Century Business English Translation(5th Edition)
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Lead-in

What Is a Business Card?
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peoplePc
»business card i
> visiting card P
> calling card B
»Card
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Lead-in

What Does a Business Card Look Like?
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1.1 Case Study

CEARER” BORHIE

o P& “EAL” , A ANSMHF|HIH “propaganda”.

A

HWEALTT K B3R T “Director of

Propaganda Department”.




1.1 Case Study

e “Propaganda” X MHIRIARE A X, H
AR A R RERoR—T7 (JFEAE
SO — ) R TR TR sz H
S EBUR T E I 1I%% 77, U HE iR W%
SHIEfE. Hlan:

e How can we nullify the enemy’s propaganda®?

o TANTEMAREIIHBAREL?

e That isn’t true at all, it’s sheer propaganda.

o XIRAMNEEN], 2igE G,
I




1.1 Case Study

o NI B TN B 7 il Tﬁ? . HALT
W5 AR AN TR EA L Propaganda”
se il LAY, 1 HRIENE F'E'Jﬂ/\

%, 771

e B[ LLH “publicity” iX ™Al
o PCLEARH ] LARHIER  “Director of

Publicity Department”.

o U4, EIRE, A HJEEALAAMY T EA DT
IR A, ﬁﬁuﬁ— PE Nk, EA4%
*Bﬁ%ﬂi%ﬂw}&/\ﬂé%‘ JK/'ﬁ 5 “Director of

ations” %




o AT A

25 R B PE DOE I AR 1 T

= F) " #E R PER “ China Ocean Log Company”,

o “HHENFHEIAKRAA . HHXH, “log’fkrRPIEE,
M BEZIA A AT MY B e = ST A2 B2 1R] “logging” o ZIN)
22 A E T R .

o FAIH A FRLA

b AR BRI “ Director of the place

where drill the well”, &4 E1ERK “Often Committee”,
2 BE A BRI R A “ Zhong Hospital”

e A

PHE R R A A, I, B

SRR F RS

ER T “Dice Director”

Dice Director (8% F4F)

o UL LEJUBINIZEARPEEER?
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Compare: Correct Translation

o HRREATIHINI 2 F]
China Ocean Logging Company

o fliHAbAbK:: Director of Drilling Department

e Zs: Standing Committee

e H[%[%: Traditional Chinese Medicine Hospital

e F|F4F: Vice Director




1.2 Learning Objectives

BEARBTNES], HFEEFNAURBRFLLITE, MERAER, BE
KRN, MEEEXERE—, BEAe™E, FeERRG. BEFEIBFET:

R E#R:

o 4 1 THRBARNARESR. BN
. 2. ZEBRRESH R RENERTT

3. AR S RIERF = A ERERT R

REJ1 B #5:
1. BES RSB TR RSN B %
2. BB BXMERFZ AR
3. e B EEPRE SHREMRER D "XBH
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1.3 Basic Knowledge

Har, MEASN AT R4 FORE
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N2

@ A F] % HFK(Company Name)

@ A N4 (Name)

@ HRAL(Position)/BRFR/ LA (Title)
@ \E|Hubk(Address)

® H %5 (Telephone Number)
® f£HE 5 (Fax Number)

@ HLFHEFE( E-Mail Address).
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1.3 Basic Knowledge
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1.3 Basic Knowledge

B RIEIRAR £D

Shelton Bigham

Creative Manager

% Frie BAA FARER:

31 RATLHZNAR 21
T8¢ BE “"& F.f (885) 227756 25
&F ru;\ & Secd.C .rJH:-::oE I’A:! Tapal

e BT BAC B 44 R T 5R B i N 5 — S8 50 B 4 1 1 LA
ERIEFER, LA BN, SR, S5, BIREE, % IR —LER
IAF :introducing Mr. Wang Ping(J1- 433 \), sincere greetings on your
latest promotion(fi /& B P%), wishing you a speedy and full
recovery(’& [7]), with thanks for kind inquires(Z:if), please come for
tea(i 1), accept with pleasure(#252 1815 ), with compliments( % 4L
Y1), wishing you a pleasant journey(45 %), many thanks for your
congratulations and lovely gift(/2%i),

H




1.4 Warm-up Exercises

1. R TFNR F oh B R R A B R IR B -

) BRE Harbin \
(2) Inc. ~E
(3) 22 Fh#T Century Village
(4) Financial Controller W% EE
(5) Assistant Engineer Bh3E T 20
(6) Honorary Chairman ZEXE
(7) C.0.0 (Chief Operating Officer) EFEZEE
(8) Fax i
(9) PhD Ht
 (10) Export Sales Manager SMHEREE TR )

_




1.4 Warm-up Exercises

2. i FEhETERR.

FERAFMELARILRTREIWER
EE I%\géig
ItREFHKES? S
BiE: 010-46655363
EE: 010-46655364

B FHB#E: wangjian@yahoo.com

CHINA EASTERN AIRLINES BEIJING BRANCH (OFFICE)
Wang Jian
General Manager
67 Wangfujing St.
Beijing, China
Tel: 010-46655363
Fax: 010-46655364
E-mail:wangjian@yahoo.com

_




1.4 Warm-up Exercises

2. i FEhETERR.

