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Module One  English for Textile Business
Module One covers three parts: brief introduction to this course and China’s textile industry. By learning this module, students will have a rough picture of what skills and knowledge they should master and what they shall be doing after finishing learning this course.  They will also learn the current situation and development of China’s textile industry. This Module paves a way for students to learn this course better and more effectively.        
Learning objectives

1. To know the basic information about China’s textile industry.

2. To learn what English for Textile Business will deal with.
3. To lay the basic foundation for students’ future career.
Reading 

Lead-in Questions:

1. What’s the teaching purpose of English for Textile Business ? 
2. What qualities will be developed for the students after learning Textile Business English?

3. What makes a successful businessman? 

4. What would you like to be in the future?
What Will Be Learnt

English for Textile Business is divided into two parts. The first part has ten modules, each of which consists of several tasks. In the second part, there’re three comprehensive practices. The specific contents are as follows:   

I. Ten Modules of English for Textile Business
	Number
	Modules
	Tasks
	Knowledge and Competence
	Teaching Places

	1
	Introduction
	Course Introduction
	
	Classroom

	
	
	Introduction to Textile Industry
	Textile knowledge
	Training bases

	2
	Business Reception and Arrangement
	Reception
	Business Etiquette and
communicative skill
	Training bases

	
	
	Business Arrangement  
	Business Etiquette and communicative skill 
	Classroom

	
	
	At the trade fair
	Business Etiquette and communicative skill
	Training base

	3
	Company 
	Describing a Textile Company
	Textile Knowledge
	Classroom

	
	
	Company’s Structure 
	Business and Textile Knowledge
	Training base

	
	
	Company’s products
	Business and Textile Knowledge
	Training base

	4
	Banquet Activities
	Making invitation and reservation
	Business Etiquette and communicative skill
	Classroom



	
	
	Entertaining guests
	Business Etiquette and communicative skill
	Training base

	
	
	Making Speeches
	Business Etiquette and communicative skill
	Training base

	5
	Working Together
	Working Environment
	Business knowledge and communicative skill 
	Classroom

	
	
	Company policy
	Business knowledge and communicative skill
	Classroom

	
	
	The way people work
	Business knowledge and communicative skill
	Training base

	6
	Marketing 
	Marketing Survey
	Business and textile Knowledge; communicative skill
	Self-dependent 

Centre

	
	
	Promotion And Advertising
	Business and textile Knowledge; communicative skill 
	Training base

	
	
	Marketing A Product
	Business and textile Knowledge; communicative skill 
	Training base

	7
	Contract and Order
	Inquiring
	Business and textile Knowledge; communicative skill
	Training base

	
	
	Offer & Counter offer
	Business and textile Knowledge; communicative skill
	Training base

	
	
	Commission and Discount
	Business  Knowledge and communicative skill
	Training base

	
	
	Contract and order
	Business knowledge and skills  
	Training base

	8


	Packing & shipping
	Packing
	Business knowledge and  skill
	Training base

	
	
	Shipment
	Business knowledge and skill
	Training base

	
	
	Insurance
	Business knowledge and skill
	Training base

	9
	Problems 


	Dealing with problems
	Business knowledge and skill
	Training base

	
	
	Complaining and Apologizing
	Business and skill
	Training base

	
	
	Finding a Solution
	Business and skill
	Training base

	10


	Annual Meetings
	
	Business knowledge and skills; Communicative skill
	Conference room

	
	
	
	Business knowledge and skills; Communicative skill
	Conference room

	
	
	
	Business knowledge and skills; Communicative skill
	Conference room


II. Comprehensive practice to English for Textile Business
	Number
	Projects
	Training Purpose
	Practice places

	1
	Receiving A Delegation 
	To practice the procedures of accepting a delegation and apply the business etiquette and communicative competence to the real work
To prepare and develop students for a career in administrative management. 
	Training bases

	2
	Attending A  Trading Fair
	To practice how to prepare to attend a trade fair for a company and apply the business and textile knowledge and communicative skills to the real work.  
To prepare and develop students for a career in marketing.
	Training bases

	3
	Making An Order
	To practice the whole steps of making an order of a product from the establishment of a relationship with your customer to the shipment of goods. Apply the foreign trade knowledge and skills to the real work.

To prepare and develop students for a career in sales and purchase.
	Training bases


1. Notes to Reading 
2. module n 模块
3. competency n. 能力

4. textile n. 纺织

5. Business Etiquette n 商务礼仪
6. communicative skill 沟通技能
7. banquet n. 宴会；v. 宴请

8. marketing survey 市场调研

9. promote v. 促销

9. advertise v. 等广告；为…做广告
Passage Reading  
A. Career for Life
 By LIU XINLIAN 
Lead-in questions:
1. What career do you like to take after graduation?

2. Some people think that textile industry is a sunset industry? What do you think of if? What prospect do you think textile industry has?
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Lili Wong, a 35-year-old woman, lives a life very similar to that of other housewives. Things change late at night, however, after she checks her inbox to keep synchronized with her American customers.

Lili owns a small textile-trading company in Changzhou , Jiangsu Province, one of the major household textile bases in China. Her company, Changzhou Moonlight Trading Co. Ltd. has only seven staff, but it exports hotel textiles mainly to the North America—something that has brought Lili ever closer to her lifelong pursuit.

Lili began her trading career at a Sino-Japanese textile company in 1998 after graduation from university. Having been in the textile trade for ten years, Lili learned everything about textile trading.

By March 2008, when she was able to make a profit of several hundreds million yuan for her boss, Lili was also ready for her own trading company with rich experiences in textiles.

"I had never changed my mind when it came to doing trading business," Lili said. "China is rich in commodities—whatever the overseas customers want to import, we are able to provide."

What's more, she added, confidence comes from the government's unyielding  support, which was reflected on the evolution of export tax rebate policies.

According to Lili, when she first began her career in 2000, it usually took two, or even three years, for enterprises to get export tax rebates. By 2004, it is shortened to, at most, half a year. The high efficiency in tax rebates encouraged more enterprises to engage in exports, The tax rebate rate for textiles remained at 13 percent from 2000 to 2004, and the exchange rate between Chinese yuan and U.S. dollar also remained stable.

But from the second half of 2005 to 2007, as part of the country's efforts to phase out outdated textile production capacity, reduction in the tax rebate rate began to accelerate much more than before. The rebate rate on the export of textiles was cut to 11 percent from 13 percent in September 2006.

Since 2007, Chinese textile enterprises have suffered greatly from the continuous appreciation of yuan, the impact of the U.S. sub-prime mortgage crisis and the ensuing economic difficulties, and increasing prices in raw materials and labor.

The cut of the export tax rebate has further squeezed the paper-thin profit space, almost the last hope for the textile industry.

Last year, China increased the export tax rebate for textiles to 16 percent to help exporters ride out of economic predicament.
The increase in export tax rebate was undoubtedly a timely support for the textile industry.
"My net profit grew only 6 to 7 percent, and if the tax rebate got even lower, it would be hard to survive," Lili said. "And the situation would be even more difficult for manufacturers."

Meanwhile, Lili was rather concerned about the fierce and low-end competition in China's textile industry. 
"Now e-commerce  has squeezed out the manufacturer's least share of profit," she added. "The overcapacity and price war have made textile companies much less profitable than before."

Her company only exports high-end products. "The high-end products were still profitable, and many of my products went to internationally acclaimed hotels, like Grand Hyatt and Hilton," she said.

"The trading company could only thrive by relying on high quality and professional service." This is also her business philosophy built after nine years of experience.

Her self-assuredness is unquestionable. "The world hospitality industry will grow and their needs for textile will never die out," she said. "I am confident in the business."
New Words and Expressions
1. synchronize ['siŋkrənaiz] v.同时发生，时间一致

2. household textile）bases:家用纺织品基地
3. commodity 日用品、商品

4. unyielding support 坚强的支持

5. export tax rebate policies 出口退税政策.
6. the U.S. sub-prime mortgage crisis 美国次贷危机

7. squeeze压缩，使减少
8. the paper-thin profit space 薄如纸的利润空间
9. ride out of 安全渡过，经得住

10. economic predicament 经济困境

11. net profit 净利润 （gross profit，gross margin 毛利润或总利）

12. low end competition 低端竞争

Eg: There is no low-end business, only low-end services.
   没有低端的业务，只有低端的服务。

13. e-commerce 电子商务

14. overcapacity 生产能力过剩

15. acclaimed 受欢迎的，盛誉的
18. thrive 兴旺，繁荣

Notes to the passage 

1. Grand Hyatt 君悦酒店

环球凯悦集团是世界顶级酒店集团之一，在全球拥有750家凯悦酒店和度假村（客房总数超过140，000间），分布在45个以上的国家和地区。环球凯悦集团总部设立在美国芝加哥的麦迪逊广场，其子公司拥有、经营、管理及特许经营凯悦旗下的品牌，包括柏悦酒店、君悦酒店、凯悦酒店、凯悦度假村、凯悦、Hyatt Place®及Hyatt Summerfield Suites®。2007年4月，环球凯悦集团又推出最新品牌Andaz®。目前，环球凯悦集团约有六十家酒店和度假村正在建设中，其中包括在中国地区的十多家新酒店。
2. Hilton希尔顿酒店 

希尔顿国际酒店集团(HI)，为总部设于英国的希尔顿集团公司旗下分支，拥有除美国外全球范围内“希尔顿”商标的使用权。美国境内的希尔顿酒店则由希尔顿酒店管理公司(HHC)拥有并管理。希尔顿国际酒店集团经营管理着403间酒店，包括261间希尔顿酒店，142间面向中端市场的“斯堪的克”酒店，以及与总部设在北美的希尔顿酒店管理公司合资经营的、分布在12个国家中的18间“康拉德”(亦称“港丽”)酒店。它与希尔顿酒店管理公司组合的全球营销联盟，令世界范围内双方旗下酒店总数超过了2700间，其中500多间酒店共同使用希尔顿的品牌。希尔顿国际酒店集团在全球80个国家内有着逾71000名雇员。
3. export tax rebate 出口退税：出口产品退（免）税，简称出口退税，其基本含义是指对出口产品退还其在国内生产和流通环节实际缴纳的产品税、增值税、营业税和特别消费税。出口产品退税制度，是一个国家税收的重要组成部分，这也是国际惯例。1994年1月１日开始施行的《中华人民共和国增值税暂行条例》规定，纳税人出口商品的增值税税率为零，对于出口商品，不但在出口环节不征税，而且税务机关还要退还该商品在国内生产、流通环节已负担的税款，使出口商品以不含税的价格进入国际市场。
Answer the following questions based on the passage. 
1. What is the secret of Lili’s success?

2. Where does her confidence come from?
3. What does her company do?
4. What happened to Chinese Textile companies since 2007? And why?
5. What career do you like to pursue after graduation? Why?
B. Weaving

Weaving is probably the oldest form of fabric construction. Woven fabrics consist of two sets of threads, the warp and weft, which are interlaced at right angles to each other. The warp threads run parallel to the selvedge down the length of the cloth, and each warp thread is known as an “end”. The weft threads are called “picks” and run across the cloth, working under and over the warp ends from selvedge to selvedge. Retailers and consumers commonly use the terms warp and weft, whereas manufacturers and converters usually use the term ends and picks.

   The basic weaving operation consists of five steps regardless of the kind of loom. They are shedding, picking, beating-up, let-off and take-up.

