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Greetings ['gri:tinz]

Long time no see,

How ' s business?

How's everything?
How's it going ?
How are things?
How've vyou be en?

Do you have a good trip in China?
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Ag reeing

| think so.

| agree.

That's it!

| agree with you on this point,
| thi nk you are right.

That’ swhat | feel.
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Il "m with you.

Disagreeing

| don't agree,.
| don't think so.
| doubt it.

| can't agree,

| don't agree on this point,
| disagree with you.

|t s impossible,

Neutral / ty [nj u:'"traeli til

| have noopinion about that.

| see your point, but there’ s a be

t ter way.

| see tha t, but is may cause trouble,

| understand what you said, but thing s a
re not so easy.
That'’ don’ t you think it’

s true, but

s too late?
menting ["kome nt in]
That's interest i ng.
Good point!

Good think ing.

| see what you mean,
| get your point.

|> ve never thought that b efore,

Giving Opinions
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I think -,

Inmy opinion,

In my view ---.
Honestly:-
Personally,---

As king for Opinions

What do youthink of the idea?

What do you t hink about this report?

What's your opini on/view?

Do you agree?

)

Don’ t you think so?
Can you tell me your idea?

Ask ing for Repetition[, r epi'tifon]

| don’” t catch that. Can you repea t th
t?
| miss it. Can you say i t again?

I don” t understand., Can you

repeat?

Il don't follow you. Can you say it one m

ore time?

Pardon?/ | beg your pa rdon?

Asking for Co ntributions [,kontri'b j

u:fon z]

What do you think about this proposal

What d o you fee | abou t---?

What do you think?
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What do vyou suggest?

What 's your answer?
Do you think... ?

Interr upt [, inta'rapt]
Sorry to interrupt [, i nta'rapt].
Sorry (*name) -,

say a w ord,

Excus e me, may |

May | interrupt you a mome n t?
Can | say something?
May | e in here?

Have prob / ems

| have a qu estion.

| have some questi ons about your r eport,
| want to know more details,

|l cannot trust your plan at this stag
e.

Your statement is un believable.

Poin t out the False

You'rewrong., / You' re incorrect [, inka
'rek t].

Yo u are not correct on this matter.
You are wrong about this proposal [ p|?
ro' pauzall,

| don't think you'reri g ht.

That’ s not the s ame as | think.

Asking for plement ['komplimant]
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Can you explain your last point?

Can you explain i t in a more detai |I?

Can you prov i de us with more
further data?

Can you give us your further ments

on this matter ?

As king for Verification [, ver i fi "keifon]
Do youmean,.. ?

You mean---R i ght?

Is it true tha t--.. ?
Be more speci fic,

Can you e xplain what you mean?
Correcting Informat ion

| think you misunderstan d.

| don ' t mean that.
That's not right.
That's not what | said.
You don't understand what | 'm say i ng.
Apologize [a'paladzaiz]

I’ m sorry for that.

| apologi z e for the m istake.
I'm sorry. | made a mistake.
It's my faul t.

Advising and Suggest /ng

We shou |d...

Why not ...,

TR,

Pl

IEEES

RABHAAZEMT
HE A AZIANEE
AR T B

KA AIANE L,
TR @ AR 4o
18 #

it b 4% R B 2K

KA XA IR B
FARAL, RFHET o
XA RAFIRL
Rt

FATT VA -e

A L TR?
AR

e RRAATEIFEE

FA

PS4 A
S

AL, KT

A BRI B
RIFIR A |

—F IR

FRIE M BR o



KA

1B

TR,

J 14
How / What about..-.
It will be a good idea to...

| suggest/ remend [reka' me nd] that...
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Leav | ng
See you.
Bye., Take care!

Hope to see you

Keep in touch,

a gain,

Have a nice trip.
Wish y ou apleasant [ 'plezant ]
journey ['d3za:ni].
Part B: x}i& REEN FRAALBE EZTRE ETAN LA THFLE
El =2 A 3T, IMEMAL, BA M2 BED?
A: Now, Mr. Smi th, how about vyour opif B: #&xiAH, ZMEZAEZEFE L,
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[in' vestigeit] customers’
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A: Thank you,

C: | suggest

Any other idea s?

we shoul d pay more

opin ion

at t ern
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t ion to th e quality ['kwaol i ti]
ourselves instead of the opinion,
A: OK. If there is no other op
inion, we deci de to--

1H K AN BLEA -

A: We must realize the problems we f

ace. We must study these problems

from very aspects ['aespekt], and we

must set up a policy to deal with
them:--

B: Sorry to interrupt vyou. | want yoy
to explain the questions you ju st
said.

A: OK, | say, “We must realize the pr
oblems we f ace-”

B: | know, | mean this question i s
a |little vague [veigl]. Can you
explain it in more detail?

A: Sure. | mean--
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A: | s uggest an adver tis ing ['eed \
ataizin] c ampaign [keem 'pein] using
the Internet homepage ['haumpeids].
B: That so unds great! | hadn’” t thou

ght about it, but professional [p

ro'fefonl] il lustrations [,ilas'treifo
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nl] will be very impressive [im' |[EZNEZEALRKERLT,
presiv]. A: BAE AL F2H R FNRF,
A: Yes. | think we <can agree on

that.