International Education Foundation
Linda Jones
Liaison and Program Director
International Office Tel: (212)944-7466 ext 42
4 west 43rd Street Fax: (212)944-6683
New York, NY10036 Email: ljones@iefintl.org

Efr#HEEES

WhiR- T T

g R EFEE
H243F 574 SEPRSEBNY10036
1% : (212)9447466 5542

RE: (212)9446683

BT HEFE: ljones@iefintl.org

_




1.4 Warm-up Exercises

3. WILRE CHIZEA . FTFEE R AR L3
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1.5 Methods and Techniques

BREESHER

BEEXTIMVEF MR BELIES, RXARNERMBMEZME B
tiiem. RXERAEES LEKBIREE. EEAE. RIER, BARBRME
FREUE—IKIVINI R R AEERIINER. B15H, BRIEBESERAESHR:
—NFEAEREFEKRE, Z2MEMFERREIRIE.

EZARHHES KRBT AEERNE, AEFEHLNKRE., Hit—&LFEEH
BN AREREFHRE, BAEREPAERARELAMEE, MPEREK
EREE R .

—ik/hER R, EEEERER), FRARRIEFTLUMTEEZHNER. W
BiaHI4aR% Cuniversity@glg Auni.) « HEIARI4EEE (Bank of China4glg /9B.0.0)
¥,
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1.5 Methods and Techniques

7 R R ENERTS

BiFR R IRETE AR, RROATHNSE, NRIBERALTHAREL X,

DHPAEFEREBIG. &5, X, £ ESFHENERN, FRAal, HhE
EFEXFFEERRS, iR REECREAEYE. ReXRRENIER. &R
FEAARER R R ARRESS REEFE, W: “CEOEEA “BFMITE -
mxfF—EA8. I 2N EFENERAZIENTIR, M: “Deere’#iFH “&
RAT)” , “Rolls-Royce”#IER “FHERHT AR F. MTAESAMENELE
AT AR R DREXS FRV I AREDE, NP RBENWASZIITREEEAEH, RE
hae EAE2tEE, B “AZEEB” 1 “Personnel Department” i & A LAXTZFHY o

jillls
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1.5 Methods and Techniques

PR S 44 A i rp LA RO T 14 )
R RENE

B ZEER, AERE, BSRS5ZWEEFENNHLEN, AFEFEFLESIZE
B FHIR . HTFRXNFAMHEBEXUEREERANEN, TUAEFGEZR =% T1E
ZHREXE, FIMAZIEHNXHERTRENFE, NiELEBEHENEIEIEEELEF
FrRiEERERENEL K, W “E=ZE" P “BE SXT2BEE, BEFIEFER “L
Aiguo” FLBEANHAZHEERNES X . B, $H3NEEaEEEERUTIL#MHAN:

MOEHSEIF

WHER, BER, BMBZELST; WANBAINFEHEE—&E, PEIIAITZEZEREFH
O, BFEBEKXRE, EUNHEEEE—E. HW: FEZEL lianjun, T iEWang Qiang,
1% & =Zhuge Liang, BXPHAHHOuyang Zhongshi.

BREREIM

REBREIIR, XRABER. BERNRFE, BBEEEHEMNEAMNEES, 5%
FoHH, WAILIRAGEES. n: £EE, AJLAERFERJianjun, Wang, 3J.J., Wang.

KEH

ABFPHERAEBAENFZE, LERIERHEHNIER, RFNtRIAZREZ PRI,
URINEANGES ZiEsE. flan, F=Z2FFLENERL Jianjun, SRILA]LAEIERSONG Jiang.

_




1.5 Methods and Techniques

oIk A &R

FIEBHMIESNEPIEEEINF e ER, EEEMMERZEESE. flia,
“EamEBXEEILRI ST ARER” ATLAEREA: Qingdao Technical

College, No. 369 Qjantangjiang Rd., Huangdao District, Qingdao. 7E&ZH L, Mt iZi%
F—EMNTEMY, NES5HER N I9HE, “RER—1T, AAET, BE&#ME
FRAT AT FE . {5020

Room*** No. *** Road/Street, ***City

*** Province *** (Post/Zip Code)

**% (Country)

AE B RREE

B[ TMacao. EFi#HEHong Kong., FaiETibet. MEFI;E4FHUhehot. FE/RiEHarbin, IR
Hlnner Mongolia. 42 & /RBE&XXinjiang Uygur Autonomous Region. BE&K5F
UrumchiZF.,

_




1.5 Methods and Techniques

B IEFHEE

% 3B

LLI Z= #&Shandong Road, LLIZ JtE&North Shandong Road, LI

AR ASYS
B Road (45 ARd. JtEgShandong Road (N.), HLLZ & Second Zhongshan Rd.
ETRB | Street, AvenueZ{ 45 5 A Ave. KL fChang’an Street, 122 KiECentury Avenue

7K B East Lane, KHFHHDajing Lane, 331753 FF 5th Sub-lane

==
E.#F & Lane 331st Lane

HA =] Alley 7R &#A[E]Dongtiao Alley

22 F %+ Century Village, & /]\[XZhongyuan Residential
Quarter

_

#htt. /X Village, Residential Quarter/ Area




1.5 Methods and Techniques

RS RIEE

AT oA S IAS T, ANTIOMELZE AR K . ZAE N —5K
Y b, EEEIL. HEANS R EERISATREZ AP K74 A5 A ER
55 Sk, RS, YO AR R st ETEE A R SR
PERSCH], — A A E RS i e AR N S O Sk B Al . BLR 5
44 fr B BRI IR S 4R LR, MR KRS .




