new at this.

B: That’s true, but I think
I should take full re—
sponsibility. 1 blame
no one but myself.

A: Cheer up. Youll do
better next time.

B: Thanks  for  your
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e s
encouragement.

Dialogue Three

A: Need a hand? ?

B: Unm...well, yes. —  ee o

A: What’s the problem? ?

B: This copy machine o
doesntwork. *171

A Letme take alook at i. s N ‘
Well, its outof paper. s o

B: Thanks a lot. Can lask .
a favor? ?

A: Sure. °

B: Could you staple these o
together?

A: No problem. It seems o
that you're very busy. -

B: Yes. Ive got so much s .
to do.

A: Ifeelsorry for you. -

B: I think I need more 5
help.

A: Well, you can count N o
on me.

B: That’s very kind of you. o

A Don’t work too hard. .

Let me know if there is



anything I can do. .
B: Thanks a lot. T will

172



Part 5 FHERINS,



rrrrrrrrrrrrrrrrrrrrrrrrrrrrrrr >

Unit 1

raise you promised me? ?

When will you give me a

i What about the pay R
" raise? ?

| He got a pay raise. -

How can I make a lar-

174 « ger contribution to our ?

| company?

\I want a promotion. o
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Dialogue One
A: Mr. Johnson, Iwould s

like to discuss some— o

thing with you. 175
B: What can Ido for you? ? *
A: Well I've been working 3

here for three years s .

and I'm supposed to

get a raise.
Dialogue Two

A: What about the pay s
raise you promised ?
me?

B: Well, when was the

last time you got a ?
raise?
A: Two years ago. o

Dialogue Three

A: When will you give ?
me a raise?

B: Well, let me think about B
it.
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A: I do appreciate your

time.

Dialogue Four

A: He got a pay raise.
B: Yes, his pay is two

and  half times as

much as mine.

A: And my pay is only

one third of his.

Dialogue Five

A May I have a word

with yow, Mr. Smith?

B: Sure.

A: How can I make a

larger  contribution

to our company?

B: Well, you're thinking

positwely about what
you want and you
have a concrete goal.
Good! Let me think

for a momenit.

Dialogue Six

A: lwant a promotion.
B: If you were not Mike’s



S

sister, we'd have fired
you months ago for o

your bad attitude.

A: What bad attitude? ?
B: OK. Let me remind s B
you.

- () HAT#HE N

. He rmised his

voice to make himself clean
°
She mised many dogsin herhouse.
o
How can | make a larger contribution to

ourcompany? (

?) .

° s B
° Iwanta

promotion. ( .) lneed a rise. (

Part5 #Wmniv i
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Unit 2

Congratulations ! !

|

| Congratulations on your —  «weeee
!Allow me to congratu— !
|

late you.
v Let me congratulate you — eeees
on your. ..

: | Please accept my -
¥ . hearty congratulations.
178 | I'd like to be the first to 5

' congratulate you.
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Dialogue One

A: I'm going to be sent
to Britain to study.

B: Congratulations! I'm ! 179
very happy for you.

A: Thank you. I'm afraid
I have to study even
harder.

Dialogue Two

A: Congratulations on o
your promotion.

B: Thanks a lot. It was
quite a surprise.

A: Youwe done excellent
work. It was well de —

served.
Dialogue Three

A: Youwon the firstprize.
Allow me to con— !
gratulate you.

B: Thank you.
A: Your painting really !



was the best one.
Dialogue Four

A: Let me congratulate
youw on your new son.

B: Thank you. Twas hop - o
ing for a boy.

A What’s his name?

Dialogue Five

A: I'm going to Paris next
week.

B: Really? 9

A: Yes, Ive already got
the  passport and
visa.

B: How lucky you are!
Please accept my

hearty  congratula—

tions.
Dialogue Six
180 A: My book was pub—
lished.
B: Really? I'd like to be ?
the first to congra- °

tulate you.
A: Thank you. °
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i wish you succeed. !

Il hope everything goeswell o
All the best !

Have a pleasant holiday. !
Good luck with your .. ceeeee o
Best wishes. o

Every success in your new pbl

1
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S RRAGE ——— —.

\.

‘' It’s a great honor to be e , |
following in your foot— o
| steps as. .. |

. This promotion came as s
| quite a surprise. |
"It was quite a surprise o |
: for me to get this pro—
¥ Imotion. |

182 . I'd like to thank ... for e |

" Twon’t let this promotion |
change me. 5 '
| Twon't let this promotion |

. go to my head. R /
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Dialogue One

A

B:

C ongratulations on
your promotion.

Thank you. It’s a great
honor to be follow—
ing in your footsteps
as the sales man—

ager.

Dialogue Two

A

May I offer you my
congratulations on
your promotion?
Many thanks. To be
honest, this promo—
tion came as quite a
surprise.

You're efficient. You

deserve il.

Dialogue Three

A

Youre going to take
charge of the engi—

neering  department

o

Part5 #mawd
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next month, right?

B: Yes. It was quite a .
surprise for me Lo °
gel this promotion.

A: Youwe been working
hard for . Congratu— !
lations |

B: Thanks a lot. o

Dialogue Four

A: Congratulations, Nick! !
Youll be the manager
next month.

B: Thank you. Id also B
like to thank you for
your kind help and
hard work.

A: Dont mention 1.
Dialogue Five
» A: Congratulations! !
184 B: Thank you. B
A: You're amanagernow.
B: Twon't let this pro-—
motion change me. o
Dialogue Six
A You will be the head



S

of the sales depart—
ment. Congratula— !

tions !
B: Thank you. Twon’t let o

this promotion go to o

my head.

- o N

(o) AHE

follow in one's footsteps

s

R as, follow in one'sfootsteps

go to one'shead

s s s

The promoton didn't go to his head, and
we're still the best fiends.

Part5 #Wmniv i
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Unit 4

| ...got promoted. e . |

i ...was promoted to...  cereee eeeees i

v ...worked his way up e R

| to the top. |

C..was demoted. e R

!, i transferred from  eveeer eeees senens |

e oo

! There will be personnel — -+ . !

:4 I‘changes... J
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Dialogue One
A: Have you heard that ?
he got promoted?
B: Oh, really? , ? *187
A: Yes, he is going to be s 1
the new office ma- o
nager.

Dialogue Two

A: Nick was promoted o

to general manger.

B: Yes, he is a self s o
made man.
A: Yes, he s broght s

himself up through the -
ranks through hard
work.

Dialogue Three

A: He went from rags to -
riches.