B: That’ s true,

F R

A: 1 think we should introduce mor
e new equipment s [i'kwipmont] to i

prove workefficiency [i'fifonsil

B: | don’” t think so.
A: Why?
B: It ‘s obvious it will impose [i

m'pauz] further burden ['ba:dn] on
the pany. | wish y oucan give an
alternative [2:1'ta:nativ] proposal [pra
"pauzal].

A: Let’ s reconsider [ 'ri:kan 'sid
2] that t ogether.

BLE B T AR

A: We s hould try new things even
if it means failure ['feiljal.

B: Yes, the mos t important
thing is to satisfy our customer
AN

A: That’ s the very poi nt.
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B: Anewmarket strat e gy is absoly
ely ['absal u:tlil] necessary
['nesisaril]. But it s eems too risk
y ['riski 1.
A: | believe there will be a good

hance of success in the new ventur

e ['ven t[al.
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Administrat i ve [ad ' min i strativ] Director [di'rek ta]
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T EE Administrative Assi stant [o'sistont] THEIIZ Bu

siness Manage r 3 %%3 Gen eral Manager/ President % %3

Chairman FFK

Chief Operations [,opa‘'reifon] Off i cer (C00)

udf

BREEE

Chief Executive [ig'zekjutiv] Off i cer (CEO)
AR RATE

Branch [bra:ntf]] Manager 31422 Vi c e-Pres ident .53

Assistant Vice—President &|%h%

Deputy ['dep juti] Ge neral Manager &% %3
General Manager Assistant %22 ¥ Ge neral Manager’ s Se

cretary[ 'sekratri] B2EALPH

Di stributor[di s'tribjutal Z&4%H

Execu tive [dis ' tr ibjutal] Marketing Director [di'rekta]
T HATEE B

| mport Manager #t 2343
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E xport Manager i o 3f4:3¥

Man agemen t Consultant [kan'sal tant] X Market Deve
lopment Manag er T HF K% Market i ng Manager T %4 & 3%
Market ing Ass istant 45 813 Mar keti ng Executive [ig'zekjut i v]
#EETEMarketing Representative [, repri ' zentoti v]4&KX
*

Personnel [,pa:sa'nel] Manager AEI%LH

Sel ler Repr esentative [,repri'zentativ] 45E& K%

Sales Manager 4%

Regional ['ri:dzan(3) 1] Sales Ma n ager X3%%3E

Regional Sales Director [di ' r ekta]l X34 E L% Sales
Ass i stant 4 EBhHE
Mark eting Consultant [kan'saltant] 3% [® Manufacture r'

s Representative J K/ % Sales Repre sentative L, re

pri'zentat iv] #HENKE

Expo r t Sales Manager 443432

Product Manager 4 /F3%#%3¥

W

Sa les Executive [ig'zekjutiv] B4 %
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Sales Manager 4HE#%3¥
Pr omotional [prov'moufonal] Manager £ &%2

Regional ['ri:dzen(@) |] Manger X%

Project Manager 1 H &3¢

Purchas i ng Agent kMWK 3Z

Purchasing Director [di 'rekta] K& %

Purchasing Manager KWH4%3E

Purchasing Super visor [ ' s ju:pavai zal KW E¥

=

Vice-president, Vice —chairman &| % /%
Director General Ak, &K
Deputy ['depjuti] Director General 35K, al&k
B A5 EEANDE: AREIFLNL
Running a Meeting EH4L
The following phrases are used to conduct a meeting. The

se phras es are useful i f you are call ed on to conduc t a

meeting .
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Good morning/afternoon, ever yone,

1B

Pl

| f we are all here, let’ s get started / sta rt the meet |
ng / start.

2. Weling and | ntroducing AN HFEAR

Please joinme in weling (name of participant)

We’ repleased to wele (name of participant)

|> d like to extend awarmwele to (name of partici

pant)

lt” s apl easure to wele (name of participant)

| d |ike to introduce (n ame of participant)

3. Stating the Princi pa | Ob jectives EHANEZDNA

We’ re here today to ...

I”’d | ike to make sure that we ...

QOur main aim today is to ...

|” ve called this meeting inorder to ...

4. Giving Apologies for Someone Who is Absent
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Stk R T R R

| > m afraid.. , (name of p articipant) can’ t be with us

today. She is in...

Un fortunately, (name of participant) ... will not be

with us to day because he ...

| have received apologies for a bsence from (name of par

ticipant), who is in (place).

5. Reading the Minutes (notes) of the Last Meet i ng &1

ERAEBOLE

To begin with I’ d like to quickly go t hrough the m

i nutes of our |ast meeting.

First, let’ s go over the report from the | ast meeting,

which was he Ild on (date)

Here are the minutes fromour | ast meeting, which was on

(date)

6. Deal ing with R ecent Deve |l opments RALIHE

Jack, can you tel |l us how +the XYZ project is progressing?
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Jack, how is t he XYZ project ing along?

1B

Pl

John, have youpleted the report on the new account i ng

p ac k age?

Has everyone r eceived a copy of the Tate Foundation r eport

oncurr ent market ing trends?

7. Mov i ng Forward # & TF —/ 308

So, if there is nothing else we need to di s cuss,

let’ s move on to today’ s agenda.

Shall we get down to business?

|s there Any Other Business?

If there are no further developments, |’ d | i ke to mov

e on to today’ s topic.

8. Introduc ing the Agenda /%A%

Have you al | received a copy of t he agenda?

There are X items on the agenda. First, ... second,

AT TR

third, ... lastly, ...
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