1.5 Methods and Techniques

RS RIEE

Chairman of the Board (Br. E),

Ve
EEK President (Amr. E)
e 50 Chief Executive Officer (C.E.O.),
e President
4 427 General Manager (G.M.)
e Managing Director (M.D.)
AIFEHCAY1R]E : manager (ZIE) | director (E{E. A1)
P chairman (BEEK) . editor (!H4E) . minister (ERIPEH
PR BUERIC) | secretary-general (##+F4K) . ambassador (K
2 &) . governor (Hi. &) . attorney general (}%24<)
al......

vice AI$EMCAYIA]A : president. chairman. chancellor

_




1.5 Methods and Techniques

RS RIEE

RRESFARIRFRHEXAIEIER, ZA: associate professor (Bl

assoclate ¥2) . associate research fellow (EIfff3zR)
Zl...... B
FRNBNFE, 0. assistant engineer (BHIETFEUH) . assistant
assistant research fellow (BI¥Efff3R5) , {E assistant manager Fk7<8f]
IR2 I8, B A8,
7= honorary/emeritus honorary chairman (B&EXF)
o acting acting factory director (4XJ 1<)
3% and/ and concurrentl chairman of the board of directors and chief executive officer
v (BEKFERENITE)

IIIIIIIIIII..IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII




1.5 Methods and Techniques

2R EERB
Shandong University of Foreign Studies LUFRINEIEKE
Zhang Jianjun sKEE
Professor IR

28 XIANGJIANG RD. QINGDAO Msk: PEFTEHHEILK28S

266000 P.R.CHINA IS 26 - 266000

TEL: (0532)8999 5758 (office) Ei&:  (0532)8999 5758 (1)
(0532)8999 8788 (home) (0532)8999 8788 (=)

FAX: (0532)8999 5759 f£E&: (0532)8999 5759

E-mail:  zhangjj@sufs.edu.cn B FHE#E: zhangjj@sufs.edu.cn

_




1.5 Methods and Techniques

BAREERG
Shanghai International Studies University
Shanghai Foreign Language Education Press
Wang Qiang
Editor

295 ZHONG SHAN 1ST ROAD TEL:021-6542 5300

SHANGHAI 200083 FAX:021-6542 5400

CHINA

http://www.sbtep.com.cn

E-mail:wangg@sohu.com EEIMNEIEKRE

FBIMERE Lt

Tz
Lo

ik Ehdl—Eg295 5  HR4R: 200083
BiE: 021-6542 5300

BE: 021-6542 5400

PRLE: http://www.sbtep.com.cn

B FHRFE: wangg@sohu.com

_




1.5 Methods and Techniques

B R #EETRS

PROFESSOR GEORGE WATIS

PRINCIPAL

NAPIER UNIVERSITY

EDINBURGH

MERCHISTON CAMPUS, 10 CLINTON ROAD
EDINBURGH.
SCOTLAND, UK
TEL:55 31 544 3456
FAX: 55 31 544 2358 I8 RS

ETEAERKRE

BA<

REAE=ZTE HIESS531544 3456
A AT10 5 fFE55 31544 2358
S MHNBRX

_




1.5 Methods and Techniques

EREFERERY: BSEIBRSSAEERN

B 5 RIE (Business English) B—MESEMBEZENIANS. EE6RLTEER
MEITRIREE, XEFZENPLEASIF. EfRMRIE. BIMIE. JIES.
BEs|E. MINEFEBSERE. Eiret. PIMRIE. EfREHE. mHRE
BT SERE, RMAESERZENESFHE, EXERFMRMIENEGS,

ESTUB @=L LT




1.5 Methods and Techniques

S RIBRIES -

EUAREFEE

EREINHIEZEIE, BIRIBESRHFENEVIEX, ABEXNINRZFEFRE
FERFHFEMNEERXR. HRENFSRFREZT UL ARIBENRESH. 540,
The distributor agrees to accept, on presentation, and to pay with exchange, sight draft
against bill of lading attached. (ZiHEEIEERRIFLUER, EATHITE S LB
CERNZAT. ) ELEEEN—AER, 88T XKEWNETWARE. W: distributor
22%HM . accept 7 5. on presentation ¥&7~. sight draft BJEACZE. bill of lading $2 &
F. TEEL, RENEFIRARNT@BANZWARIBNAZERE, EHITEHS
REBWEIFVLARELSUR., Xnegotiation —iF], BEIE “KF” &, WM
negotiation of the relative draft (WfTEXLE) FlFRxz “WT” , SE@EFIEF
HWEXHEEER. EESEHEN, FELNESHITUHEXIR, BEHET
WAREBENE, AARRUHEKE, ENEMR™ENZFRK.