B: Yes, he has climbed s
the ladder of suc— 5

cess.



A: He worked his way
up to the top. I'm
very proud of him.

Dialogue Four

A: Mike was demoted.
B: Why? He is efficient. ?
A: I have no idea. His

demotion  surprised

many.

Dialogue Five

A: Tl be transferred
from the head office
to a branch i

Malaysia next week.

B: Really? Your transfer ?
is so sudden.
A: Yes . I dont have .
: enough time to pre— -
¥ pare.

188 Dialogue Six
A John told me that

there will be per—
sonnel changes in
Marc h.

B: Idoubt i



S

A: And he said that you

will replace him. N

B: Ii’s too good to be 5
true. I don’t believe B
i.

a o0 )
(o) RAT#HE

promote ° s ”,

,promote

s s . This organizaton is working

to promote friendship between nations.

( ) , . The publicity

campaign aims to promote the new book.

- ° /

189
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Unit 5

Edison ? )

| ...resigned from his = eeeee N i
' post. .
| ... quit the job. — eeeees R |
i ...quit all of a sudden. ~ ------ R !
. The boss has asked for . !
| his resignation. |
' ...quit because...was JERTPITN ,

: | not satisfied with ... .

x ipuy-

190 ... have the option of  ------

.

l resigning or being fired. o
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B s
Dialogue One
A: Do you know that Ella ?
resigned from her
ost? 191
P 4 *
B: Why? She is the har- ? ;
dest-working person 5
here.
A: She’s been offered a
job with higher pay. .
B: Ireally envy her. o

Dialogue Two

A: How’s business? ?
B: Iquit my job. o
A: Oh, really? s ?
B: Yes, lwas told that if

I wanted to stay, 1
would have to accept
a demotion.

Dialogue Three

A Joey quit all of a o
sudden.

B: Everybody was sorry



¥
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A

to hear about his res—
wgnation.

He’s a good guy.

Dialogue Four

A: The boss has asked
him to resign.

B: It sounds fishy to me.

A It’s true. I got the in—
formation from a reli—
able source.

Dialogue Five

A Mary quit because
she was not satis—
fied with her pay.

B: It has nothing to do
with me.

A: Oh, Isee. You don’t
get on well with her.

Dialogue Six

A: Wewve been urged to

restructure.  Ill  be
le aving next month.
That’s unfortunate.
Yes, but I have the
option of resigning

or being fired.

o



S

e (o) RATHE

quit_quite quote
quit . - R . ”
had enough, so | quit s
quite s : s s 7,
quite right. | cant agree more.

He quoted the reportin hissgpeech.

fishy s

s s

rather fishy going on in the company.

\ o

quote . .

. There's something

/

193
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Unit 6

! Louis fired. e B |
| c.owas laid off. e . '
..became a target of - B !

| restructuring. |

. plinary dismissal. |

recewed a disci— e .

| ...was fired form his - R '
.+ job. !
¥ | The firing is unfair. . J

194 . _
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Dialogue One

A: Our boss has been
fired.

B: You're kidding! ! 195

A: That’s the honest truth. B

Dialogue Two

A: Have you seen Jack ?
recently?

B: Not really. It heard o B
that he was laid off.

A: It cant be! !

Dialogue Three

A: Youdon'tlook like your- s ?
self. What’s wrong?

B: Ibecame a target of -
restructuring.

A: How come? You're a ? °
good person.

Dialogue Four

A: What's wrong with ?

Andy?

B: He received a
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A:

disciplinary dismis -
sal because he ob-—
jected to his boss.

Ireally symp athize with

him.

Dialogue Five

A: How have you been
doing?

B: Not good. lwas fired
form my job.

A: I'm sorry to hear that.

Dialogue Six

A: Why are you so an—
gry?

B: lTwant to sue the com-

pany for the dis—
missal. The firing 1is

unfair.



S
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lay off “ ( )7, R

~

lay

lay asde . . . You should

try to lay asde a few pounds out of your

wages each month.

°

lay out . ., . The house islaid

outin a European style.

\ o

J

S

197
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Unit 7

AR YE

Dialogue One

A

=

S

. Mr. Black, Twould like
to discuss something
with you.

. What can Ido for you?

: Ive been working here
for five years and I'm
supposed to get a
raise.

c Hmmm, when was the
last time you got a
raise?

. Two years ago.

. Well, let me think about

it.

I do appreciate your

time.

Dialogue Two

A

 John, I heard that

youre going to be in
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S S

charge of the sales

departme nt. Is it
true?
. Yes, butithas notbeen s o

announced.

Congratulations !
Many thanks. To be o s *199
honest, this promo-— B 1

tion came as quite a
surprise.
Youre efficient. You s .

deserve il.

» It’s very kind of you to o
say so.
Have you seen Nick ?
recently”?
Not really. 1 haven’t s B

seen him for a long

time. How is he? ?

He was promoted to o
general manger.

Oh, really? s 9

Yes, and he got a s o
pay raise.

He is an ambitious 5

man.
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A

Yes, his pay is three
times as much as

mine.

Dialogue Three

A:

You don't look like yo-
urself. Whats wrong?

s Llost my job.

How come? You're a
good person.

I was fired from my
job because I object—

ed to my boss.

cIreally sympathize with

you.

. What about you? How’s

business?

c L quit my job.
© Oh, really?

Yes, ITwas told that,
if 1 wanted to stay, 1
would have to accept

a demotion.

B: That’s unfair!

=

. What bad luck!

Let’s take our minds

off work.

o

’



Part5 #Wmniv i

A: How about a drink? ?
B: That’s a great idea. 5

S S

201
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Unit 1

( 1)) ,

+ We have a meeting... —  ceeees

o
| Let’s call the meeting to o |
i order. '
. We are here today to e |
| discuss. ..

' The purpose of this e

meeting is. ..

‘4 | To discuss this matter, -
. I'd like to call on. .. B
204 \ /.
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Dialogue One

A

A:

. We have a meeting
at three this afier—
noon.

But the manager is
not here.

I know. We'll wait till
3. 15 and then start.

Dialogue Two

A

A

Okay, it’s 8:00. Let’s
call the meeting to
order.

Would you walk ws
through the key points
of the financialreport?

Sure.