   (1) Shedding is the raising and lowering of the warp ends by means of the heddles and harnesses to form the shed, the opening between warp yarns through which the weft yarn can be passed.

   (2) Picking is actual procedure of placing the weft thread or pick thread into the shed.

   (3) Beating-up, sometimes called beating, beating-in. It is pushing the newly inserted weft, known as the pick, into the already woven fabric at a point known as the fell.

   (4) Let-off (warp control) is delivering warp to the weaving area at the required rate and at a suitable constant tension by unwinding it from the weaver’s beam.

（5）Take-up (or cloth control), this motion withdraws fabric from the 
weaving area at the constant rate that will give the required pick-spacing and then winds it onto the cloth beam.
Words and expressions 

1.shedding开口/

2. picking 投梭

3 beating-up打纬/

4 let-off送经

5 take-up卷取

6. heddles and harnesses综框

7. shed 梭口

8. fell织口
9. tension张力
10 weaver’s beam织轴
11. cloth beam（卷）布轴

Notes to the passage
织物按照成形工艺不同，可以分为机织物(woven fabric)、针织物(knitted fabric)和非织造织物(nonwoven fabric)。机织物的分类有不同的标准，按照所用原料的不同，可以分为纯纺织物(pure fabric)、混纺织物(blended fabric)和交织物(mixture)；按照所用经纬纱的不同，可以分为纱织物(single fabric)、线织物(thread fabric)和半线织物(semi-thread fabric)；按照织前纱线漂染加工分，可以分为本色坯布(gray goods/greige)和色织布(coloured yarn fabric)等。

After reading exercises:
Questions and Answers
(1) What’s the warp yarn?

(2) How many weaving motions are there in the weaving?
(3) Retailers and consumers commonly use the terms warp and picks, whereas manufacturers and converters usually use the term ends and weft. Is it true?
(4) What’s the function of picking?
(5) Will the fabric drawn from the weaving area be wound onto the weaver’s beam?
Exercises:
I. Read the following passage and fill the blanks with the proper sentence.

China’s Textile Situation 

According to CNTAC’s latest industry survey, China’s export-oriented textile industry is suffering from low profit margins amid yuan appreciation. 1_______________________________________ Two thirds of the companies surveyed reported an average profit margins of 0.62 percent.

The survey, conducted by CNTAC in early March covered textile companies in six provinces including Jiangsu, Zhejiang and Guangdong, 2. ______________________ Small and medium-sized companies suffered the most, with some on the brink of break down. 
Industry experts said 3. ___________________ Fujian Nanfang Co, a state-controlled textile firm in southeastern Fujian Province reported 9.53 million yuan ($1.36 million) loss in net profit, according to its 2007 annual report released on Wednesday.

According to an estimate by webtextile.com, every rise of one percent in the yuan would cause a 2 to 6 percent drop in textile commodity profit.

4.  _____________________________ ,  breaking the 7.03 mark against the dollar on Wednesday. 

Meanwhile, demand remained lukewarm largely because of weakening US and European demand and the severe winter storms.

Customer statistics showed 5.____________________________________________ .

The following sentences are taken away from the following passage. Which blanks do they belong to? And please translate them into Chinese. 

a. Its profit margins averaged at 3.9 percent among textile companies last year. 

b. The Chinese currency, yuan, has risen about 4 percent against the dollar so far this year
c. that China’s textile and garment exports in February dropped 32.9 percent from the previous month.
d. the appreciation of Chinese currency and rising costs in both raw materials and labors have squeezed the profit margins.
e. which accounted for 85 percent of China’s textile exports.

II. Translate the following phrases into English
	(1) 纯纺织物
	
	(6) 机织物
	

	(2) 混纺织物
	
	(7) 针织物 
	

	(3) 交织物
	
	(8) 非织造织物
	

	(4) 经纱
	
	(9) 送经
	

	(5) 纬纱
	
	(10) 卷取
	

	（11） 中国面向出口的纺织工业
	

	 (12) 出口退税
	

	（13）高端产品
	


III. Questions for further Discussion 

1. What qualities should a good business person have in order to be successful? Are these the same personal qualities that you would like your own boss to have? How would you feel about having a woman as your boss? Are there many women managers and executives in China? Are there certain jobs that women traditionally do or do not do? Are many women with small children employed?

2. IF you are looking for a job, what do you have to do? How do you find out job openings? How important are family reputation and connections? How is the job market in China? What jobs are easy/hard to get?

3. What is the best way to get rich in China? Is it through a business or a professional career? What kinds of business career opportunities promise the most money?

4. What do you admire more: a person who inherits wealth or a self-made millionaire? An entrepreneur or an “organization man/woman? Which would you rather be? Why? If you started your own small business, what would it be? Is there some virtue to having to struggle to succeed in life? 
Module Two 

Business Reception and Arrangement

IN this module, there are two tasks which focus on telephoning, receiving visitors and making arrangements for the visit. By leaning this module, students will learn how important the reception is for a company’s image and its development. They will master the techniques of telephoning, receiving guests and how to make itinerary for visits.  
Task 1 Telephoning

Learning objectives
1. To master the basic telephoning structures.

2. To inquire personal information by telephoning. 

3. To learn to leave messages and take note. 

4. To understand the importance of the reception work.
Useful expressions and patterns
1. Good morning. This is Chengtai Trading Company. May I help you？
2. Hello. Overseas Sales Department.  Sharon Wong speaking.

3. Who would you like to speak with/talk to？
4. May I ask who's calling, please？/ Who's speaking, please.

5. Just a moment, please.

6. Hold the line, please. I'll get an English speaker.

7. Hold on, please. I'll get someone to the phone.

8. I'm sorry, I don't speak English well. I'll have an English speaker call you back later. May I have your name and telephone number？
9. Who do you work for?/ What do you do? 

Dialogues
Dialogue 1

Notes to Dialogue 1
1. Hengji Textile Cloth CO., LTD 恒基纺织面料有限公司

2. General Manager: 总经理, 相当于CEO，其全称是Chief Executive Officer，即首席执行官，在一个企业中负责日常事务的最高行政官员，又称作行政总裁、总经理或最高执行长。CEO向公司的董事会负责，而且往往就是董事会的成员之一。
3. hold the line, please. 请别挂机。
	A:  Dongfeng Textile Company. This is Tracy speaking. How can I help you?

B: Hello. This is Richard Martin from Hengji Textile Cloth CO. , LTD.  I’d like to speak to Mr Yang. 

A: Mr Yang or Mr Yao?

B: Mr Yang, your General Manager.

A: Ok, I see. Hold the line, please.

B: Thank you.


Dialogue 2

Notes to Dialogue 2
1. Hongda Textile Company 宏达纺织公司

2. sales representative 销售代理，销售代表

Listen to dialogue 2 and complete the following answers:

1. What does Tom work for? He is working for ___________. 

2. Who is calling him? And why? _________.  Because he _______.

3. what does Peter work for? ________ .
4. What is his position in the company? ________. 
5. What is his telephone number? _______. 

	A: Hello, thank you for calling Hongda Textile Company. What can I do for you?

B: This is Julia Walker. Can I speak to Tom Morrison?

A: Of course. Hold on, please.

B: Julia speaking.

C: Hello. It’s Tom. It’s so nice to hear you. What can I do for you?

B: I need some information about Peter Walker.

C: Sure. What do want to know?

B: Who does he work for?

C: Oceania.

B: How do you spell that?

C: O C E A N IA

B: O C E A N I A. Right. What does he do?

C: He’s a sales representative. 

B: Ah, What’s his telephone number?

C: Just a minute. 310 3837 4646

B. Sorry, can you say that again?

C: It’s 310 3837 4646. Anything else？

B: NO, that’s everything, thanks.

C: You’re welcome. Bye for now.

B: Bye.


Dialogue 3

Notes to Dialogue 3
1. your director of human resources 人力资源部主任

2. Just a minute 稍等。

3. I’ll check to see if she is available.  我看看她是否在办公室。

Eg: Do you have a room available? 你们有空房间吗？

4. Would you like to leave a message for her? 你愿意给她留个口信吗？

5. Extension 31. 分机号31.

Eg: There are telephone extensions in every office in my company.

每间办公室都有电话分机。
Listen to dialogue 3 and fill the blanks with what you hear. 

1. Caller’s Name ____________ from__________.

2. Call ______ for ________________.

3. Better to call him back before __________ at __________ .

	A. Hello, this is Steven speaking from Hongda Textile Company. 

B. Hello, I’d like to speak to your director of human resources, Ms. Newsman, please.  

A. Just a minute. May I know who is calling?

B. This is Bill Button from Huaiyang Textile Import & Export CO., LTD. I’m calling about the meeting next Monday.

A. Thank you, Mr. Button. Can you please hold on for a moment? I’ll check to see if she is available.

B. No problem. 

A. I’m sorry. Ms Newsman is away from her office. She has left for her lunch. Would you like to leave a message for her?

B. Yes, please have her call me back when she returns to the office. It’s best if she gets in touch with me before me pm today. She can call me at my office number, 453 7898. 

A. I’m sorry, I didn’t quite catch that. Could you repeat the number?

B. No problem. MY office number is 453 7898. Tell her to ask for extension 31.

A. 453 7898. Extension 31. Your name is Ms N-E-W-S-M- A- N.

B. I am from Huaiyang Textile CO., LTD.

A. H-U-A-I Y-A-N-G Textile CO.,LTD. I will make sure MS Newsman receive your message and returns your call before 3 pm afternoon.

B. Thank you very much.




Passage Reading 

Is Your Reception Letting Your Business Down?

Visiting a business for the first time a potential client's first point of attention is the reception. If the reception desk is not inviting or worse still cluttered and untidy, then your potential customer might believe that the whole business is disorganized!

As the first point of contact the reception desk should reflect the ethos and identity of your business. It is often your first chance to impress a potential customer or a future supplier.

Businesses should spend just as much time and effort on their reception as they do on their logos, brochures and website. Remember to try and coordinate the furniture elsewhere so that the offices and boardroom also fit in with your receptions design.

If you use bright and bold colors for your reception, it might signify that your company is forward thinking, embraces technology and likes to portray a cool  innovative image.

If you have a more traditional reception it could signify that your business is well established and respected in the community. It can signify conservatism and generate respect from your visitors.

On the outside it should be inviting, welcoming and friendly. Your visitor should be drawn to it and feel relaxed. 
On the inside it should function well as a work station. It must have enough desk and drawer space so that the receptionist can stay organized and uncluttered. If the receptionist is comfortable s/he is much more likely to greet your visitors with a smile.

Phones on the desk should be cordless so that they can be passed to a visitor without worrying about wires. They can then make an important call whilst waiting for their appointment or speak to the person they have come to see.

There must be comfortable seats with arm rests if your visitors are expected to wait for any amount of time. Bear in mind that in this day and age you might also need to provide power sockets so that they have some place to plug their laptops.
A coffee and tea vending machine is ideal for a busy reception and can make the life of a receptionist a lot easier. A nice coffee table where you can also leave your company brochure finishes the reception.

The reception is often the first place where real impressions are created and the tone is set for any business that might take place. Is your business giving the right impression to first time visitors? 