_




1.5 Methods and Techniques

EEEN RS
RIFEREMYRESH

BEENARZEBEN. EENTFR, STHEMN, BERERIA—MREEA
Mg, EX, UPEIEAE. LEERFER. FZEXH. MUHERFAIF
ZERA—ELEFXNEZEZLERIEC. a0: EMprior to /previous to M3iEbefore;
expiry M3Eend; certify M3Eprove; solicitM3Eseek; continue M 3Ekeep on; for the
purpose of M3Efor; in the event of M3Eif; with reference to M3Eabout F. [ERT, &
FRBIALXY EAREZHNEFS. FRNME,. AFURBREERTUFRSS
AXEZEERTH, HEEIETR—ENEME. HII0: property in goods FZY.
property of goods S84 IBY/E 4 . appearance surface 4h3%. surface appearance FE 1A
o

_




1.5 Methods and Techniques

M5 RIBHIBES R

A FERTEmME A

AT RAREEMSIIMRAYRAERME. FREFMZEY, BFRIENIERE
TRBEEHME. BESENTR. L8RS RFXHNESEET, &

MEFRNEASA. FEIR. MEAEE. wAE BAE. BRa. #HhESFR
RAEN. FERFIBXEHMERTA, EREX. A57EEX, ELANEFT
(R EFRE SIERETE, MBEEEFRTMREFEENERE. Hlan:

This contract is made by and between the buyers and the sellers, whereby the
buyers agree to buy and the sellers agree to sell the under-mentioned commodity
according to the terms and conditions stipulated below. (AR&ERIHAZESEWNHITAL,
ESENHEERB TEAENFAREZUTE®R. )

_




1.5 Methods and Techniques

EEEN RS

Should either party to this contract suffer damages because of any wrongful act or
neglect of other party, claim shall be adjusted by agreement or arbitration. (AR BTt
FREATASBRZMERSREMN—FEZRK, ERREBEI LT S
5.

MRS ABREIC, tERANESEE, LTERERSERIPERD
Rig, EBETOENK. BRL, EitkERq. FIamfERlkis, AREERE
F&8&a], 20 “Subject to your confirmation” AR S fEIA A ; Thank you for your
letter dated 7th October offering us Chinese embroideries. (A +AtHIRESHES
HlmeRZE, TRt )

_




1.5 Methods and Techniques

EEEN RS

BEACHEFEHI Z

ATRSERERRMEHESENRITE, HFEEKLIRSEEF
R T FMEENERNLHNEE. XRFFRIBAEEHTHMBEFN—TEE/
Fim. LERETHSRIBMEN—IMRBOFMERS. FIa0:

This contract is made by and between the Buyer and the Seller, whereby the Buyer
agrees to buy and the Seller agrees to sell the under-mentioned commodity subject to
the terms and conditions stipulated below. (EZENFRIER M AZFHEILHE THIE

mAFITAREE. )

_




1.5 Methods and Techniques

EEEN RS

The shipper shall be liable for all damage caused by such goods to the ship and/or
cargo on board. (AR _EREZHIXTARAAAN/ AR EH M SRMEMRERINE, IEEAN
nER.

E LEEAENMIF5, whereby, under-mentioned commodity, subject to the terms
and conditions stipulated below, be liable for Z& 2 XNHYHEIE, LEHSZEIZE
AEARHEEIEYN, EMFHFRIEEE, RAE2EILEERNUCHNEEFZR AN TR
HY o

_




1.5 Methods and Techniques

/e 55 1B RRIERY R

B S RIBMERTBRZIEMINENFMFARANXA, AIFERTES
FLERTOEE AR NFAZEIFRIT, TOMEFFENESETWINR, THRES
BN THANE S RFREE,

AERFREHFENER. B

RIBESEM. BEEH aF5LSHHEMEESRIEHEN="XER. B
FRIBEEFENS LS REFEDINE I, aREFR L, RIFERELESS,
ERREGE. 218 MERD, BEXUBHE. FHtt, THESE IR SREN
ZERSRIBHESENEE RS Fln:

The bank in Ecuador will instruct its agent bank in the United States to establish a
letter of credit. Price: RMB 30 per yard, C.I.F., C. 5%, Lagos. Payment: by confirmed,
irrevocable L/C payable by draft at sight to be opened 30 days before the time of

shipment.

_




1.5 Methods and Techniques

/e 55 1B RRIERY R

JEMZ/RIITHBAEEXENRIEBRITAILEHIE. N8R BA. &
EHREREET, B30Tt ART, 8% HlE. (ARARA: FRERN. FAHE
HHAVBENHAE FE 4. [ERMEN T RIZEARTI30RFH .

A THEENAESERRATEEF EX. EXHH—EFISERIEE, W
establish a letter of credit, C.LF., C.5%, Lagos, Payment: by confirmed, irrevocable L/C

payable by draft at sight to be opened 30 days before the time of shipment, EH3r4%14

AL F B EER.

_




1.5 Methods and Techniques

/e 55 1B RRIERY R

AR 5 RERERNIRE

B S EIEENIFE B & £ 35 (faithfulness) . HBiE (idiomaticness). %t—(consistency)lY
JRNKFHIT, EXREFEXMEENEERIEXAEENEEERE—H, HEFRE
R EEFE.

B R IEFE MBS T A AT ETE R I EENES e MITXAE, BIER
HHAFECETERNIZERITARIFEERNXE, /iEFUTLHHNRZ. HPH
EMARBENNEFRBERAXIEEE, IEHEISREHEP— PN TEENR
M| —— AR IEXFZ£ (terminology equivalence)EHiEE N .