Dialogue Three

A

Youwve all looked at
the reports given to
you a few days ago.
We are here today to

discuss whether we

Part6 ®# & iti®
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should continue with
this plan.
B: Idon’tthink we should.
It’s bad for the envi—
ronme nit. o

C: lagree completely.
Dialogue Four

A: Good morning, every-
body. Thank you for -
being here. The pur—
pose of this meeting
is to vote on this pro—
posal.
B: But we don’t all agree
on this matter.
A: Yes, but we have to N
reach a consensus
: today.
x Dialogue Five
206 A: Id like to call on Mr.
Roberts to discuss
this matter.
B: Thanks, Sara. Now,
let me bring your at—

tention to what I see
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as the main issues.

Firse... e

~ () RAHE )

walk sb. through sth.

. walk through - (

.

I'd like to calla meeting for. ..

o

The meeting’'s rescheduled for. ..

Please notify everyone the meetng iscan—
celled. °

We're having an impromptu meeting!

!

ltsan al-handsmeeting. .

Before | begin, lets make it clear that its
only a non-formal talk.

lets go over the minutes of last Friday's

meeting. o

Ineed an acton plan fornext Wednesday's

@eﬁng. °

ld} m///////

207
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Unit 2
, agenda
agenda, “ —
A RRAGE
v We have...items on  eeeess B
| the agenda today.
iLet’s change the sub-— .
. Ject.
| Hand out the agenda
* before the meeting. o
| These are topics relat—
i ing to this matter. o
34 . We'll consider the de— 5
| tails later.
208 * Let's move on to the o

next topic.
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Dialogue One

A

A

. We have wwo items
on the agenda to—
day.

The first is whether it
will be hard for us to
do business in
Shanghai.

The second is how to
sell in that market.

. I think we need to do
more research. We
might get some ideas
from analyzing  the
market further.

: lagree.

Dialogue Two

A

We're getting nowhere

with this discussion. .

B: Yes. Let’s change the

subject.
. But we have not come

to a solution.

Part6 ®# & iti®
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Dialogue Three

A: Mary, can I see you

in my office for a

minute?

. Sure.

. Would youplease hand

out the agenda be—

fore the meeting?

B: OK. Twill

Dialogue Four

A: These are topics re—

lating to this matter.

What’s your opinion?

B: I think we should
conduct some market
research before dis—
cussing these topics.

Dialogue Five

A: Before making up your

210

mind, please gie
careful consideration

to the matter.

B: That’s right. We'llcon-

sider  the deails

later. Let me outline
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my plan first.

Dialogue Six

A

Wewe come to an
impasse in this dis—
cussion.

Let’s move on to the
next topic then. [
hope we can make a

new proposal.

Part6 # &
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To begin with, I'd like to make a brief in—

troducton of the cument market stuaton.

I'd like to begin by teling you about the
latest development of the market.

First, let me outline the cumrment problems

we are facing.

o

I'd like to look at the causesof the. ..

I will go on to describe the main features
later o
After that, we'll try to find out the ways to

solve these problems.

o

212 Il spend a few minuteslooking atthe other

methods available now.

o

Following on from there, Il suggest some

\fﬁble solutons. R /
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Unit 3

s brainstorm R

The controversail point e

Lis  getting  off the -+ -
subject. 5
Geiting back to the !
point.
Get to the heart of the !
madtter.

...debated the matter. -+ .

horse. 5
I want to present my o

opinion.

|

|

|

|

|Slop beating a dead
|

|

v Let’s resume the dis— e .
l

cussion. . . }



Dialogue One
A

The  controversial
point is whether we
should raise prices.
We might make more
money, but only if we
dontlose customers.
Yes, its a double-
edged sword.

Dialogue Two

A

¥

You are getting off
the subject.

© Oh, I'm sorry. lwant-

ed to say I was really
disappointed with

your proposal.

214 Dijalogue Three

A

Sorry to interrupt, but
could we get back to
the point.

Oh, I'm sorry. I got
off track.
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Dialogue Four

A Allthese statistics don’t
make any sense. We
need to get to the
heart of the maiter.

B: You are missing the
point.

A: Ithink you should just
gwe us the bottom
line, and not waslte
time with all these
details.

Dialogue Five

A: We have already de—
bated the matter.

B: But these topics are
related to the prob—
lem.

A: Stop beating a dead
horse, OK?

Dialogue Six

A: lwant to present my
opinion.

B: OK. Please, go

ahead!

Part6 ®# & iti®
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A:

I think it doesn’t pay f
we spend so much on
ads. It will be the

media that makes the

biggest profit.

Dialogue Seven

A

I suggest taking a
break. Some of us
are  having trouble
concentrating.

OK. Let’s resume the
discussion this after—
noon.

I hope we can solve
this  problem  this

afternoon.
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= P anm )

Now lets move on to the nextissue, which

If you'll allow me, let me go on to the
queston of. .. P

°

There remains only the question of. ..

What shall we discuss next? | suggest we
have a word about. .. ?

Ne xt, we'd like to hear the comments by
everyone presentatthe meetng.

°

Now I'd like to tum to...

= y

ld} m///////
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Unit 4

S RRAGE —.

. It’s going to be a long

| meeting.

' He drew the meeting

| out.

i The meeting is dragging

. on.

| It would be a waste of

. time to prolong the

¥ !meeting.

218 | The meeting took ...
" more than it was sup—
| posed to.

.
This meeting is time-con-

L 4

o

\
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Dialogue One

A

B:
A

It looks like it’s going
to be a long meet—
ing, doesn’t it?

I'm afraid so.

That’s too bad! Il be
late for supper again.

Dialogue Two

A

He drew the meeting
out as long as possi—
ble.

That’s right. He al—
ways beats around

the bush.

Dialogue Three

A:

B:

Can I speak to Mr.
White, please?

Sorry, he is still in a
conference. He should
have been back by
now, butthe meeting

is dragging on

Part6 &
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longer than usual.
A: OK. Tll call him to mo-

rrow.

Dialogue Four

A: He’s getting sidetrack- o
ed again.

B: Yes, he often goes off s
track.

A: That’s why I think it
would be a waste of
time to prolong the
meeting.

Dialogue Five

A: What time is i? ?
B: It's 5 sharp by my 5
watch.

A: Gee!l The meetingtook !
an hour more than it 5

¥

was supposed to.

220 Dialogue Six

A: Tve gotan appointment 7
at7.

B: I'm afraid you’llbe late.

A: I think you're right. -

These meetings are
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time-consuming.

(= (5 mATHE )

bush . beat around *221
the bush R

R beatabout the bush,
sharp . N .
o sharmp s
R , . a shamp knife
, .a sharmp um
, .a sharp whiste

. . Sharp selling stategy
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Unit 5

s presentation

s presentation )

R ARRAGR N\

What’s your opinion? ?
You are wrong from my s o
point of view.