New Words and Expressions
1. potential：adj. 潜在的，可能的

a potential client 潜在客户

2. inviting: adj. 招人喜欢的；诱人的

3. cluttered：adj. 乱糟糟的；混乱的

4. ego: n. 自我；自我意识

5. identity：n. 身份、身份认同

6. boardroom: n. 会议室，董事会会议室

7. signify: v. 预示；象征

8. embrace: v, 拥抱；欢迎

9. portray: v. 描述；逼真的描写

10. conservatism: n.稳健；守旧

11. function … as …: 担当…角色；发挥…作用

12. cordless adj.无线的；不用电线的

13. arm rest: n. 扶手

14. bear in mind: 切记；记住

15. socket: n. 插座；插口

16. plug: v. 插入；接插头

        n. 塞子；电插头；消防栓

17. vending machine：自动贩卖机 

Notes to the Passage
1. Visiting a business for the first time a potential client's first point of attention is  the reception. 假如潜在客户首次访问一个企业，他的关注点是接待。

2. As the first point of contact the reception desk should reflect the ethos and identity of your business. 作为联系的第一个地点，前台应该反映体现一个公司的精神和个性。

reflect: 给…带来，蒙受(名誉或耻辱等)；显示，表明，反映
Eg: His behavior reflects dishonor on his parents. 
他的行为有损于他父母的声誉。

The team's victory reflected credit on the coach. 
球队的胜利给教练带来了荣誉。
His actions reflect his thoughts. 他的行为反映他的思想。
3. Remember to try and coordinate the furniture elsewhere so that the offices and boardroom also fit in with your receptions design. 记得要调整一下其它地方的家具，使得办公室和会议室也适合接待室的设计。
   fit in with: 同…一致；同…合得来；符合，适应：

Eg: I'll try to fit my arrangement in with yours.
我将努力使我的安排与你的一致。

New members must fit in with the rest of the committee.
新委员必须和委员会的其他委员和睦相处。

4. …if your visitors are expected to wait for any amount of time.
  be expected to: 被预期，被指望

Eg: The yearly output is expected to rise over the next years.
 年产量预期今后几年连年增长。

5. The reception is often the first place where real impressions are created and the tone is set for any business that might take place.

前台经常是树立真正（企业）形象的第一个地方，是为将来任何一笔生意定下基调的第一场所。

Exercises
I. Make a list of what are the most efficient ways to make long distance calls or international calls. 

II. Decide one thing you would likely do with the telephone. Work out a conversation with your partner then demonstrate in front of the class.

III. Complete the following dialogues by translating the Chinese into English.

1. A. Hello, can I speak to Mr. Brown?

B. 请问您是谁？有什么事吗？

A. This is Peter Mathews from Peterson Trading company. I just want to talk with him about the meeting next Thursday.

B. 请稍等。 

2. A. Could I have extension 131, please?

  B. 请别挂机，我给您接过去。

3. A. Hi, Alice. I am calling you 确定一下明天上午10点与帕克总裁的约会。

  B. Thank you for calling me to remind me. I do need to change the time of his appointment. 他对行程有冲突了, 无法这么早。

IV. Read the following passage within 3 minutes to get more information about telephoning.
The language we use where we answer a phone call usually depends on where the phone is. If the phone is in a private home, the person answering the home usually simply says “hello”. However, if the telephone is in an office, then the response is a bit different. There is no one correct way of answering the telephone but there is a tendency for junior or senior office workers to answer differently. A senior employee is more likely to answer with his or her name whereas a more junior employee world give the department or office name. A telephonist would normally give the company name. If you need to speak to someone in particular, you would probably ask for the person in one of the following ways:

“ Could I speak to Mr. Jones, please?”
“I’d like to speak to John, please.”
“Is Mary there, please?”
“ Is that Angela?”
The response would be either:

1. If the person you want to speak to answer the phone
“speak”
“This is John.”
2. If the person you want does not answer the phone

“ Hold on a moment, I’ll get him/her for you.”
But a good secretary would probably check first who the caller s as his or her boss might not wish to speak to the caller:

“ May I ask who’s calling?”
“ Who’s calling, please?”
Telephoning Tips
Learning how to communicate well on the telephone is one of the top priorities for many students who need to use English at work. Learning the common phrases that are used on the telephone helps students know what to expect. However, what students often need most is practice, practice, and more practice. While helpful, practicing a role-play in the classroom is not always the best way to improve telephoning skills. Telephoning requires special skills as there are a number of difficulties that arise when telephoning that are specific to telephoning. The first and foremost difficulty is not being able to see the person you are communicating with. This lack of visual communication often makes students, who can communicate quite successfully in other situations, nervous and thereby hinders their communicative abilities. Add to this the typical hectic pace of business communication, and you have a particularly difficult situation. 

Task 2  Draw Up A Schedule 

The tasks of itinerary arrangements on the part of the hosts include working out a timetable for company tour, business talks, sightseeing, shopping, meeting and seeing off guests at the airport. It is also useful and polite to offer the guests various choices and ask about their preference for entertainment, food, sightseeing, trips and other tings they are interested in during the stay in China. Usually the host in honor of the guests gives a big banquet, after they are received at the airport, which also marks a good beginning of the coming negotiation, and provided a chance for both sides to get to know each other further. Rich meals are served to show the Chinese-style of hospitality and its long history of cuisine culture, meanwhile, they may tactically help” lubricate” a hard business talk, or shorten the negotiating process to some extent, as well.
Learning objectives
1. To learn to make an itinerary.

2. To develop teamwork skills.

3. To develop competence in questions 
Useful expressions and patterns
1. If you don’t mind, let’s discuss our agenda first.

2. We’d better first draw up a schedule.

3. Do you have any plan to tomorrow?

4. Let’s listen to the schedule first. 

5. If possible, could you arrangement a visit to your factory tomorrow?

6. Please go ahead.

7.I’d like to have your comments on the rough arrangement.

8. I’d appreciate your effort.

9. It’s very kind of you to make such a good arrangement.

10. I’d appreciate it if you could arrange a trip for me to go there. 
Dialogues

Dialogue 1

 Listen to dialogue 1 and answer the following questions with what you hear.

1. Whom is Julia going to pick up at the airport?

2. What time and where is his plane scheduled to arrive?

3. Describe Mr. Mitchell’s schedule arranged by Manager.

Notes to Dialogue 1
1. under his name 以他的名义

2. Holiday Inn 假日酒店集团。

它是专门经营酒店的企业，在全世界90多个国家和地区经营2700多家酒店，拥有超过45万间客房。国内现有48家。
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2. jet lag  时差

3. get some shut-eye 睡一会儿

4. so nothing’s scheduled the whole day tomorrow. 

所以明天一天没有安排任何活动。

Describe Mr. Mitchell’s schedule Manager has arranged for him while he is staying at Shanghai.

	Manager: Julia, Mr. Mitchell will be arriving at Shanghai for the first time tomorrow. I’d like you to pick him up and help him settled in.

Julia: I can do, Director. Which hotel is he booked in?

M: Holiday Inn. Everything’s been arranged, under his name. 

J: What time is his plane scheduled to arrive at Shanghai Pudong Airport. 

M: He’s arriving on flight AC 211 from Toronto at 13:15 pm. 

J: Ok. By the way, shall I take one of the company cars?

M: Sure, I already arranged one for you.

J: Will he visit our company after he arrives in Holiday Inn?

M:  He’ll probably have jet lag, so nothing’s scheduled the whole day tomorrow..

J: I’ll take him right to the hotel then, so he can get some shut-eye.

M: Good. And please remind him that dinner is optional in the evening, if he’s not too tired. Otherwise, we have a meeting schedule for 10 am the day after tomorrow morning and then 2 in the afternoon, we’ll show him our company.

J: We’ll pick him up in both cases? 

M: Right. Here’s the schedule of his visit. When you meet him at the airport, you can show him and see whether it is Ok or not. He can be free to change it.

J: I know. If there are any changes in the schedule, I’ll let you know soon.

M: Thank you.

J: You are welcome. 


Dialogue 2

1. Notes to Dialogue 2
2. rough粗略的，大致的
3. comment 意见

4. hospitality 好客，盛情

5. agenda 议程

6. magnificent 华丽的，高尚的， 宏伟的

7. draw up 草拟

8. in honor of 向...表示敬意，为祝贺…
Listen to dialogue 2 and act out what you hear.

	A. Mr. Mitchell, I’ve drawn up a rough schedule for you during your stay here in Changzhou. And I’d like to have your comments on it.

B. Oh, let me listen to your schedule first.

A. This evening there will be welcoming dinner party in your honor You will meet  General Manager from Hongda Textile Import and Export Company.

B. Thank you for your hospitality.

A. Tomorrow morning our business meeting will begin. The detailed agenda for negotiations will be discussed. In the afternoon we’ll show you around our company. 

B. Yes, A detailed agenda is quite necessary. How many days is the negotiation supposed to last? 

A. It will last at least two days, I think. Then for the next two days, we’ll arrange a trip for you to visit some interesting places in Suzhou and Wuxi.

B. Suzhou and Wuxi are beautiful cities, but I’ve been there before.

A. Oh, have you? Then is there any other place you want to see?

B. Yes, I was told by one of my friends that Hangzhou has magnificent scenery. I’d appreciate it if you could arrange a trip for me to go there.

A. No problem. We can arrange that for you during the last two days.

B. Thank you very much.


Dialogue 3

Notes to Dialogue 3
1. considerate adj. 体谅的

2. recover from 从… 回复过来

3. fabric n. 织物，布

4. preference n. 偏好，优选选择

5. in particular 特别地

Suppose you are Miss Blanks and your partner is Mr Green, discuss the agenda based on the dialogue. 

	A. Miss Black. If you don’t mind, let’s discuss our agenda first.

B. I agree, Mr Green. A good agenda will save time and energy. Please go ahead.

A. All right. We think you need a good rest this afternoon to recover from the long trip.

B. That’s very considerate of you.

A. Tonight there’ll be a dinner party held for you by the General Manager of the Changzhou Import and Export Company, and I’ll call on you at 6pm.

B. That’s fine, Thank you very much.

A. Tomorrow I’ll go with you to visit Changzhou No 1 Textile Factory and Hengji Textile Cloth CO., LTD. Two factories produce high quality yard and fabric.

B. That’s good idea.

A. On the 15th and 26th, we may have too days of business talks. I hope we may reach a final agreement during these two days.

B.  So do I.

A. Since this is our first visit here. So on the 17th, that is the last day of your stay here, I’ll show you around our city. May I know your preference?