SZ—mEERSREMEIREFIARAN—LEHS. NMEFAEFFHEENIZ K
Frgi—, T eefEETHREE . 540:

Western Europe has been hit harder than the United States and Japan. Some relatively
self-reliant poor countries, such as India, have been partly insulated.

ARZRNE ML EE . HAHEKXR, EFRRESHE—EEELEME|T
j MENEENRSEXR.




1.5 Methods and Techniques

/e 55 1B RRIERY R

AL, hit harder than... BN A: ZRN=MEE.....2X; have been partly
insulatedIZ X A: ZESRAZREOIEM; insulate AYEFHERTNE, EERZ
“EELIK” , Mpartly insulated (ERo4a%%) W R BERE L PR “GFRIR” $27%
A CRZRRSFM” , NTEE] T EBSE/EN. FEE, BTEREZERENET,
FElt =B A PR SNES BN IZIR BT, g EN T A EZNETS.

Exchange is the core concept of marketing. For an exchange to take place, several
conditions must be satisfied. Of course, at least two parties must participate, and each must
have something of value to the other. Each party also must want to deal with the other
party and each must be free to accept or reject the other’s offer. Finally, each party must be

able to communicate and deliver.

_




1.5 Methods and Techniques

/e 55 1B RRIERY R

RMBEHNROM S AERREE, LIHEILTFMS: B—, DINFER

AN ; £, SHHMAAENGTMEENIRINE; £=, EAHBESHAEX
Ry B, NHEse B EMEZEIREX FRVRM; £h, WHEFREHITHEH
TR

teALRIES, EXBESEX—#FE, LPFHBEXRAEENAEIT R
E8, BREMT “€-7 . “$§27 . “$=Z7 F, BLEXRBEMNETTIMER,
XFEE BRI A EEREXE TR EENEMAKRMN. FE, 1FEXRAMEROE
BMHIEE, EIFXMEITHER. FEXHH—LRIE, tEllexchangeTo—1HFI5M b1k 1%
B 3T, MBITHIES—, EIZEIFEEFE.

IIIIIIII..--------------I




1.5 Methods and Techniques

/e 55 1B RRIERY R

M EBERBIFRIEL, ZERETHSEE, FEINEFHLEHIEER
. BREHENERD. FENFSZS TN, TERAMAER S AR FBINFAAR
&, ITXRAFIKRFETILRE. BRIRMENEZWARIEN, VIFATEXEN. EEE
FEIAE KTy S5 OUBAYIRI L, AN SNERXPSNZBRIRIEL . SERAMNEREONIRHE, SIFHAEX

MEEIAL. RERXHE, FEXAREERFSIRXAINE. XA, [E5 1AM 18
Fe—H, MBISRY “EEFE" .




1.6 Useful Words and Expressions

&R LR RNA X E R E

Address— Add H it

Apartment—= Apt. A5

Avenue= Av./Ave/AVE #18
Building=*Bldg. X[&; X
Company=Co. N F]

Company Limited= Co., Ltd. BIR A
Corporation=> Corp. 22 HJ

Court= Ct. X[

Department— Dept. Z&; =B; Ab
District—= Distr [X

Fast=E &

Electronic mail= E-mail B, FHB {4
Extension—= Ext (F&1E) 72 #

Facsimile= Fax {f§ &

Floor=Fl. £ (&)

Home phone= (H) {EFEH1E
Incorporated= Inc. 22 A

Lane—=La &E; B; F

Mobile/Cellulous phone= M.P/Mobile/Cel
phone#3ah BB 1E/FHl

_




1.6 Useful Words and Expressions

&R LR RNA X E R E

North—=N it

Northeast=N.E. &=t
Northwest=N.W. Fgit

Office phone= (0) M 1E
Post Code= P.C. B4

Post Office Box—= P.O.B.BE{S#8
Road— Rd }&

Room—=Rm. [58]

South=S

Southeast=S.E.

Southwest=S.W. AR

Street— St. 3]

Telephone= Tel. B 1%

Teletype exchange= Telex/TIxEE &

The People’s Republic of China= PRCH4E A R F0[FH
West=W [

World Wide Web=WWW J7 £ X

World Wide Web Site= Website /XJ1lt

Zip code= zip BB 4R

_




Accountant &1t 5, =it
Accounting Manager 1128218
Accounting Supervisor &1t &
Administration Manager {TIE[£IE
Administration Staff {TEIA 7
Administrative Assistant {TELBIE
Administrative Clerk {TBUE 5
Administrator {TEE &

Advertising Staff | & L{EA R
Assistant Manager g2 18/ 1R BHTE
Assistant Production Manager &l|J 1<
Business Controller M/ 5 E{F/M' FFE




1.6 Useful Words and Expressions

Zh ERERRTRSHNRREE#EE

Business Manager M’ 552218 Clerk Typist & Secretary BT FFH P
Buyer M 5 Clerk/Receptionist BR 5 /3EfF 5