.idea is rational \irra— -+ \

This suggestion is con— -

structe.

|

| ..

i tional. R
|

i .opinion is logical. o e
| "

he statement is ab— o

222

. Stract.

| ...viewpoint s too  eeees -
' stereotypical. |
The explanation is con— o
l\tmd'wtory.
N e e e



S S

Dialogue One

A: Wewe heard from
everyone else. What'’s
your opinion, John?

B: I think we must be
aware of the threat we
Jace.

A: I agree. What’s your o
analysis of the threat
we face?

Dialogue Two

A: You are wrong from
my point of view.
The idea is irra—
tional.

B: Youre missing the
point. Let me make
myself clear.

A: I think I understand
what you mean, but |

still dont agree.

Part6 # & it 12
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Dialogue Three

A:

B:
A

This suggestion is
constructive, isnt it?
I think so.

Good. Then its de-—
cided; we should fol—
low this suggestion.

Dialogue Four

A: His opinion is logi—
cal, but the state—
ment is abstract.

B: Yes, it’s difficult to
understand.

A: He should giwe us
some concrete exam—
ples.

Dialogue Five

A: I think his viewpoint
is too stereotypical.

B: But his opinion seems
objective to me.

A: Idont agree.

Dialogue Six

A: It’s obvious that the



S S

explanation is con— o
tradictory.

B: You're right. I can’t R
Jollow his logic. o

- o )

() miHE

May | interrupt you a moment?
?
If you don’t mind, may | say one word
here? ?
Just a moment, please. Allow me to say
something here. \ °
Sorry to intermupt you, but will you first let us

know youridea of...?

s
...... .

Excuse me forinterruptng you. | hope you

will explain yourselfin more detail.

N ° J

Part6 # &
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Unit 6

) )

the lion’s share

. have both strength
and weakness at the
momeni.

.weakness lies in the
market penetration.

. marketing isnt ef—
fective enough.

.must put more effort
into advertising.

. have a much more
impresswe dealer net—
work.

.are doing well in

product development

L 4

RRAGE —.

\
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...products are more - .

expenswe.

Part6 &

| |
i ...products are less  eee- R !
. altractie. I
| .should cut down on -+ . .
' expenses. |
| .ought to keep the — - . '
Lpril:e low !

___________________ .

Dialogue One

A We must know how
we stand in the mar— s
ketplace in order to o
keep our lead.

B: I agree with you. 1 s
think we have both
strengths and weak— 5
nesses at the mo-—
ment. One of our
weaknesses is a lack o
of market penetra—

tion.

ld} m///////
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Dialogue Two

A: [ think our marketing

isn’t effective enou-
gh.
How do you think we

could improve?

In my opinion, we

must put more effort

into advertising.

Dialogue Three

A:

They have a much
more impressive

dealer network.

B: But they have their

A:

own weaknesses at
the moment.

You mean. ..

Dialogue Four

A

We are doing well in
product develop—
ment now.

But our marketing is
not as effective as our

competitors .

. L think you're right.
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Dialogue Five

A

 How would you des-

cribe their weakness—
es?

B: I think their products

are  more expen —
siwe . But their pro-
ducts are less at—

tractiwe.

Dialogue Six

A

2 In terms of after-sal-

es, we have an ad—

vantage. But we still
have some weak—

nesses now.

B: That’s right. We have

the lowest profit of

anyone in the market.

A: So we should cut
down on expenses.

Dialogue Seven

A: I think our problem is

that we have a strong
product but we

havent achieved the

Part6 ®# & iti®
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sort of market pene—

tration we need.

B: You mean we ought

to keep the price
low?

. Yes, our business

plan should focus on
dominating the mar—

ket.
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- T

cut down on sth.
”, cut sth. down, cut
sth. down - ”, . Bob

cut down a tree. °

Will you explain what you mean?

Could you be more specific?

?

Will you sow down a bit? | can’t follow
you. R o

Sorry. | don't understand what you say.

I'm sorry | didn't catch your meaning. Wil
you say it again? s .

Will you repeat it, please? 5

?

| beg your pardon? .

Would you mind saying it again?

N /

ld} m///////
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Unit 7

We can cope with the

malter.

We should consider this

a serious problem.

This  job should take

precedence  to  any

other.

We should come up

with a plan to address

the root of the problem.
.reaction to the mat—

ter is to. ...

These are just stopgap

measures.

It isn’t the right move for

\this s ituation.

L 4
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Dialogue One

A

: It’s another crisis!

B: I think we can cope

with the matter. We
have gone through a
crisis like that before.
. But this time it’s much
worse than I had ex—

pected.

Dialogue Two

A

Some industrial was t-
es were dumped near
our  factory. We
should consider this
a serious problem.

» lagree. Ill take it into

consideration.

Dialogue Three

A

I think we should
make great effort to

develop products.

B: I don’t agree. I think

Part6 # & it 12
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A

B:

we should start a
large-scale promotion
soon. This job
should take prece—

dence to any other.

Dialogue Three

What do you think of
these proposals?
I think these are just

stopgap measures.

L couldt agree more.

We should come up
with a plan to ad-
dress the root of the

problem.

Dialogue Four

How do you think they
will react to our ac—
tion”?

Their reaction to the
matter will be to stay
put, and wait for us to

make the next move.

Dialogue Five

A

Many companies are
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S S

spending a lot of o
money on ads when

they produce a new

product.
B: Yes, I know, but I
think it isn’t the right B
move for this situa— 235
tion. *

A Why not? ?
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& Humsnr

cope with , ( ),
deal with,
| ystdealt with an awkward stuaton.
o

| think | have made itvery clearthat. ...

You said just now that... —  eeeees

Eadier, you mentoned that...

A momentago, you mentoned something
about... e

Aslsaid justnow... e
* Correct me if 'm wrong, but weren't you

suggesting that. .. ? .

e )

236
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Unit 8

237
*

B .,,, %*A a-ﬂ T T T —~.
[ \
. Let’s vote on it R

| ...abstain from voting. ~ ---e-- R

" Those i the affirma— R

| tive, please raise your

i hand.

. Those opposed, please .

| rise.

" There are...in the af— - , e

| firmatiwe, and...in the o

negatwe.
The  affirmative /nega— \ -

|

| twe has i.
" Following the majorit
| g joruy

decision is fair. s
| If nobody wants to add s

" anything, we can draw o

the meeting to a close. }
.
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Dialogue One

A

B:

There is some oppo—
sition to the proposal.
Isee. Let’s vote on

it.