A.  It’s very kind of you to make such a arrangement. I have nothing in particular.

B.  I just want to know more about your city.


Schedule Reading

A.  A schedule for President Morris
	Monday

(March 3)
	3:05 am Atlitalia filght AZ 769 to Rome

10.30 am Arrive Rome

Mr Conti meets us at the airport

Stay at Sheraton Hotel

	Tuesday

(March 4) 
	9.15 am Meet agent, Ms Spinardi

2.00 pm lunch with Mr Vialla

3.30 pm visit new factory 

	Wednesday (March 5)
	9.30 Attend production meeting

	Thursday

(March 6)
	11.20 am Alitalia fight AZ 768 to Bombay

	Friday 

March 7
	1.30 am Arrive Bombay


B.  An Itinerary for a Visiting Team 

	AMERICAN CULTURAL SEMINARS & STUDY TOURS

NANJING FOREIGN LANGUAGE UUNIVERSITY
July 23, 2007 through August 2, 2008  

      
Saint Joseph’s University in Philadelphia
Teaching dates:

Monday – Thursday July 23 - 26

Monday-Thursday July 30 – August 2

ALL PRESENTATIONS WILL BE IN MANDEVILLE, ROOM 209 EXCEPT FOR AUGUST 1 AT 12:30 PM, WHICH WILL BE IN BARBELIN 226

Week 1
Monday, July 23
Arrive in Philadelphia International Airport 7:40 AM and arrive at Saint Joseph’s University, City Avenue Apartments, at approximately 10 AM).  Guests will be staying at the 54th Street dormitories located at 54th & City Avenue (BORGIA HALL).  Mary Ann will be there to make sure that everyone receives identification cards, passwords and keys.
12:00 PM – 1:00 PM 

Tour of campus (time permitting)
1:00 PM - 2:30 PM 

Welcome Reception
2:30  PM


    Trip to Supermarket
Tuesday, July 24
9:00 AM 


    Leave for High School
9:30 AM – 10:30 AM

Tour of High School 
10:30 AM – 12:00 PM
Higher Education Leadership – Dr. Robert Palestini, former Dean of Graduate Arts & Sciences and University College


and Professor of Education
12:00 PM – 1:30 PM
Lunch
1:30 PM – 3:00 PM
English as a Second Language - Dr. Ailing Kong 





            Professor of Education

Wednesday, July 25  
7:45 AM


Leave SJU 
9:00 AM – 10:00 AM

   Private Meeting with Chief Judge in his Chambers

The Honorable Harvey Bartle, III 

U. S. District Court

(Visitors must have photo ID – no cameras)
10:00 AM


Leave Federal Courthouse for Eastern State Penitentiary
11:00 AM - 12:30 PM

Eastern State Penitentiary
12:30 PM – 1:30 PM

Lunch
1:30 PM


Return to campus
2:00 PM – 3:00 PM

American Criminal Justice System – 

Professor Patricia Griffin, Director, Graduate Criminal 

Justice Program

Thursday, July 26
9:30 AM – 10:30 AM
American History – Dr. Jeffrey Hyson





     Professor of History
10:30 AM – 11:30 AM
Bus to Center City Philadelphia
11:30 AM – 12:30 PM
Lunch
12:30 PM – 2:00 PM
Tour of Constitution Center
2:30 PM – 4:30 PM

Visit Liberty Bell and Independence Hall 
4:30 PM


Return to SJU
Monday, July 27
9:30 AM to 11:00 AM 
How To Do Research as a Secondary School Teacher

Dr. Ray Horn

Professor of Education
11:00 AM – 12:30 PM

 Common Counseling Issues and Treatment Approaches with North American Students

Dr. Linda Lelii, former Vice President for Student Life 

   and Professor of Psychology
12:30 PM – 2:00 PM

Lunch
2 PM to 3:30 PM 

What Colleges Look for in the Ideal Student





    Kevin Zajac
Tuesday, July 28
9 AM 


Leave Saint Joseph’s University for Children’s Hospital of 

Philadelphia, the No. 1 children’s hospital in the U.S.
Hosted by Dr. Antonio Cardoso
10 AM 


Tour
Noon - 1:30 PM  

Lunch
1:30 PM – 3:00 PM

Presentation by Dr. Antonio Cardoso





   Professor of Health Services
3:00 PM – 4:30 PM

Presentation by Dr. Jack Newhouse 





  Professor of Health Services
4:30 PM – 5:30 PM

John Doyle
Wednesday, July 29
9:30 AM – 11:00 AM

Civic Engagement 

Ann Marie Jursca, Assistant Director/Service Learning
11:00 AM – 12:30 PM
Lunch
12:30 PM – 2:00 PM

Introduction to Circle

ROOM BL 226

Communications with Native American Origins





Professor Donald J. Haldeman

2:00 PM – 5:00 PM

Marianna Fieo
Walter Weinrich 

College Preparation and Planning
Thursday, July 30
10 AM – 11:30 AM 

Identity and Photography – Professor Susan Fenton 
11:30 PM – 12:00 PM    
Bus to Museum of Natural Science 

 
Lunch on the bus
12:00 PM – 2:00 PM
 Natural Science Museum
2:30 PM – 5:00 PM

Philadelphia Museum of Art
5:45 PM             Dinner at Victor’s Café - Italian Opera Restaurant (waiters and waitress
are Italian-opera singers) 


New words and expressions 
1. itinerary n. 旅行计划， 旅行线路

2. Philadelphia 费城（美国宾夕法尼亚州东南部港市）
3. Chief Judge 审判长

4. chamber 事务所， 会所

5. Common Counseling Issues and Treatment Approaches 常见的咨询问题及处理方法
6. Health Services 卫生服务  健康服务

7. Civic Engagement 市民参与 公民参与
C. A Host program
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MINISTERO DELL’ISTRUZIONE, università E RICERCA

Direzione Generale Ufficio Scolastico Regionale per la Puglia

Ufficio Scolastico Provinciale di Foggia

Via Rosati, 2 – 71100 FOGGIA
	Delegation R.P. China 11-17 September 2009 
Host program 

	Thursday 
10 
September
	11.50
18.00

20.00
	Arrival at Naples Airport and departure for Castellana Grotte (BA) 
Arrival and accommodation - Semiramide Palace Hotel Castellana Grotte 
Dinner

	Friday

11 
September 

	08.30

10.00

13.00

16.00

20.00

21.30
	Meeting with local civil authorities and school managers  - Visit I.I.S.S. "Agherbino” of Putignano - Noci 
Visit  the  caves of  Castellana
Lunch 
Visit  Alberobello -  
Dinner 
City sightseeing 

	Saturday 
12 
September


	08.00

10.00

10.30

13.00

15.30
18.30
20.00
	Departure from  San Ferdinando di Puglia 
Arrival of the delegation at I.I.S.S. "I. Silone "- Visit  the school 
Chinese-Italian Conference: The influence of Confucius in China and on Western world for the education  of young people
Lunch 

Departure for  Castel Del Monte – Visit the Castle 
Return to Castellana Grotte

Dinner

	Sunday

13

September
	08.00

09.00
10.00

13.00

17.00
20.00
	Arrival at Bari

 Accomodation in Best Western Hotel
Visit  the halls of the “ Fiera del Levante” in Bari 
Lunch  cruise

Visit Bari old town

Dinner

	Monday 
14 September


	09.30

10.00

13.00

16.00

18.30

20.00

21.30
	China - Italy Fashion Forum  at the "Fiera del Levante" –   School Authorities, Civil authorities, Clothing and Fashion experts 
Lunch 
Fashion Show 
Visit I.I.S.S. "E. Majorana "- Meeting with representatives from commercial  Clothing and Fashion Companies 
Dinner 
Departure from Bari to Foggia 

	Tuesday

15

September

	08.00

10.00

1300
1630

1800

2000
	 Departure from Foggia to Troia

Visit  CMC mechanical automation company at Troia, food  cooperative  company, 

Wine concern

Lunch

Visit Vocational  Institute  “A. Pacinotti " - Foggia  - Meeting with School, local, provincial and university Authorities  -  Further development  of cooperation agreements Italy-China 
Fashion Show by IPSIA A. Pacinotti "students. 
Dinner 

	Wednesday 16 
September


	07.00

10.00

10-30

13.00

15.00
	Departure from Foggia to Rome

Arrival at  Rome and accomodation in Hotel

Visit the Capital

Lunch 

Visit Rome

	Thursday 
17 Sept.
	07.00

	Departure for Naples Airport 



Passage Reading 

How to Keep Your Boss Happy

By dbdewer


Keep your boss happy and you will thrive at work. This is a simple rule but the most important one for career success. Your boss can do more to help or hurt your career than anyone else at work. Keeping her happy should be your number one priority.

The job of a boss is to supervise people so that tasks get accomplished on time, on budget and with as little chaos and drama as possible. You can either be part of making that happen or you can be an impediment. Guess which one make the boss happier.

Here are some steps that should help you keep the boss happy.

· An understanding of the big picture of your boss' job. 

· An understanding of the big picture of your own job. 

1. Step 1

Find out what is important to the boss. What goals must she achieve today, this week, this quarter. Once you know the boss' s priorities, you can align your efforts with what counts in her world.

2. Step 2

Make certain that you understand exactly what the boss expects from you on a daily, weekly, monthly, quarterly and annual basis. This will help you organize your time accordingly.

3. Step 3

Show up on time every day. Work hard while you are at work. You might be surprised how impressive this is to your boss.

4. Step 4

In a crisis, come to the boss' s assistance. Help solve the problem without a lot of complaining.

5. Step 5

Deliver everything you promised the boss when you promised it. Coming through on your commitments to the boss are among the most important things you can do for your career.

6. Step 6

Do not be critical of the boss to people in other departments, your co-workers or those outside the organization. If you think there is almost no one left to complaint to, you are getting the picture.

7. Step 7

If you do have a criticism or concern about the boss, take it directly to the boss -- or keep your mouth shut.

8. Step 8

Talk up your team and your co-workers to the boss. The boss has enough problems without dealing with negative input about subordinates.

New Words and Expressions
1. thrive v. 兴旺,繁荣
2. priority n.头等大事

3. chaos n. 混乱
4. impediment n. 障碍
5. quarter n. 季度
6. align   with   
7. accordingly adv. 相应地
8. be critical of 对   挑剔的
9. subordinate n. 下属
Notes to the Passage
1. Your boss can do more to help or hurt your career than anyone else at work. 你老板对你职业生涯的帮助或伤害都会超过你任何同事。

2. The job of a boss is to supervise people so that tasks get accomplished on time, on budget and with as little chaos and drama as possible. 老板的工作就是监督员工，以使任务在尽可能少的麻烦和变化中顺利地按预期的预算按时完成。

3. You can either be part of making that happen or you can be an impediment. 而你要么能够助之一臂之力，要么就是挡在这前面的障碍物。

4. Once you know the boss' s priorities, you can align your efforts with what counts in her world. 一旦你知道老板的中心工作，你就能将你的努力与她世界中心联系起来。
5. Coming through on your commitments to the boss are among the most important things you can do for your career. 兑现你对老板的承诺是你为自己职业生涯所做的最重要的事情。

6. Do not be critical of the boss to people in other departments, … .
切勿对着其它部门的员工挑剔你的老板。
Eg: be critical of/about 对 …不满, 对…谴责

It‘s natural for young employees to be critical of their bosses at times and to blame them for most of the misunderstandings between them.
Exercises
I. Complete the following dialogues by translating the Chinese into English.

1. A. 如果你不介意，我们先讨论接待议程吧。
B. Ok. How would you like to proceed with the meeting?

A. 我们应该首先看一看谁去上海接机。

B. I agree. Please go ahead.

   2. A. Mr Reeves, this is our rough schedule.  你有什么意见吗？

     B. I think it’s a good schedule.但是如果可能的话，我们能不能提前一天结束谈判。 

     A. I don’t think there will be any problem. 
   3. A. President Johnson, I would like to show you around the city tomorrow. 