C.E.O. (Chief Executive Officer) HEMITE/S# Computer Engineer i+l TiZ!M

C.F.0. (Chief Financial Officer) BIEWMSE Deputy General Manager &l = 218

C.G.0. (Chief Government Officer) BEAIEE  Director 25
C.1.0. (Chief Information Officer) BEEEE Electrical Engineer B85 T2

C.0.0 (Chief Operating Officer) BEZEEE Engineering Technician T3R5
CT.O. (Chief Technology Officer) BEFNAE English Instructor/Teacher Z1EZ( M
Cashier H#{52 Executive Secretary {TIE P

Chief Accountant 211U Export Business Rep. MRl 55 Fa
Chief Engineer 2 T F2JH Export Sales Manager SMHERZ IR
Civil Engineer /K T 32/ Export Sales Staff M EHERER 53

_




1.6 Useful Words and Expressions

Zh ERERRTRSHNRREE#EE

Financial Controller M55 {F/M 55204 Maintenance Engineer #4E{& T 125

Fund Manager W %5418 Management Consultant & I 5]

General Manager Assistant 222 IR ANTE Manager for Public Relations 23 X ZR£ZIE
General Manager/President & 2518 Market Analyst T35 #r 53

General Manager’s Secretary 22 IEf$F  Market Development Manager Hi 177 & ERZ1E

Import Liaison Staff #f [ EX4& 51 Marketing Assistant §H €& BfIE

Import Manager i# [ 2B 18 Marketing Executive HE F &
International Sales Staff [EIPRiEE R Marketing Manager T 37$H & 2R AR IE
Interpreter 1BEE/1E R Marketing Officer miAER A E FE 1T
Legal Adviser ;AR [9] Marketing Representative $HE{X 3R
Line Supervisor & fT 2k F & Marketing Staff TiZfHE R

Operator &%+ (3RZ5)

_




1.6 Useful Words and Expressions

Zh ERERRTRSHNRREE#EE

Production/Plant/Factory Manager | 1<

Quality Controller mRITHIR (RERER)

Receptionist 1Z{F 5

Sales Manager $HE&E 218

Sales Representative fHEX TR
Salesman HE$H 51

Secretary fi} 5

Senior Clerk SR 5z (SRIRG)

B,
S

S

Supervisor X &
Technician AR5
Typist 3 TFE 5




1.6 Useful Words and Expressions

BR EEHINRRBINRAGEEERE
Accounts Dept. If 55 &R
Administration Department {TEEIE A E
Board of Directors EE 4
Boardroom (EESFH)) SME
Bookkeeping room &&=
Business Dept. /& 55 &R/ S5&R/ & BB/l 3B /& E 3
Canteen BT
Clinic i2FF
Conference Room &INE
Customer Service Section & P AR 5521
Data Processing #3E AL IE
Dispatch Dept. I ER

_




1.6 Useful Words and Expressions

BR ERHRINFRRBIINR R EERE

Engineering Dept. £} Industrial Dept. MR
Finance Dept. 55 &R IT Dept. EEFARER
General Affairs Dept. 22558 Laboratory SE3G =
General Manager Office R ZIBHNE Liaising Dept. XTMEAZEER
General Office M AE Logistics Dept. ;7 2B
Home Sales Dept. E|NSHEE Maintenance Dept. 4E{&ER
Human Resources Dept. A J71&RIEER Market Dept. THIAER

Import and Export Dept. #FH &R

_




1.6 Useful Words and Expressions

BR ERHRINFRRBIINR R EERE

Advertising Dept. | &5 &
After-sales Dept. EFIRFZEB
Marketing Dept. ‘& $H &
Material Dept. #4128
Operating Dept. B EE

Order Processing Dept. 1] M3 T 2B
Overseas Sales Dept. /G5 MHEE
P&R Dept. FZmmF %4 ZB

Packing Dept. B3 &

Personnel Dept. A2}
Photocopying RoomE EI=E
Planning Dept. 1% &8

Product Dept. == FhER
Production Dept. & T &R

Project Dept. 151 B 2B
Purchasing Dept. & 2R
Q&C Dept. FTE 1= HIER
R&D Dept. i3 F 4 Ef
Sales Dept. $HEE
Secretary Office #b B HAE
Security Dept. {& 2B
Showroom B Y=
Supervision Dept. MaEE &R
Technology Dept. 3 AR ER
Trade Dept. B3 5 2
Trade Union T&
Training Dept. 1&7IIER
Typing Room T E=

_



1.6 Useful Words and Expressions

Zh ERURNRTFEHNBREEHEEEE

PhD &+ MHumRes A 1 ZIRERM LT
MBA T &R+ BComm(Info Sys) @RlFE+ (EE2E&R%)

BBus(Computing) B EIEFT (HFEHL) BPham Z47% 1

PGradDipCom MRIAREZANE BA(Hons) REXFF+
MComm(Mkt) RN L (Hin) JP(Justice of the Peace) KIJ-4H+

_




1.7 Notes

1. B FRYEkK
BRAREERTSENRE, ARXFNME ARG, LREEIT. KAH,
MR 187, FNEA R, XER “ER) . BASARE, XM ‘B4R,
MELZERA “BR” .
2. B R AR B A
BZREHRREN AR ; SRR, BRI RREE—ANR
RAANE. BEREHFNERRRESIANTIE, BREFEHIBHRBEART, EMm
A5 TR