. Maybe that’s the best

way to make a deci—

sion.

Dialogue Two

A
B:

A:

Were you for it?
Well, actuwally, I ab-—
stained from voting.

Oh, why?

Dialogue Three

A:

Those in the affir—
matiwe, please raise
your hand.

I'm all for the propo-
sal.

I'm afraid I object to
his idea.
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A. Those

please rise.

B: I maintain a neutral

opposed,

position. Are you

against it?

C: Well, I am in favor

of his proposal.

Dialogue Four

A:. Her proposal had

both strong supp

or-

ters and detractors.

B: Yes. There were ten

in the affirmative,

the

and nine in
negative.

Dialogue Five

A: We ve reached a
decision.

B: Really?

A: Yes, the affirmative
has it.

Dialogue Six

A: Iagreed with him on

this matter.

B: But  following

the

10

Part6 ®# & iti®

239



240

majority deciston 1is o
fair.

A: Isuppose.

Dialogue Seven

A: Does anyone have
something to add?

B: Not really. o

A: If nobody wants to

add anything, we
can draw the meet—

ing to a close.

-

& nnns

for against

vote

ballot
| balloted foryou.
abstain

s s

o

tld my fatherto abstain from wine.
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Unit 9

Y2

Dialogue One

A

We have a meeting in

10 minutes.

B: But Greta is not here
right now.

A I know. We'll wair till
10: 15 and then start.

B: Oh, there she is.

A: Okay. Lets call the
meeting to order.
Michelle, hand out
the materials please.

C: Okay.

A: We are here today to
discuss whether we
should carry out with
this plan. What are
your opinions on this?

D: I think we shouldn’

adopt this plan. It is

10

Part6 &
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E:

G:

bad for the environ—
ment. What we have
to do is quite clear.
lagree completely.
What are your opin—
ions on this, Angela?
I'm sorry, but I can’t
agree with that.

What’s our best cour-
se of action here?
Can we find a way to

prevent this?

Dialogue Two

A

Good morning, every-
body. Thank you for
being here. The pur—
pose of this meeting
is to discuss how to
increase sales.

We are doing well in
product develop ment
now. But ourmarket—
ing is not as effective

. >
as our competuors .

o1 agree with you. 1

think we have both
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strength and weak—
ness at the moment.

21 think our products
are more expensie
and less attractive.
Yes, and we haven’t
reached out annual
sales target.

oI think we should
make a marketing
strategy.

» lagree 100 percent.

. 1 think the company
should give incentie
pay to good sales
agents.

: 1 agree completely.
Monetary rewards will
motiwate them to work
hard.

oI think that’s right,
too.  People need
motwation to work
hard.

Well, that's a wvery

good point. I'd also

Part6 # & it 12
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| (6ABEEETRAT £,

like to add that I'm
sure the sales will
start to recover with
effective advertise —

ment.

. That’s right. If the ads

are good enough,
even average pro-
ducts sell well.

'm sorry, but I don’
agree with that. In my
opinion, advertising
gimmicks don’t work
in the long run.

But experts believe
that advertising is a
good way to condition

people’s mind.

. Many comp anies

spend a lot of money
on ads when they in—
troduce a new pro-
duct.

Wewve spent so much
on advertisements but

the results are not
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satisfactory.

I think i doesn’t pay
to spend so much on
ads. It’s the media
that  will make the
biggest profit.

What are your opin—

ions on this, Rita?

I think we ought to
keep the prices low.

. But we have the low—
est profiab ility.

. T'think we can’texpect
the sales will be as
high as last year if
we're not going lo
push this product this
year.

. That’s right. [think we
should start a
large-scale promotion
soon. This job should
take precedence to
any other.

OK. Let me take a

Part6 &
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minute to sum up the
main points of the

discussion.
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Unit 1

e-mail

It’s a pleasure to finally
meet you.

Illbe responsible for the
first round of negotia—
tions here.

I want to discuss the
matter of the schedule,
if it is convenient for you

right now.

! I'd be happy to answer

your questions.

v Is there any way of

ls

ensuring we’ll  have

’

L 4
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;- T """ Y

v enough time for our
talks ?
I hope this meeting will
be productive. B
We'll come out from this
meeting as winners.
249
tentative plan now.

It'll be easier for us to

get down to facts then.

I
I
|
! Ithink we can draw up a
|
l~

P92

Dialogue One
A It’s a pleasure to ) !
finally meet you.

B: I have wanted to see

your factory for a long o

time.
A: We canstartoverhere. o
B: OK. Illjustfollow you. o -

Dialogue Two

A: My name s John

Smith, I'm the general o
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manager. [Ill be re—
sponsible for the
first round of nego—

tiations here.

: It’s nice to finally meet

you.

: And I'm glad to meet

you, too.

Dialogue Three

A

lwant to discuss the
matiter of the sched—
wle, if it is conve—
nient for you right
now.

Sure.

The tour should last
about an hour and a
half.  Afterwards, Tl
meet you here. Shall
we say about nine

oclock.

Dialogue Four
A: And now, I'd be happy

to answer yourques -

tions.

o
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B: Is there any way of
ensuring we’ll have ?

enough time for our

talks ?
A: Yes. Here is a copy o
of the itinerary we o
have worked out for 251
you. Would you s ? *
please take a look at
it?
B: Oh, thanks. You'e s N
gone out of your way o
to make thing s

smooth for us, I be—

lieve.

Dialogue Five

A: Wewe arranged our
schedule without any B
trouble.

B: I can see you have

put a lot of time into

it. °

A: Yes . I hope this °
meeting will be pro— o
ductive.

B: We hope so, too. °



A: And we really hope
you'll have a pleasant
stay here.

Dialogue Six

A Welcome to our fac—
tory.

B: Thank you! I'm glad
to be here. And I
hope we’ll come out
from this meeting as
winners.

A: Maybe we could start
with  the Designing
Department. You'll
know more about our
products  after this
vis i.

Dialogue Seven

¥ A: Ithink we can draw

252

up a tentative plan
now. That will put us

both in the picture.

o All right. And wt’ll be

easier for us to gel

down to facts then.



o o
A

- () mH% n

go outofone'sway (to do sth.)

” : 253
*
The shop assistant went out of his way to .

find what the customer needed.

Thats not exactdy whatl had in mind.