你有什么特别的想去的地方？

     B. 非常感激你的安排。如果你能带我到天宁寺去的话，我将不胜感激。

     A. No problem. I’m glad to be your guide.
II. Translation.

1. 时间表

2. 日程表 

3. 周到的

4. 草拟

5. 好客

6. 业务洽谈 

7. 我们已经草拟了会议议程。 布朗先生，我想知道您对此议程的看法。

8. 我想今晚你应该休息一下，以便你从时差中恢复过来。

9. 可能的话，明天能否安排参观一个纺织厂。

10. 我明天上午9点过来拜访您，方便吗？

III.Translate the following time into English.
	星期日晚上
	

	下午3点半
	

	2009年11月1日
	

	星期四，3月号下午3点
	

	明早8点10分
	

	明年的这个时候
	

	6点整
	

	一周之后
	

	后天中午
	

	星期三上午
	


IV.　Complete the agenda by translating the Chinese in brackets into English.
 WEEKLY  AGENDA
	Monday 9：30 — 11：30 a.m.  __________________________(会见新员工)

        2:30p.m.             _______________________(AE370航班飞往上海)

        6:00 p.m.               Arrive in Shanghai ,stay at Holiday Inn

  Tuesday 10:00—11:45 a.m.      _________________________(参观新销售中心) 

         1:00 p.m.               Meeting with manager of Shanghai Branch

Wednesday 12:00 noon          __________________________（午餐约见顾客）
  Thursday 9:00—11:30a.m.        Sales meeting

         6:00p.m.             _________________________（年度销售奖晚宴）
  Friday 9:25 a.m.               Flight Number AE371 back to Beijing




V. Draw up an agenda according to the following situation and play the roles in class. 

  Mr. Brown who has just arrived in Changzhou will stay for a week. He will have business talks with the Easy Pacific Textiles Company and visit some places of historic interest places in Changzhou. Suppose you are a secretary of the East Pacific Textiles Company, you will make a reception arrangement for his stay. So please draw up an agenda for his visit in advance and then go to his hotel to discuss with him about the agenda. .

Module Three 

Visits and Travel
Task 1 Describing a Company

Learning objectives
1. To ask for and give information on companies.
2. To learn to talk about types of business.
3. To get students familiar with the structure of a company.
Useful expressions and patterns
1. I work for Hongda Textile Co. Ltd.
2. It’s an Indian company.

3. The headquarters are in Bombay. / The head office is in Bombay.

4. We manufacture /produce /make various of yarn-dyed fabrics.

5. We export to Europe and North America.

6. Where do you work? 

7. Do you have branches in China?

8. When was your company founded?

9. What’s the main activity of your company?

10. How many people are there in your company?

  Dialogues
Dialogue 1

Notes to Dialogue 1 
1. head office: 总部，也可称作Headquarters(缩写为HQ).

2. Bombay: 孟买(印度西部的一个邦,首府为孟买城)
3. multinational: adj.多国的, 跨国公司的, 多民族的
4. specialize in: 擅长于, 专攻 

5. textile fabrics: 纺织品

Listen to the dialogue 1 and answer the following questions.

1 Who does John work for?

2 How big the company is?

3 Where are the headquarters? 
4 Do they have branches in China?

5 What’s the main activity of John’s company?
	                                                    


Mary: Where do you work, John?

John: I work for JOO Textile Company.

Mary: Is that an American company?

John: No, It’s an Indian one.

Mary: Where is the head office of your company?

John: Our head office is in Bombay

Mary: How many people are there in your company?

John: There are more than 10,000 employees.

Mary: Wow, that’s a big company.

John: Yes, it’s a multinational.

Mary: How many branches do you have?

John: We have 25 branches all over the world, such as America, China.

Mary: When was your company founded?

John: It was founded in 1975.

Mary: And what’s the main activity of your company?

John: We specialize in textile fabrics. 






Dialogue 2

Notes to Dialogue 2 

1 fame: n.名声, 名望, 传说
2 decade: n.十年, 十
3 bridal gowns: 新娘装

Listen to dialogue 2 and complete the following answers:

1. Mr. Smith visits Mr. Li’s factory because ___________________________. 

2. The factory was built in______________.
3. When did the factory get prosperous? ___________________________.
4. _______ of their products are dresses and the rest are bridal gowns.

5. There are ________ engineers in their factory.

	Mr. Li: Welcome to our factory, Mr. Smith.

Smith: Thank you. I’m glad to have the opportunity to visit your factory. I’ve heard a lot about it. Your factory seems to have a good fame.

Mr. Li: Thank you. Our factory was built in 1978, but it gained fame only a decade ago.

Smith: I’m told that you mainly manufacture dress.

Mr. Li: You’re right. 70% of our products are dresses and the rest are bridal gowns.

Smith: How many engineers do you employ?

Mr. Li: There are about 1200 engineers.

Smith: No wonder your products can have a large market


Passage Reading One
Read the company description and answer the questions.

1) What is Yimi’s potential market?

2) What are their main products?

3) Why do you think Yimi will have a bright future?

	With annual sales of over three million units into Western Europe, North America, Australia and Japan, Yimi is a manufacturer, producer and exporter of ladies' fashion underwear and swimwear. Coupled with its qualified ISO 9001:2000 management systems, market-driven research & development, advanced facilities and techniques, and its highly skilled workforce, Yimi will continue to meet the needs of its customers well into brighter future.


Passage Reading Two
	The Company’s Performance
   Jingjing Company is applying for a loan from Bank of China. Mr. Donald, the bank’s officer, is interviewing the assistant director of this factory, Mr. William and asking questions about the factory. William made a detailed report on the problem.

  Our factory mainly produces garments, and you know, ___(1)_____and we really have hard time. But we’ve worked out a new style which I am sure will have a profitable market according to the market survey. ___(2)_____This style’s pattern is very modern, it’s elaborate and expensive, and it looks so gorgeous. But it’s in good demand by foreign businessmen. Our factory employs a group of experienced designers. According to their contracts, They are obliged to provide a certain number of designs for the works every year. ___(3)_____We need a large sum of money to update our equipment and to mass produce this new product. I will give you more detailed information about our factory, our development plan, especially the market prediction of the new style.

  I can also give you a few figures which may help you—for example, we run our machines at 150 hours per week at a throughput of 44 units per hour. So weekly output is over 6,500 units. Our machine utilization is very good—an average of 86.5%,that is,9% better than the average for last year.

  Every month we have supervision and maintenance costs of about ￡68,000. Nevertheless, last month we had a profit of ￡104,000 which is 6.3% up on the previous month.


Words and expressions

detail       n.细节，详情

performance  n.履行，执行，成绩，性能

figure        n.外形，轮廓，画像，数字

throughput    n.生产量，生产能力，吞吐量

average       n.平均，平均水平，平均数，海损

finished      adj.完成的，完结的，完美的，精巧的

shift         n.移动，轮班，移位，变化，办法

output        n.产量，输出，输出量

utilization     n.利用

supervision    n.监督，管理

maintenance   n.维持，保护，生活费用

production     n.生产，产品，作品，（研究）成果

Notes to the Passage
1. Jingjing Company is applying for a loan from Bank of China.晶晶公司向中国银行申请贷款。

2. Apply for 申请 I applied for a scholarship.我申请了奖学金。

3. William made a detailed report on the problem. William就这一问题做了份详细的汇报。
After-reading exercises:

Read the passage and put these sentences in proper place.

1. The competition is very keen in this field

2. The plant works with everything from the raw materials to the finished products.
3. Now the problem lies in money.
Read the passage again and decide whether these statements are True (T ) or False ( F)

( ) 1. The conversation took place at a department store.

( ) 2. Mr. Donald made a detailed report on this problem.

( ) 3. The workers produce 44 units per shift.

( ) 4. Their machine utilization is 86.5%.

( ) 5. The company’s monthly supervision and maintenance costs a lot.

Passage Reading Three

Find out about this company, then report to the class using the model provided below.

He/she works for…company.

They’re in the…business. They make…
Their main markets are…
……
	Black Peony (Group) Co. Ltd. is a modern denim manufacturer with science, production and trade as a whole. It was founded in 1940 and is one of the 520 key enterprises in China. The company was named as a national key high-tech enterprise by the Ministry of Science and Technology.
  The Trade Mark of “Black Peony” is regarded as a well-know brand for denim fabrics in China. It is only Black Peony that gained such an honor in denim field of China, and it is listed in the “Famous Brands for Export supported by the Ministry of Commerce” as well.

  The company now is of the capacity of annual output of 80 million meters of denim fabrics, 10 million pieces (sets) of garments and 8 million kinds of yarn-dyed fabrics.

  The company is well-equipped with the latest advanced machinery from the U.S., Belgium, Italy, Swiss, Japan and Germany, such as open-end spinning frame, shuttle less looms, dyeing and finishing facilities as well as garment making equipment.

  There are 25 new technologies for textiles production approved by the world authority.  The company is running by advanced means of management. The main equipment and facilities for production are equipped by computers and testing instruments.

  “Black Peony Group Industrial Park” is located in Changzhou High-Tech Development District with total area of 1 million square meters. The first stage of the project is undertaking now. Relying on the advanced science, technology and innovations, Black Peony Group keeps its technology and management at the world first rate. On the basis of the present advantages, The further technical reconstruction is under going for establishing a new international first rate production base.

  We believe that Black Peony will be more “ responsible for your brand” in a better way in near future.


Exercises:

I. Work with your partner to fill in the blanks using the word in the box. 

	Huge multinationals  office  branches  subsidiary   founded   specialized in   office furniture   manufacturer   client   turnover   based   employ   pre-tax profits   exports   HQ


1) Do you have an _______in Beijing?

2) Our company has 20 _________all over the world. Most of them are in Asia and Europe.

3) They are a _________of office tables and chairs. That means, they make office tables and chairs themselves.

4) There are many ______ ________doing business in China now.

5) We sell most of our _______ _________to foreign companies.

6) We ________2000 people.

7) HDC is ________in Boston. That means, their head office is there.

8) A ________ is owned by a parent company.

9) Our ________ of last year was $ 50 million.

10) _________is the main building or offices used by a large company or organization.

11) The company only ________oil to America.

12)  Nike _______ _______sports shoes.

13) Our company was _________in 1975.

14)  KFC is our most important _________. We have been doing business with them for 10 years.

15) Last year our _________ ___________ were $ 20 million.

II. Write down the names of two well-known companies in your city or region. Discuss what you know each company’s activities.
Where do they operate? How important are they?

If you could choose, which would you like to work for? Why?
III. Which of these words can you use to talk about your own company and your own office? (or a company you know, or have worked for.) Add any extra words you need to the lists.
	Types of company      Division          Employees

Firm                 parent company    head of department

Corporation           sister company     director

Multinational          division          CEO

Conglomerate          branch           MD

Family business        head office        supervisor

Organization           department        assistant

                     Section           team leader

                     Office            staff


IV. Match the company to the city where its headquarters are.

Hugo Boss        London
Prada             Paris
Christian Dior      Metzingen
Burberry          Milan

V. Describing Companies

Is IBM a Japanese company?           No, I don’t think so. I think it’s American.

Does it have any branches in China?     Yes, I’m sure it does.

What dose it produce?                  It produces computers, I think.

Does it make studio equipment?         No, it doesn’t.

VI. Use the information in the boxes to make up sentences about the companies

	Cathey Pacific

AT&T

Lloyds

Pizza Hut

Citibank
	is in the
	banking business

airline business

restaurant business

telecommunications business

insurance business


	Omega

Microsoft

Mercedes-Benz

IBM

Philips

Pierre Cardin
	sells

makes

produces

manufactures
	computers

cars

clothing electrical appliances

watches

computer software


	Toyota

Fiat

Samaung

General Electric

Grunding

Klm
	is a(n)
	American

German

Italian

Dutch

Korean

Japanese
	company


Study these examples:

Below are the names of some of the world’s biggest companies. What do you know about them? Work in small groups. Ask and answer questions, as in the examples.