_




1.7 Notes

3. A ER IR

BREENMEBC., GXMEA. XREF. THERE. BRTE, RBEEC
A, —MIBERAT, AXARHNBRRNIZELZMAMA EXRORE, URRMIXNH
HFLIRFNEE, MENBRANEERE, BREANITAH. AEX, 20X ARNE
BREFIEBEFREOA. XA, EXIERFTEESE, VALK W= 5
iy REFF

EBRNLERFZEALSEZRSEA LEEIRNE—L£ 3 F e 505 LRSI R
MIEA, LN BEATTE. f%E. BOF. ERE—LLRIEB: introducing Mr.
Wang Ping (4T4B%E AN) , sincere greetings on your latest promotion (i Zak 1 %5
wishing you a speedy and full recovery (&f[a]) , with thanks for kind inquires (’é.:lﬁ‘f) ,
please come for tea (E1E) , accept with pleasure (FEYUEIE) , with compliments
(N&3X#L4) , wishing you a pleasant journey (& 3Hl) , many thanks for your

congratulations and lovely gift (B%igf)

_




1.7 Notes

4. ZRERNILNEEER

(1) iR RSEFAHEEN, BESRRURSEENHR, NRANSHARIRE
C23:5 I s

(2) EARMEX FRAZH, A—EHREASSR, FEEEMEEZH.

(3) EMaWE, NIAAEEINHIESARIRNWARRRRR. BERESNITIRE
RET.




1.8 Practice

1 BRFRFIEATMNITHAL, EBQRTHRENES, BALFRRITSE
FIRR, HAUTRFSAGREIHHIERR:

s KR ERERRE . HEEBITEAABNIE
« BPEABE S o HHERTE
» THENIE - EEMRSIAR

FStEE— R LEENARESR R A REN ST I

1IE3A—H (BANEFEMIIFER) , AP RXIGEEN I Lid®AF. 283
Fv 2ERR. ARFALBBRAES. 8RR EARELERERRTF IR RN
MHENAR. ’itFaRE, MAERZITIRRMARLITR, FRASERFERIL
WEEAEEMRR. FERNMNMNAZENEREFR®EE. BEEMNER.

IIIIIIII..--------------I




1.8 Practice

2. UTFHEXBRIHE, EFREML?

(1) AR LWRARBHIRS . AR, NEHRNREFRAMLEMs FFE.
(2) —RxKifE, BFRBAEK, TFRIBABEED.

(3) BA T ANWEZFAFLRZE .

(4) BREFATLGEENER. 235, 5%, REEF/ER.

(5) MmARRNEENS, TERBANEEEENEEFIZFRINEE.




1.8 Practice

3. IFHIA T B A P& E MM — LR SEFERIE.

(1) &% Jm|g) senior advisor
(2) NBIEFK chief executive

(3) HITEIZIE executive vice manager

(4) SR TFEIM senior engineer

(5) TZUm technologist

(6) UM technician

(7) B< section chief

(8) &< division chief

(9) BEHIR emeritus professor /honorary professor

(10) B REHI% visiting professor

I




1.8 Practice

3. IFHIA T B A P& E MM — LR SEFERIE.

(11) 4F R M special grade teacher

(12) iR ;2 research fellow

(13) EFEE£R chairman

(14) fpF i< secretary general

(15) 2 i< administrative chief of ... town/ chief executive of township government
(16) E;8EIM physician-in-charge

(17) B 9miE editor-in-chief

(18) £1th accountant

(19) B ZIBENIE  assistant to president

(20) T 1ELREE commissioning editor/ an executive editor/ editor in charge

_




1.8 Practice

4. IFRFELUT B A h 2 B RIE R B F B i & RV (ER .

(1) With best wishes for your happy birthday. PP
(2) With best wishes for your turning for the better. RE . ®io)
(3) To meet Mr. White. g

(4) Sincere greetings on your moving into new flat. FRETTE
(5) With deep sympathy. mig

(6) With thanks for your kind inquiry. ki

_




1.8 Practice

5. FME FTHAIMIKE R, HEBELITER:

(1) REERMEKBRF, Afta? Gx: TUNBRNZEFNEERESR, UKBR
NI M e EAFHEENREKE M. Re)

(2) RSN FK R A ? SUHRIRIERTA?

(3) IFEPEAOT LI AWK B A RYPICAR, FERRRNSOTE R AR BB R .

—— AVAVAVAVAVAY

DESICN BNGIHER

PECIAIC T QN RN G IS limo S’affbﬂﬂfr
icheci coailanons com IR A VA VYAV AV AV

ENOVA g Ho

Custrner Seree
HND. 65 QELSSEE

12 Alexancis Road
SOQRO R 1394 Na 2 Narinck Placa 10502 Matack Shopmng Mat

o 55 AT 1M Td- 657171116 Faxc @5 13711 T A
;.:a G5 4™ 1133 Ermal- no@imas.com  Webate | wwaw Jmas. cam

_




1.8 Practice

6. BIiF T5aF, AESHFEFNESHA.

(1) Our terms of payment are by confirmed, irrevocable letter of credit, without
recourse, payable at sight against presentation of shipping documents to the
negotiating bank at the port of shipment.