Thatsnotexacty whatl wasgetting at

Thats not exactdy what | was thinking
about. o

I'm afroid you misunderstood me. What |

was trying to say was. .. °

- y
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Unit 2

Regarding your ques—

tions, our company has
been in business for. ..
Customer response was
overwhelming, so we
were able to expand
steadily.

Let me show you our
latest products.

It’s only a prototype, but
it’s a prime example of

our future line of smart

\products.
e e e L

L 4

\
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A

In fact, our products are s \

used in one out of ten

households in China. o
First of all, 1 will outline
the characteristics of o

our product.

You must admic this 255
type of feature wil ap— 5

pealto many users.

Theyve been recewed

well, both at home and B

abroad.

The  bottom  line is —  eeeees

Dialogue One

A: Can you tellme some-
thing more about your ?
company?

B: Regarding yourques -
tions, our company 30
has been in busi— o

ness for 30 years.
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Customer response
was overwhelming,
so we were able 1o

expand steadily.

Dialogue Two

A

Could I have your
latest catalogues or
something that tells
me about your com—
pany?

No problem. Let me
show you our latest
products first.

When is this one go—

ing to be on the mar—
ket?

clt’s only aprototype,

but it’s a prime ex—
ample of our future
line of smart pro-

ducts.

Dialogue Three

A:

B:

How are your pro-
ducts selling?
They're selling well
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In fact, our products s
are used in one out
of ten households in o
China.

Dialogue Four

A First of all, I will

. 257
outline the charac— ° *
teristics of our
product.

B: I've read about it, but

I'd like to know more 5
about i.

Dialogue Five

A: You must admit this s
type of feature will s °
appeal  to many
users.

B: The product gives you
an edge over your co- B
mpetitors, I'm sure.

Dialogue Six

A: Is the production line ?
Sfully automatic?

B: Yes . Almost every

process is computer—



258

zed. Allthese articles
sell well. Theywve re—
ceived well, both at

home and abroad.

Dialogue Seven

A

B:

What kind of quality
control do you have?
We believe that the
quality is the soul of
an enterprise. There—
fore, we always make
quality our first consi-
deration. All products
have to pass a strict
inspection before they
go out. The inspec—
tion process is quile
detailed , but the
bottom line is that all
products have to go
through five checks in

the whole process.
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A

- aARE

overwhelming

s s s

.an overwhelming victory o
259
quality certificate *
choice /selected quality ;
good quality

fine quality

better quality

high quality

fair quality

sound quality

best quality

superior quality

common qguality
standard quality

usual quallity

popular quality

average quallity

uniform quallity

prime /tip-top qua lity
first-class/firstrate quality

above /below the average quality

Nl /
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After you have tried it

out, I'm sure youll
agree that this is a very
good product.

You may trust me that
any money spent now
will bring you big profits
in the future.

If 1 were you, I would
book a smaller order as
a trial.

Why don’t you look at it
this way: it’s more ex—
penswe, but much bet—

ter value for money.
.

)



o o
A

o — e — e —— - —  — e — - — - —.
" Idon’t think you should \
miss this opportunity e 5

to. ..

I can’t force you to s
make a deal, but I can

assure you that our o

the competition.

I dont want to sound
pushy, but youll have
to decide soon. B

If I were in your posi—

|

|

|
product has an edge on i *261

|

|

|

\tion, Twould. .. e

Dialogue One

A: After you have tried
it outy I'm sure you'll o
agree that this is a
very good product.
B: How many different
models of this do you 5
offer?
A: We have three o



different ones.

B: Is there much of a

price difference?
Dialogue Two

A: You may trust me

that  any money
spent now will bring
you big profits in the

future.

B: But youre asking too

much for i.

A: Why don’t you look

at it this way: it’s
more expensive, but
much better wvalue

Jor money.

B: Actually, it is more

than we need.

‘4 A: We can offer you a

262

model that is a litle
cheaper.

Dialogue Three

A: We don’t have enough

material on hand to

take care of this.
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When will you have
more?

By the end of next
month.

I'm not sure we can
wail that long.
clflwere you, lwould
book a smaller or—
der.

Dialogue Four

A:

This is a pretty hot

item.

B: Your prices seem a

little high.

A: I dont think you
should miss  this
opportunity to ex—
pand your market.

Dialogue Five

A: Our order specified

“no substitutions”.

B: Butwe were out of the

A

product you needed.
. We just can’t use this

one; it won't work.

263



B: I can’t force you to
make a deal, but I
can assure you that
our product has an

edge on the compe—

titton.

Dialogue Six

A: I dont want 1o
sound pushy, but ,
you'll have to decide o
soon.

B: I'm afraid I can’t gie
you a definite reply o
now.
A: The longer we watt,
the less likely it is that
we wil come up with
: anything.
¥ Dialogue Seven

264 A: If lwere in your po—
sitton, lwould order
a little more.
B: Why? ?
A: We offer a discount
for large orders. The s



o o
A

more you order, the
more you will save.

B: Oh, Isee. s B

~ (5 BAHE ) s

take care of sth. ",

s s

|l take care of marketng. °

| support youropinion. o

I've no ob gction. o

I'm in favor of your proposal.

| think you are right. °

| share yourviews. o

That sounds reasonable. We need to get
the bestposdgble deal. o

o

We are all for your suggestion as to how
... e N

Thats exacty what | think.

N /




R N\ &) AR | | AR O S > >
Unit 4
,
° , we our,
, ,
, . , I
my, , ,

Do you offer any quan— 7

tity discounts?

higher than it was last 5
266 | lime.

Your bid is much higher

than your competitor’s. -

We can offer a ... dis— e ,

count for orders over e s

|
|
|
i This price is quite a bit
|
|
|
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A

If you order in large

lots, we’ll reduce the 5
price.

We can offer a discount

if you would order a bit -
That’s about the best 267
we can do on that. o

Are these new prices ?

'
'
'
more. i
'
'

acceptable?

'

'

'

1

'

'
.

Dialogue One

A: Your prices seem a °
little high.

B: We could offer you a o
discount. How many ?

would you like to or—
der?
A: What is the minimum ?
we would have to or—
der?
B: 500 pieces. 500



Dialogue Two

A:

Do you offer any
quantity discounts?
Yes. We can offer a
10% discount for
orders owver 5,000
pleces.

I'm not sure we can

use that many.

Dialogue Three

A:

This price is quite a
bit higher than u
was last time.

That’s because the
price of raw materials

has gone up.

. But you increased the

prices by about 25%.