 ICI            Coca-Cola           Shell                 Siemens

 Boeing       BMW                Rank Xerox            Pioneer

 Fuji          Motorola              Ford                 Levi Strauss

 Panasonic     Canon                Kodak                P&G

VII. Look at this extract from an organizational chart. Match the answers on the right below to the questions on the left.
	Charlie Baxter

(customer services director)

Sue Holland                                Andy Brown

(Call Center Manager)                       (Complaints Manager)



1) What is Andy Brown’s job?  A Andy Brown

2) Which department is Andy Brown in charge of?  B Charlie Baxter

3) Which department is Sue Holland responsible for? 

                                       C He’s the complaints Manager

4) Which managers are under Charlie Baxter?  D She’s the Call Centre Manager.

5) Who does Sue Holland report to?          E Sue Holland and Andy Brown

6) Who is responsible for complaints?         F The Call Centre

7) Who is Sue Holland?                    G The Complaints Department 
VIII. Describe the departments to your group members and discuss together in which departments the people in.

1._________advertises and markets product.

2. _________deals with employees.

3._________organizes payment.

4. __________develops new products.

5.__________sells the company’s products.

6.__________sends goods to customers.

7. __________buys goods for the company.

8.__________makes goods in the factory.

9.__________deals with customers’ problem.

Company structure

A company organization structure should aim at providing an efficient work system, a means of communication, and satisfaction for the company personnel.

First, in terms of efficiency, a business must try to maximize the output of products and services which result from a given input of resources. This is possible only when company organization functions smoothly. Second, the success of a company depends on a steady flow of full and correct information. Therefore, an appropriate communications system must exist to ensure that the right information reaches the right people. Finally, a well-defined organization provides the means for individuals to assess their relations with others who work for the same company. In  system which is suitably organized, this should serve as the basis for job satisfaction.

Functional Organization


[image: image4]
IX. Read this passage and tell the following statements true or false.

1. (  ) This company specializes in production of many kinds of textile products such as cotton yarn, fabrics.

2. (  ) In 2005, the company’s annual production ability reached 770 thousand tons of cotton yarn and 1650 million meters of loom-state fabrics.
3. (  ) Weiqiao brand products are exported to more than 20 countries and regions including America, Japan and North Korea.
	Held by Weiqiao pioneering Group, Weiqiao Textile Co., Ltd. has now gross capitals of RMB 7.79 billion. It is mainly engaged in the production of ten varieties (more than 2000 kinds) of textile products including cotton yarn, cotton fabrics, polyester cotton yarn, polyester cotton fabrics, high-count and high-density fabrics, elastic fabrics, jean fabrics and chemical fiber fabrics. In 2005, the company’s annual production ability reached 770 thousand tons of cotton yarn and 1650 million meters of loom-state fabrics. With high class, good quality and complete specifications, Weiqiao brand products are exported to more than 20 countries and regions including America, Japan and South Korea.


Module Three 

Visits and Travel
Task 2 Visiting a Factory




Learning objectives
1. To comprehend basic vocabulary and sentence patterns related to a factory tour;

2. To identify and understand the basic elements of a factory tour;

3. To understand the importance of a factory tour in business.  

Useful expressions and patterns
1. We’d very much like to have a tour of your factory.

2. I’m eager to visit your company.

3. I hope to visit your factory next mouth.

4. I would be happy to come to see your facilities.

5. When could I visit your factory? The sooner the better!

5. I’m afraid you’ll have to wear an overall. It’s hygiene requirement.  

6. Please follow the arrow. This will take you safety to the assembly line.

7. You need this for security.

8. It’s very important not to touch the machinery.

9. I wonder whether I could talk to your workers?

10. I wonder if you enjoyed visiting our factory?

11. All the arrangements for the tour are greatly appreciated. Thank you very much.

Dialogues
   Dialogue 1

Notes to Dialogue 1 
1 square meters: 平方米

2 brochures: 小册子

Listen to the dialogue and decide if the following statements are true(T) or false(F).
1 ( ) The Purchasing Manager from ATC showed around the factory for Richard.

2 ( ) The plant covers an area of 25,000 square meters.
3 ( ) The plant was set up in the early 1970s
	You will hear a dialogue between a visitor and a receptionist in the reception room.

Richard: Good morning. Welcome to our company.

Thomas: Good morning. Thank you for your reception.

Richard: I’m Richard Black, the Sales Manager.

Thomas: Nice to meet you, Richard. I’m Thomas Brown, the Purchasing Manager from ATC.

Richard: How was your journey?

Thomas: Not too bad, thank you. Er…Let’s turn to business. Could you tell me how large the plant is?

Richard: It covers an area of 25,000 square meters.

Thomas: When was the plant set up?

Richard: In the early 1960s.

Thomas: What are your newest products?

Richard: Here are some brochures about our products. Please look on page 13; all the new products are listed there.

Thomas: There products are pretty good. Could you briefly tell me about your production methods?

Richard: Of course. I can show you our production systems on video.

Thomas: OK. But if you don’t mind, I prefer seeing the factory for myself.

Richard: That’s fine. I was hoping you would. If you have enough time, we’ll be pleased to give you a tour.

Thomas: That’s very kind of you. I’ve been looking forward to seeing your factory.

Richard: When can we arrange the tour? What time would be convenient for you?

Thomas: I’m free tomorrow. There’s nothing like seeing products being produced firsthand.

Richard: That’s for sure. You’ll know all about them after the tour.

Thomas: I hope to learn a lot from this visit.




  Dialogue 2
Notes to Dialogue 2
1 I’m all set. : I’m ready. 我已经准备好了。

2 the production line: 生产线

3 put on this helmet：带上头盔

4 the assembly line: 装配线

5 half-automated: 半自动化

6 rejects: 被弃之物, 不合格品
7 semi-finished product: 半成品

Listen to a dialogue between Thomas and Richard when they are taking a factory tour and answer the following questions.

1 What did Tomas want to visit?

2 Will they put on the helmet before visiting, why?

3 What does the assembly line look like? 
4 Is every part of the process, form the first stages to the finished product, carried out at this plant?
	You will hear a dialogue between Thomas and Richard when they have a factory tour.

Richard: Thank you for coming today. Thomas. We can start any time you’re ready.

Thomas: Hello, Richard. I’m all set.

Richard: You said yesterday that you wanted to see the production line. The tour will last about an hour.

Thomas: No problem.

Richard: First, you’ll have to put on this helmet, I’m afraid.

Thomas: OK. But, this one seems a little small.

Richard: Please try this one.

Thomas: That’s much better.

Richard: Well, this is our production shop. We will start will the assembly line.

Thomas: That’s fine. I’ll just follow you.

Richard: Please stop me if you have any questions.

Thomas: OK. I’d like to know if the assembly line is fully automated.

Richard: No, it is half-automated.

Thomas: What’s the monthly output?

Richard: 5,000 units per month. But we’ll be making 6,000units at the beginning of November.

Thomas: That’s wonderful. What’s your usual percentage of rejects?

Richard: Only 1% in normal operation.

Thomas: It’s amazing. How do you control the quality?

Richard: All products go through three checks during the whole manufacturing process.

Thomas: How do you do that?

Richard: First, our workers will confirm the quality of each part according to the regulations at every point in the process. We also have computer-controlled equipment to test the quality of the semi-finished product and of the final product as well. Lastly, we send some products to our public quality-control centre for checking.

Thomas: Wonderful. One more question: Is every part of the process, form the first stages to the finished product, carried out at this plant?

Richard: Absolutely. That keeps us competitive in the tough international market.

Thomas: Is that where the finished products come off?

Richard: Yes.


Dialogue 3
Notes to Dialogue 3
1. square meters: 平方米

2. set up: 建立

3. anniversary: 周年纪念

4. run: 运行

5. come off: 实现，成为

Listen to dialogue 3 and complete the following figures:

1 The plant covers an area of _______ square meters.

2 They’ll soon be celebrating the _________ anniversary.

3 There are ________ employees in this plant.

4 All products have to go through ________ checks in the whole manufacturing process.
5 They’ll be making __________ units beginning with October.
	A: How large is the plant?

B: It covers an area of 75,000 square meters.

A: It’s much larger than I expected. When was the plant set up?

B: In the early 70s.We’ll soon be celebrating the 30th anniversary.

A: Congratulations!

B: Thank you.

A: How many employees do you have in this plant?

B: 500. We’re running on three shifts.

A: Does the plant work with everything from the raw material to the finished product?

B: Our associates specializing in these fields make some accessories. Well. here we’re at the production shop. Shall we start with the assembly line?

A: That’s fine.

B: Put on the helmet, please.

A: Do we need to put on the jackets, too?

B: You’d better, to protect your clothes. Now please watch your step.

A: Thank you. Is the production line fully automated?

B: Well, not fully automated.

A: I see. How do you control the quality?

B: All products have to go through five checks in the whole manufacturing process.

A: What’s the monthly output?

B: One thousand units per month now. But we’ll be making 1,200 units beginning with October.

A: What’s your usual percentage of rejects?

B: About 2% in normal operations.

A: That’s wonderful. Is that where the finished products come off?

B: Yes. Shall we take a break now?
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Exercises:
I. Further activity: Pair work

   Mr. Green. the chief manager of an Indian firm, is visiting a Chinese factory which makes men’s T-shirts. Mr. Zhang, in charge of the sales department of a large garment factory, is showing him around and giving a brief introduction of their factory. Now you work in pairs to make a dialogue between Mr. Green and Mr. Zhang.
II. Complete the following the dialogue with the information in blanks.

Situation: Rose and Jacky are classmates. They are visiting a factory. Rose will show Jacky around the factory, introducing its history, its products, its equipment, its technology, and its prospect.

    Rose: the director of a factory, delighted to tell Jacky something about her factory.

    Jacky: paying a visit to this factory. He shows great interest in whatever Rose tells him.

   Play your role according to the Chinese version provided.

    Rose: Hello, Mr. Jacky. I’m Rose. Glad you could come.

    Jacky: _______________(感谢你邀请我来参观工厂。)

    Rose: Where shall we start?

    Jacky: ________________(能先谈谈车间吗？)

    Rose: OK. This is the cutting design workshop. It is a _____________(合资企业) with an Italian corporation.

    Jacky: This workshop looks ______________(明亮整洁). Workers must feel comfortable working here.

    Rose: Yes. It is designed to create satisfactory working conditions.

    Jacky: Do you make evening dresses?

    Rose: Yes. It’s a fashion nowadays among Europeans and Americans to admire hand-made things.

    Jacky: __________________?(你认为晚礼服在中国的前景如何？)

    Rose: I think they have a large potential market. I am confident_________________(过几年)their demand will exceed its supply.

    Jacky: This must bring you ________________(丰厚利润).

    Rose: _______________(我希望如此。) Shall we go to the sales hall to have a look?

    Jacky: Let’s go.

III. The following are some examples of questions asked during a factory tour. Please find their corresponding responses, and then listen to the dialogues to check your answers. 
(1)I hope the noise isn’t bothering you.              It’s no bother!

(2)Why don’t we start at the workshop?             Sure. I’ll follow you.

(3)What did you think of our factory?             It’s big and modern.

(4)What’s your overall impressed?              I’m very favorably impressed.