BRI FMA: REH ANAIEEERBEIEAEAIE, TERW, HEREEBIY
HTIRZ =MBRERT.

(2) The policy is being prepared accordingly and will be forwarded to you by the end of
the week together with our debit note for the premium.

FECHERY, AR TARBARIMERBNE—EFESE

IIIIIIlI..--------------I




1.8 Practice

6. MIFTIAT, hBHFIBNESHR.

(3) The contract shall be valid for 10 years from the effective date of the contract, on the
expiry of the validity term of contract, the contract shall automatically become null
and void.

AERBIHNEREM HEREK10F, ARG, AERBaIKR.

(4) An insurance claim should be submitted to the Insurance Company or its agent as
promptly as possible so as to provide the latter with ample time to pursue recovery
from the relative party in fault.

BAXRFEHERRH N RIRIZZ R Q B S HRER LUEM1A EBEEXR
BRI ERN A X EEITER.

IIIIIIlI..--------------l




1.8 Practice

6. BIiF T5aF, AESHFEFNESHA.

(5) Please be informed that, on account of the fluctuations of foreign exchange, the
guotation is subject to change without previous notice.

IRESE, BHFINCHIAKRE, WMINTIHR RS,




1.9 Classic Translation

About Business English

What are the reasons why so many professional people are currently attending Business
English courses? The answer to this question is simple. English is the language for doing
International Business. As a consequence, companies need those employees who are in
relation with foreign clients or suppliers to have the good skills in English which enable them
to do their work efficiently. Even if an employee has good knowledge of the English language,
he/she still needs to acquire the language to their professional area.

English was already spoken as a first or second language by over 500 million people
around the globe, including Britain, Canada, the United States of America, Australia and
Southern Africa and has truly become a global language. Business English is therefore
considered as being essential for all people who wish to work in any area of business,
aviation, computing, etc. As the economy becomes increasingly global, the importance of

Business English continues to grow.




1.9 Classic Translation

PRI S5 RIE

AT 2BRIERZELALTENHZIRIBERIE? ITEENERRER: RER
NEERFSESINERIBES . Bit, tWFEERLENIEEFAREENEHWSZX
AMRTNEZFREFMNENES, WEMNHIESHIL. BIERTHREE, b
(h) ERFEFIBXRMNIANELETRHNELIES .

RIBCHMEISICAOEAE—REE RS ZEH, 8HRE. mEX. xE.
BAMNTMEEFER, ELEERA—T “2IKIE" EBS. BFRIBHELEAA
MINEMZ, HENFIMESEIRALAT oM. EZXFHEEkIL, B§5
RIBREZM ISR,

F



1.9 Classic Translation

About Business English

“Business English" is used to describe the type of English that is used by people to do
business.“English for Business focuses on the English language skills necessary to
communicate in an increasingly global business environment.”The range of different subject
areas included under the umbrella term “Business English” is wide. “The Oxford Business
English Dictionary” includes the following areas : accounting, commerce, e-commerce,

economics, finance, HR, insurance, IT, law, manufacturing, marketing, production, property,

the stock exchange, (international) trade, transport.




1.9 Classic Translation

PRI S5 RIE

“MEERIET —IEENEANENEESENNAERAN—MIERE. “HF
RIENZ O REHRIE KN ERE SMETABAOENRIFIBESRE. 7 "BFR
B —HHAENAEERSUETST 2. (FEEFRIFIRE) PEENTEE: &
it B%. BFES. &% &t ANFEIR. KR EERKR, AR HliE. i,




1.9 Classic Translation

About Business English

As Business is done in English between people who are not necessarily native speakers
of the language, a simplified version of English is now emerging. This version is sometimes
called “standard” or “international” English. This new type of English for Business purposes
is trimmed of all the non- essential grammatical structures and has a reduced common
vocabulary. What is generally associated with a “Business English” course is the skills that
most people need to be able to do their jobs well: writing e-mails and reports, making
presentations, doing negotiations, using the telephone, attending and participating actively
in meetings or telephone conferences, receiving visitors, etc. The big difference, therefore,
is that Business English focuses on the delegate’s job whereas the aim of General English is
to improve all the four skills, regardless of the language content. The primordial objective of
the business person using international business English is to communicate efficiently and
effectively. Native speakers with their fast delivery, colloquial expressions and unclear
pronunciation are feared in the business place as they have become the most difficult

people to understand.




1.9 Classic Translation

PRIR R HIE

MTEARENEFFENNAL, FEHEHZ2MMAEIE, FHik, BrEIER
AT — M IER B AR . XMIRAIIB IR A “fFE” BE “BEir” #E. X
MU S A BERNERIBRIR T AN EZIEEEN, ERIALCELRKNEL. BE
M “EERIB REAXRNAE, EAZHRAFTEMEF AR TIERLTENIES REE,
BREEEFHEMRE. WE, BiK. BEYE. ARS5SNHEREIWN. 2
FNE, F5F. Bit, gFRENMBARBRANXAIRET, §FREEIETHS
ATHARIRTAE, MBARENZSHiemlNIUES 6, SIEENASTLTX. 85
ATERERESZSRIENERBREAN T EI/EABSHIL. REAENABTIE
RGR, MELE, 2F2W, MERSRATAER, AR MEERAREER
HIAEF.