4 Dialogue Four

268

A:

Your bid is much
higher than your
competitor’s.

How could that be?
That’s what the num-—

bers show. You are

o

5000

25%

o
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asking for much more

than anyone elso.

B: Tl check back with

my head office for o
you.
Dialogue Five
A: Is this your standard ? ﬁ269
price? :
B: Yes, iiis. 5
A: It seems too high. o
B: If you order in large ,
lots, we’ll reduce the °
price.
Dialogue Six
A: Can you giwe me a ?

discount?

B: We can if you order ,

a little more. °

A: OK, Ilsee what I can N o
do.

Dialogue Seven

A: $44.8 per hundred 100 44. 8 5
pleces.

B: Oh, that’s too high. s N

A: That’s about the best



we can do on that.
B: We'll have to talk it

over some more.
Dialogue Eight

A: Are these new prices
acceptable?

B: I don’t think we’ll be
able to pay them.
Let’s talk about i
some more.

A: We may be able to

work out a better deal

Jfor you.

270
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ceiling price

maximum price
minimum price
average price *271
base price .
rockbottom price
buying price
slling price
present price
original price
ruling price
prevailing price
opening price
closng price
exceptonal price
special price
wholesale price
retail price
market price

net price

cost price

gross price

price perunit
kprice of factory /
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Unit 5

I'll have to check with my boss. (

o)’

‘ Ill have to check with

my boss.

I cant make a decision
right now.

ljust need some time to
think it over.

We are still a little un —
sure about the pros-
pect, though.

‘m afraid | can’t gwe
you a definite reply

now.

' There are certain points

that T'll have to consider

l\very care fully.
- - YL

RRAGE - ——— - — .

\
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A

................... -
. That may well be so. s .
| I'm not sure. 5 !
i I can’t say for certain - |
! off-hand. '

273
*
Dialogue One
A: We had expected 5
much lower prices.
B: I cant make a deci— °
ston right now. [Tl o

have to check with
my boss.
A: Let me know as soon o
as you get an an—
swer.

Dialogue Two

A: I can assure you the
prices we offered you o
are very favorable.

B: But the market prices
are changing frequen- o

tly. Tjust need some o



274

time to think it over.

Dialogue Three

A: I think a joint venture

would be beneficial to
both of wus. Please
give us your proposal
if youre ready for
that.

We are still a little
unsure about the

prospect, though.

Dialogue Four

A: We are always willing

to  cooperate  with
you, so we’d like you
to consider our re—
quest once again.

Yes, I will But I'm
afraid I can’t give
you a definite reply

now.

Dialogue Five

A: Is the method of pay—

ment acceptable for

you?
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B: I need more informa— 5
tion. There are cer— °
tain points that Tl
have to consider

very carefully.

Dialogue Six
A: Is there any chance *275
that we can find you a ? :

substitute for this?

B: I'm not sure. Ill have N
to check with our en— 5
gineers. Why don’t s
we talk again tomor—
row?

Dialogue Seven

A Would it be too much
to ask you to respond ?
to my question by this
Wednesday?
B: Ican’t say for certain o
off-hand. Ive got to
report back to the o
head office.
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- (o) BHE \

consder think about_think over

s

;think about ;think over

consder

o

I don'tlike the idea ofsubsttuting. .. forthe
porton undelivered.

o

I'm totally against the proposal of. ..

o

| don't think thats the way with it

| don't think we can accept those tems.
I really think this price istoo high.

Ourorder gpecified “no substtutons”. We

just can’t use thisone.

N | /
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.is beyond my nego— - i

tiating limit.

.is not acceptable to e -
me.

ve been instructed e

to. ..

alterations you want to -
make to the contract.

These terms are inter— s
national practice. We -

can’t change them.

Ican’t bring those num-—

|
|
|
|
We can’t agree with the i
|
|
|
bers back to my office. o i

We suggest a compro—
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Dialogue One

A 25% is beyond my 25%

negotiating lim it.

Can you make an-

other offer?
B: I don’t think I can

make any changes to

our offer right now.

Why dont we talk

again tomorrow?
A: Sure. °
Dialogue Two

A: Your price is not ac—
ceptable to me. It
would be very difficult
for us to push any
sales 1if we buy it at

278 this price.

B: Well, if you take
quality into consider—

ation, you won'’t think o

our price is too high.
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A: Tve been instructed s

to reject the numbers o

you proposed.
B: That’s too bad! Per— !

haps we can try to o

come up with some—

thing else. 279
A: Lhope so. B
Dialogue Three

A: We can’t agree with
the alterations you o
want to make to the
contracl.

B: We have some differ—
ent opinions about the o
contractual obliga—
tions of both parties.

A: But these terms are s
international  prac— o
tice. We can’t chan-

ge them.

Dialogue Four

A: I'm sorry to say that s s
your price has soar- 20%

ed. It’s almost 20%



280

higher than las t

years.

B: We're sorry, but we ve
had to increase our
prices on this item.

A: But I cant bring
those numbers back
to my office.

Dialogue Five

A: What’s your best price
for that item"?

B: The unit price is
$29.50.

A: I think the price is a
litle high, can you
offer us a price
break?

B: I'm afraid we can’.
$29.50 is our rock-
bottom price.

A: We suggest a com—
promise—$ 20.

B: Thats a big change

Sfrom $29.50! It’s not

acceptable to us.

29.50

, 29.50

29.50

o

20
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A
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rock-bottom - ” lowest

point, price a ”

“ 281

It is beyond my negotating limit.
It is outsde where | can go.
It is beyond the limits of what | can dis—

cuss.

°

K It is not acceptable to me. y




Unit 7

s ? : Let’'s com—

promise. ( o)

RRAGE — — ——— ~

.

Let’s meet each other 5
halfway.

, .
Let’s compromise. o

If you can. .., Ithink we e R
can discuss this further. N |
‘m sure there is some o

room for negotiation. |
'

We are always willing to |
cooperate with you and

282 | ’
if necessary make some o

concessions.
We are prepared to re—

consider amending the B

conltract.
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A

. If you want to make any

|changes, minor alter—

ations can be made B

Dialogue One

A: We're not going to be

able to agree on the o
price.

B: Let’s meet each N
other halfway. We 5% -
can gwe you a 5%
discount.

A Is that all? ?

B: Yes, that is the best s
we can do. o

Dialogue Two

A: I think I have a pro- -
blem here.
B: What is it? 7

A: I dont think we’ll be
able to pay these 5



prices.