(5)How big is your factory?   The multiplex of 9 buildings totals 767,708 square feet of floor area.

(6)What is your market share?                       45%. 

(7)How many workers are there in your factory?   At present, there are 2,000 workers at the plant.

(8)Well, shall we have a break?  You must be tired, having seen all our plants all at once.

                   Not really. But there is a lot to take in. Let’s have a break!

(9)Are all the products available now?      Of course. We have good stock levels.

(10)Is there anything else you’d like to see?  I’d like to visit your research department.

IV. Some visitors are coming to your factory. Look at the following organization chart and think which areas you would show them. Arrange a day’s activity for them. The following words may be useful in your activity.

  Plant/Supply area/Assembly area/Dispatch area/Ray materials conveyer

V.  Reading this conversation and complete it with the words in the box.
	must  need  could  badge  sign  appointment


Visitor: My name’s Stephanos Karafillis. I’ve got an ______(1) with the Production manager.

Receptionist: Hello, Mr. Karafillis, and welcome to PackEx. I’ll let Production manager know you’re here. _______(2) you_________(3) the visitors’ book, please?

Visitor: Of course.

Receptionist: You ______(4) to wear this ________(5) for security.

Visitor: OK.

Receptionist: And while you are in the factory itself, you________(6) wear these glasses for safety.

Visitor: Thank you.

Module Three 

Visits and Travel
Task 3 Trade fair



Learning objectives
1. To comprehend basic trade fair vocabulary and expressions
2. To understand how to participate in a trade fair 

3. To enable students to master the steps of attending a trade fair.
Useful expressions and patterns
1. Good morning! Welcome to our stand.

2. Could you please give me some information about the trade fair? I’d like to know…
3. When does the trade fair begin?

4. How long does the trade fair last?

5. Who organizes the trade fair?

6. How large is the exhibition hall?

7. I need to book a stand. Could you please tell me how much space is allocated for each stand?

8. How do you feel like the quality of our products?

9. We are always improving our design and patterns to confirm to the world market.

10. This new product is to the taste of European market.

11. We are satisfied with the quality of your samples, so the business depends entirely on your price.

12. Thank you for coming to our stand. You would be very welcome if you would like to visit our company and learn more about us.

13. Nice meeting you. Please give us a call if you need more information about our products.
Dialogues

Dialogue 1

Notes to Dialogue 1
1 China Import and Export Fair in Guangzhou: 广交会

2 effectiveness: 产生预想效果

3 exposure: 展示

4 bring about: 带来

5 booth: 展位，摊位

Listen to the dialogue 1 and think about the following questions.
1 Have you ever been to an exhibition before?

2 Where can you get information about trade fairs?

3 What can you achieve from attending trade fairs?

4 What can you make preparation for trade fairs?

	Mary received an invitation to China Import and Export Fair in Guangzhou. Now she is talking with John about the exhibition.

Mary: John, we’ve received an invitation to China Import and Export Fair in Guangzhou with the participation fee of RMB20,000. Do you think we could accept the invitation?

John: To be frank, the fee is quite reasonable for such an exposure. The possibility of participation mainly depends on its effectiveness.
Mary: Effectiveness? I’d like to have your idea on effectiveness.
John: Yes, an effective participation can bring about rewarding results, and help meet the company objectives. Guangzhou Fair has become an international fair, well-known to many businesses abroad.

Mary: So, the trade fair could help improve our company image and open the overseas market for our fabrics.

John: That’s right.

Mary: Then we can go ahead.

John: But before the fair, you have to book booth, send samples, decorate the booth and have enough staff equipped for the fair.

Mary: Can you be more specific?

John: Well, general speaking, careful planning seems to be particularly important. The location of the booth shall suit your need and be easy for visitors to access. The booth shall help attract the people in, and samples on display shall help establish our image.

Mary: I see


Dialogue 2
Notes to Dialogue 2
1 anything special? 有事吗？

2 decoration: 装饰，装修

3 guidebook: 指南

4 confirm: 确认

Listen to dialogue 2 and answer the following questions:

1. Where is their booth?. 

2. What is their booth background look like?
3. Why should they prepare flyers?  
	Several days later, Li Yan and Mr. Zhang arrived at the exhibition hall to check the booth decoration.

Z: Take a look! We’ve taken No.10 booth, quite close to the entrance.

L: Yes, we choose the right location for our goods.

Z: Ah, I like the background color! The golden logo in the middle is set against the green background. Exquisite design!

L: Yeah, the design style fits in well with the baskets. I believe our products will be in the spotlight at the exhibition.

Z: Definitely.

L: At the moment, we still have a lot to do. We need to confirm the attendance of some invitees, and we have to get more catalogues printed.

Z: Just a reminder, Not all for catalogues. Catalogues can be distributed to those potential customers. Try to prepare some flyers.

L: Flyers?

Z: Yes. Flyers for those visitors who just come and have a look. It’ll save you costs.

L: That’s a good idea.


Dialogue 3
Notes to Dialogue 3
1 business card: 名片，也可以称为name card

2 gathering: 集会

3 specialize in doing: 专营

4 standing: 身份，地位，名望

5 City Bank: 花旗银行

Listen to dialogue 3 and fill the blanks with what you hear. 

1. The Fair is a big __________ taking place twice a year.
2. Ours is a company specializing in exporting ___________.
3. My shoes firm has a high standing in my country. My bank is __________, New York.
	A: Hello! Welcome to Guangzhou Fair. 

B: Thank you. I’m from America. Here is my business card. 

A: Glad to meet you, Mr. Smith. My family name is Wang and here is my name card. 

B: Great! This is my first visit to the Fair. Everything is new to me. Would you please give me some information? 

A: Glad to. The Fair is a big gathering taking place twice a year. Thousands of businessmen from more than a hundred and fifty countries and regions are here to trade with China. 

B: What about your company? 

A: Ours is a company specializing in exporting leather products. And what about yours ? 

B: My shoes firm has a high standing in my country. My bank is the City Bank, New York. You may refer to it for my references.


Passage Reading One

Alfred is a marketing specialist. He is making a speech on trade fairs. 

	Attending trade fairs can be an excellent way to test and open up domestic and foreign markets and to find new suppliers. Customers hoping to get the best value from attending trade fairs must work out what kinds of products or services. they want to find out and who they want to meet. An ideal trade fair can help them to see and compare new and relevant products or services, find new and specialized suppliers, encounter new ideas and innovative companies, get up-to-date with new technologies and make contact with other people in their area of business.


New Words and Expressions
1. domestic adj.  家庭的, 国内的,
2. supplier n.供应者, 补充者, 厂商, 供给者

3. customer n.消费者
4. specialize vi.专攻, 专门研究, 使适应特殊目的, 使专用于
5. innovative adj.创新的, 革新(主义)的
6. up-to-date adj.直到现在的, 最近的, 当代的, 新式的

Notes to the Passage
1 Customers hoping to get the best value from attending trade fairs must work out what kinds of products or service they want to find out and who they want to meet.
那些希望通过参展能有所获利的客户必须了解他们想要的产品或服务。

2 get up-to-date with new technologies and make contact with other people in their area of business.
获得最新的技术，并且能和行业中的人保持联系。

After-reading exercises: 

Read the part of speech and fill in the blanks.

Discuss the following questions with your partner.

1. What is good way to open up domestic and foreign markets?

2. What can you get from trade fair?

                                                        


Passage Reading Two

Questions for discussion:
1) What are the possible reasons for visiting an exhibition?

2) Do you think that exhibitions may help develop business contacts? Why or why not?

	Why Visit an Exhibition
  There are many ways of collecting products and supplier information, but only exhibitions allow you to put suppliers’ claims comprehensively to the test by examining the products yourself, questioning their creators, comparing and contrasting their performance specifically. Visitors attend exhibitions to see what’s new  Exhibitions are a recognized launch pad for new products and an extremely efficient way to keep up date with the latest innovations.

Evaluate products and suppliers

  You can compile a wide range of competitive information on products and suppliers in a concentrated period of time.

Keep informed of industry and market developments

  Exhibitions are a rich source of new ideas and applications and they play an important role in strategic planning and business generation.

Network/Develop business contacts

  Exhibitions are a focal point for industry, attracting a broad cross-section of representatives, form buyers and sellers to trade associations and the media.

Other common reasons for attending exhibitions include:

  to consolidate business relationships

  to solve specific problems

  to find new marks

  to appoint agents/seek principals

  to discuss specific terms/conditions/pricing

  to obtain technical knowledge

  to discuss business needs in a neutral environment



Passage Reading Three 
	At the Autumn Commodities Fair

  Chen Hong, a student of the College of Textile and Garment, is now having her practical training at the Autumn Commodities Fair in Guangzhou. She marvels at a great variety of new and traditional garments of our country. Indeed, the garment style of one country can reflect its own culture and life style.

  With the development of the civilization of the world, fashions for men’s clothes and those for women’s are changing as well. People are eager to wear garments of special styles and they also have tendency to buy clothes of higher class. So varieties of garments are elaborately designed to meet different types of needs and cater for various tastes among the public. Many newly-designed clothes in a wide range of colors and styles at the fair attract everyone present. In the Garment Hall of the Fair, there are many different kinds of colorful and fashionable garments, such as skirts, dresses, pajamas, jackets, trousers, overalls, swimming trunks, coats and beautiful underclothes. etc.

  Businessmen from our country or even all over the world come to the factory. They are going around and chatting about the garments. Some are making inquiries, some are bargaining with others, and some are placing orders. They are doing business on the spot. The Commodities Fair of Guangzhou is really a big show.




New Words and Expressions
commodity        n.商品

variety            n.多样化，丰富多彩

a great variety of    多种多样的，品种繁多的

traditional          adj.传统的

material            n.材料，原料

pajamas            n.（一套）睡衣裤

overalls            n.（上下连身的）工作服

trunks              n.（男用）紧身游泳裤

civilization          n.文明

tendency            n.倾向

elaborately           adv.精心地，详尽的

cater                v.迎合，投合

range                n.变动范围

in a range of           在……范围内

chat                  v.聊天

inquiry               n.询问,打听

order                 n.订购,订货单

spot                  n.地点,场所
Read the passage and decide whether these statements are True (T ) or False ( F)

1 ( ) Chen Hong is very surprised at a great variety of new and traditional garments of our country.
2 ( ) With the development of the civilization of the world, fashions for men’s clothes are not changing as the same as those for women’s.
3 ( ) Businessmen from all over the world come to the trade fair, Some are making inquiries, some even doing business on the spot.
Exercises
I. Listen to the passage twice and fill in the main information in this passage.

  The Chinese Export Commodities Fair(CECF),or the ”Canton Fair” for short, was inaugurated in the spring of 1957.Since then, the CECF is held biannually in Guangzhou every autumn and spring. The Fair, a wide-ranging trade event of international importance, has won renown as “China’s No.1 Fair” for its long history, large scale, wide variety of exhibits, broad distribution of overseas buyers, and the largest business turnover in China.