B: Let’s compromise.
Dialogue Three
A: If you can offer the

same price as last
time, I think we can
discuss this further.
B: I'll have to check with
my boss. [l let you
know as soon as I get

an answer.
Dialogue Four

A Is the price nego-
tiable?

B: I'm sure there s
some room for ne-—
gotiation.

A: Good. Let’s see if we
can work it out to your

284 s atisfaction.

Dialogue Five

A: We'd like to clear up
some points connect—
ed with the price of

the contract.
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B: If you have any com— s
ment about these s 5
clauses, do not hesi—
tate to speak up. We

are always willing to ,

cooperate with you o
and if necessary *285
make some conces— ‘
sions.

Dialogue Six

A: 1l stll have some
questions concerning -
our contract.

B: I'm very willing to an—
swer any questions o
you may have. And
we are prepared Lo o
reconsider amend—

ing the contract.
Dialogue Seven

A: Do you think there is ?
something wrong with
the contract? If you ,
want to make any

changes, minor o
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alterations can be
made then.

We don’t have any
problems  with  the
contractual ob ligations
of both parties, but
we’ll have to discuss
the total  contract

price.
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A

- mARE

We suggesta compromise. ..

...... 287

If you can..., | think we can discuss this
ﬁJr—qur. ......

If you can..., maybe we can talk more
about this. e o

Ifyou can..., we may be able to agree to

whatyou're proposng. e

Ifyou can... perhapswe can discuss this

more.  eeeees .
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L 4

Is the contract accept—
able now?

We cant sign the con—

tract yet.

We need to make some
changes to this con—
tract.

We have agreed on all
of the terms in the con—
tract. Shall we sign u
.?

Are you ready to sign?

Who is going to sign the

contract for your side ?
.

B S S



o o
A

+ Where do you want me ? .
| to sign? |
 Just sign there on the .
! bottom. !
| Here’s my signature. - |
v Here’s your copy of the o b
Icontruct. I *289

Dialogue One

A: Is the contract ac— ?

ceptable now?

B: Yes, [Ithink so. .
A: All we have to do is
sign the contract. .
B: Yes, we can do that .
at the next meeting. o

Dialogue Two

A: We cant sign the
contract yet. We °
need to make some °
changes to this

contract.



B:

A

Can we do 1 right
now?

No, I don’t think so.
May I'suggest that we

continue tomorrow?

Dialogue Three

A

Is there anything else
you want to bring up
for discussion”?

We have agreed on
all of the terms in
the contract. Shall
we sign it next Mon—
day?

Fine. Lets get to—
gether again  next

Monday.

Dialogue Four

* A
290
B:
A:

Are you ready to
sign?
Isure am. Where do
you want me Lo
sign?
Just sign there on

the bottom. Here’s a
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pen.

B: Thank you. o
Dialogue Five

A: Here are the two orig-

inals of the contract o
we prepared.  The

. 291
contract contains ba— *

sically everything we o
have agreed upon

during our negotia—

tions.

B: We are ready to sign

the agreement. s
A: Good. Who is going o
to sign the contract ?

for your side?

B: The general manager. -

Dialogue Six

A: Here’s my signature. o

B: Good. I'm glad we're s
all done. B

A: Let’s go out and ce- o
lebrate.

Dialogue Seven

A: Here’s your copy of



292

the contract.

I'm glad our negotia—
tions have come to a
successful conclu—

sion.

c Yes. It’s been a plea-

sure to do business
with you.
The pleasure was

mine.



to drafta contract

contractor .
originals of the contract 293
copiesofthe contract

a wrtten contract
contract life

contruct terms/clause
contract provisions/stipulctions
to bring a contructinto effect
carry outa contract

break the contract

cancel the contract
terminate the contract
alter the contract

g 86 8 8¢ 8

abide by the contract
contractofemployment
contractofcamage
contract forgoods
contract for purchase

contract for service

contractofsale

\controctforﬁture delivery /
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Unit 9

AR YE

Dialogue One

A: Welcome to our com—

pany, Mr. Brown.

B: Thank you. It’s very

nice to finally meet
you, Mr. White, after
so many phone calls
and faxes. I'd like you
to have my business

card.

. Thanks wvery much,

Mr.  Brown. Please
accept mine. How

was your flight?

. Not bad, but I'm a

little tired.

. Here is a copy of the

ttinerary — we have
worked out for you.
Would  you please
take a look at it?
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B: I can see you have
put a lot of time into o
i.

A: 1l really hope you'l

have a pleasant stay o
here.

B: Could you arrange a 205
meeting with  your ? *
boss?

A: Of course! I've arran- ,
ged one at 10 o’clock 10 o

tomorrow morning.
B: Well, shall we get o

down to business?
Dialogue Two

A: Id like to get the
ball rolling by talking !
about prices.

B: I'm ready to answer .
any questions you
may have.

A: Your price is not 5
acceptable to me. It
would be wvery diffi— o
cult for us to push

any sales if we buy i
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B:

at this price.

Well, if you take
quality into consider—
ation, you won't think

our price is too high.

c It is too high.

. You may trust me that

any money spent now
will bring you big
profits in the future.

> Yourproducts are very

good. But  you're
asking too much for
i.

Our product is com—
peltitive on the inter—
national market. One
of the real pluses of
this product is that i
is wvery high quality
and has a compact
size.

I know your research
costs are high, but
what I'd like is a 30%

discount.
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B: That seems to be a 5
litle  high. 1 don’t s
know how we can !
make a profit with

those numbers.

A: What are you propo- ?
sing? *297
B: I suggest a compro— —_
mise—10%. 5
A: That’s a big change !
from 30% ! 10% is B
too much.
B: Il have to check with 5
my boss.
A: May Isuggestthat we s ?
continue tomorrow?
B: Sure. I hope we can o
find some common o

ground on this.

Dialogue Three

A: We only have one 5
more item to take care
o

B: That’s right. we have s
to work out the final B

price.
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A

B:

It’s time to get down
to business now.

Let’s meet each other
halfway. 1 can gwe

you a 5% discount.

o Is that all?

Yes, that is the best
we can do.
OK, Tl accept the

price.

. How many would you

like to order?
How do they come

packaged?

cIn cases of 100.

I'll take 500. When
can you effect ship—

ment?

. We can ship them out

this  month or early
next month at the la-

test.

. That will be fine.

s been a pleasure to

do business with you.

. The pleasure has been

5%

100
500

<}
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A

mine.

B: All we have to do is

sign the contract. o
A: Yes. We can do that 5
at the next meeting. o

299