  In China, many exhibitors see trade fairs as good places to seek business opportunities and the CECF is their first choice. Around the world, more and more business people are looking towards China, and to Chinese quality products and enterprises. With 50years of experience and development, the CECF has proved to be a reliable method of trade promotion both in China and abroad. Each fair attracts over 10,000 Chinese enterprises and a huge number of buyers from over 200countries and regions. At the Spring Fair of 2006,nearly 300,000 exhibitors and buyers attended the CECF and the volume of trade reached US$32 billion.
II. Listen to the dialogue and discuss with your partner on what benefits the speaker can expect if he exhibit at trade fairs and how to prepare for trade fairs.
II. Read more

Business world

　The Guangdong Modern International Exhibition Centre was founded in December 2000,in a landscaped area of 330,000 square meters. Currently, there are 4 separate exhibition halls providing 150,000 square meters of indoor exhibition space which is capable of holding 5,500 international standard trade booths. The Conference Centre is able to Provide 11 conference rooms, with sizes ranging from 85 to 2,400 square meters. A simultaneous interpretation system is available in the conference rooms. The largest multipurpose conference room is equipped with a revolving stage and is suitable for gala performances.
Module Three 

Visits and Travel
Task 4 Talking about Products 

Learning objectives
1 To learn the expressions of describing products
2. To know how to present the products
Useful expressions and patterns
1.The quality is superior, yet the price is very reasonable.

2. This is this year’s latest design. It’s sold remarkably fast during the domestic trial sale period.

3. I’m glad to have the opportunity to recommend to you our latest fashion style of this year.

4. Only goods conforming to the export standard are permitted for export.

5. Here is a catalogue and a price list.

6. To improve the working efficiency and lessen the intensity of labor, we have improved our design to conform to the world market.

Dialogues
Dialogue 1

Notes to Dialogue 1
1 jabot : 花边领饰
2 ruche: 褶裥饰边

3 scallop: 月牙边

4 embroidered lace: 刺绣花边

5 needle lace, drawnwork lace: 抽绣花边

6 braid motif: 编织花边

7 mosaic lace: 镶嵌花边

8 decorative motif: 装饰花边

9 ribbon lace: 缎带花边

10 cording lace: 饰带花边

11 torchon lace: 绳带花边

Listen to dialogue 1 and complete the following answers:

1. The laces cost _____________ a yard. 

2. There are some jabot, ruche, scallop,__________ , needle lace, drawnwork lace, lace and braid motif. I’ve never known there are so many sorts.

3. This ribbon lace is very ________ in color!  
	M: Oh, look at those laces over there! They’re lovely, don’t you think so?

W: Yes, I do. They are very beautiful.

M: How much are they? Ah, $ 5 a yard. That’s rather expensive, isn’t it?

W: Do you think so? I was thinking it’s rather reasonable.

M: Oh, I’m not very familiar with prices for things like this, but it seems that beautiful things are always expensive.

W: Let’s have a look. Maybe I want to buy some.

M: OK. There are some jabot, ruche, scallop, embroidered lace, needle lace, drawnwork lace, lace and braid motif. I’ve never known there are so many sorts.

W: I’d like to have a look at the mosaic lace and decorative motif.

M: I think they are in the counter over there. Should we go there now?

W: Yes, let’s go.

M: Oh, what a wide variety they have! How do you like this ribbon lace?

W: How exquisite! And so rich in color! But I’m afraid it’s too expensive. Let’s have something cheaper. Look at these cording lace and torchon lace. How attractive they are!

M: OK. Let’s take some.


Dialogue 2
Notes to Dialogue 2
1 linen: 亚麻

2 synthetic: 合成纤维

3 jacquard: 提花织物

4 baby-blue: 淡蓝色

Listen to dialogue 2 and answer the following answers:

1. What does the woman think about the cotton knitwear, linen or silk?
2. What color does the man prefer?

3. What does the man choose at last?

	M: What a collection of beautiful objects! These are indeed good quality of knitted fabrics. I’m at quite a loss as to what to buy.

W: How about the cotton knitwear, linen or silk? They are natural, soft, colorful and elegant.
M: Yes, that’s right.

W: The synthetic knitwear is a traditional Chinese style, it stands wear and tear and pleasing to the eye.

M: But I’m looking for some jacquard knit fabric or pure silk.

W: What color would you prefer?

M: I would like some baby-blue, pink or white, and preferably some pattern with a light blue background.
W: How about this one? The background is pale blue with traditional Chinese designs of flowers and birds. The design is splendid and graceful and the color is brilliant. It is 100% pure silk and it’s made in Hangzhou, you see.

M: Oh, magnificent! I love it. It is distinctively Chinese.

W: You have good taste, indeed. Hangzhou is the home of pure silk. Our store is the biggest dealer in silk products here.


Passage Reading
                   

  


T-shirts—A big Passion of the Twentieth Century
  Nobody could expert T-shirts can be so popular in the world today.

  Seen in anywhere and worn by anyone-young rappers and businessmen, shatters and students, trekkers and first-class passengers, T-shirts have become essential pieces in our wardrobe. The T-shirts we wear speak of us, telling a story, confessing a passion, having an irresistible charm. In a word, it has attracted entire generations. Any projects created starting from the T-shirt still exploits this unchanging success, originating almost like a fashion icon.

  In the beginning, T-shirts were underwear garments that soldiers of the Old Continent wore under their uniforms. During the First World War, American soldiers loved them because they were practical and also right for wearing close the skin. T-shirts then entered everyday life. It was not until the Sixties that they entered the fashion world. Just as anything fashionable, movies played an important role. When a T-shirt was pulled off by outstanding Marlon Brando in A streetcar named desire, people thought they’d seen everything. And then James Dean in Rebel revealed it under a leather jacket, thus snatching it from the world of underwear. And thanks to those frames, T-shirts became an expression of the desire of young people in the Sixties to rebel against the pressures of respectable generation before them. Since then, T-shirts have become a transverse garment, like Coca Cola, crossing styles and fashions, without regard to class, race, age or sex. The world of luxury, sport and the media has made it a means of brand diffusion.

  On the catwalks, they are now one of the hottest pieces of every collection, and anyone with a bit of creativity often makes his or her own using the customizing method: a unique T-shirt, with a personal touch unlike anyone else’s. 
Words and expressions:

rapper: 街头文化族

essential: adj.本质的, 实质的, 基本的, 提炼的, 精华的

confess: v.承认, 坦白, 忏悔

passion: n.激情, 热情

exploit: vt.开拓, 开发, 开采, 剥削, 用以自肥

the Old Continent: 北美大陆

icon: 标志

respectable: 可尊敬的，敬而远之的

creativity: n.创造力, 创造
Notes to the Passage
1 Any projects created starting from the T-shirt still exploits this unchanging success, originating almost like a fashion icon. 任何始于T恤的设计至今仍然受用这一不变的成功，几乎就像一个自然现象，继而成为一种时尚的标志。

2 On the catwalks, they are now one of the hottest pieces of every collection. 在T型台上， T恤已跻身每一个品牌服装最引人注目的作品之中。

3 and anyone with a bit of creativity often makes his or her own using the customizing method: a unique T-shirt, with a personal touch unlike anyone else’s. 每个稍有创意的人
Reading comprehension: Read this passage and decide the following statements whether True (T) or False (F)

( ) 1 T-shirts are popular with the young only.

( ) 2 Originally T-shirts are worn as underwear garments.

( ) 3 T-shirts become popular because they are practical.

( ) 4 It was Marlon Brando who gives a new look to T-shirt before the world.

( ) 5 Everyone can have a unique T-shirt by making some changes to it.
Exercises: 

I. Li Yan and Susan are viewing the showroom. Listen to their conversation and fill in the blanks.

L: This is our ( ). This way, please.

S:I say, you’ve got some nice things here.

L: Yes, most of our products are manufactured especially to ( ).

S:I know you have won a great () in the export worldwide.

L: You can say that again. The quality of our products is ( ) and the prices are reasonable.

S: That’s good. What is this? A laundry basket?

L: That’s a bamboo laundry basket. Maybe a little austere for foreign tests.

S: I’m afraid it is. What would you say is ( ) now in the mood and tastes for this kind of products?

L: I’d say there is a gentle move away from the simple to the baroque.

S:I share your opinion, but I think the simple styles will remain popular. ( ) usually last for a couple of years or so, then give to something else.

L: That’s right.

S: What kind of quality control do you have?

L: It’s extremely tight. Quality is one of our primary ( ).

S: That’s the way it should be. By the way, do you have any more samples of products?

L: Yes, here are the samples.

S: Er…They look very good.

II. Complete the following dialogue by making sentences with the key words given in the brackets.

M: Can I help you, Madam?

W: _________ (1) (I, look for , pure silk. I, want, make a dress for, daughter.)

M: Here it is. _________ (2)(this, silk, soft, light.). ________(3) (It, comfortable, wear)

W: My daughter likes bright, beautiful colors. What color would you recommend?

M: ____________(4) (I, think, she, wear, crimson, dress).__________(5) (the color, look, active)

W: I think it’s a bit bright for her.

M: ____________(6) (then, you, take, red one, with, pattern, dragon) __________(7) (It, make, Hangzhou, capital of silk)
W: Great, it’s fascinating!
III. Suppose you are doing business with an American client in line of white steam filature. Work in pairs, introduce the product to your partner with the information below. The following words and expressions may be also helpful.

  白厂丝 White Steam Filature

  规格:20/22D   Specification:20/22D

  介绍：本公司主要生产4A，5A级优质白厂丝，远销国内外，获得顾客的一致好评。

  Introduction: We manly produce quality while steam filature of Grade 4A and 5A,being popular both at home and abroad and well receives among the customers.

  产品特色：色泽一致，手感好，偏差小，条干均匀，清洁，净度分数高

  Characteristics: gentle colour and lustre, fine handle, little windage, equal fiber structure, high cleanness and purity
IV. Learn to communicate in the given situation.

Student A: A manager from a fur fashion company.

Student B: A foreign salesman

Situation: A is showing the fur fashions to B in the showroom. Make up a dialogue with the words and expressions you have learnt in this unit. The following expressions and items might be of some help.

Leather garment/wear 皮革服装

Fur garments/wear  裘皮服装

Goatskin, sheepskin garments/wear 羊皮服装

Cowhide garments/ wear   牛皮服装

Kidskin, lambskin garments/wear 羊羔皮服装

Beaver 海狸皮

Marten fur 貂皮

V. Classify the following designers by their nationality.

	Designers:

Rene Lalique, Mariano Fortuny, Madeleine Vionnet, Coco Chanel, Jean Patou, Elsa Schiaparelli, Cristobal Balenciaga, Christian Dior, Valentino Garabani, Calvin Klein, Gianni Versace, Donna Karan.


	Nationalities
	

	French
	

	American
	

	Spanish
	

	Italian
	


Module Four 

Banquet Activities
In this module, there are three tasks which focus on making invitation making reservation and entertaining guests. By leaning this module, students will master the techniques of inviting, reserving and entertaining guests in banquet activities .  


                          


Task 1 Making Invitation

Learning objectives
1.To master the basic telephoning structures.
2.To learn the expressions of making invitation

3.To know some basic skills of declining invitation
Useful expressions and patterns
Inviting & Suggesting

1.  Are you doing anything … ?                     We could …
2  Are you free … ?                              Why don’t … ?

3.  Are you busy … ?                             How about … ?

4.  Would you like to … ?                          What about … ?

5.  How would you like to … ?                      Let’s …
6.  I was wondering if you’d like to …                Shall we … ?

7.  Do you fancy … ?

8.  Do you feel like … ?

Accepting                Declining

9.  Thanks very much         Oh, dear, I’m afraid …
10.  That would be nice.       I’m sorry, but …
11.  I’d love to.              Tonight’s difficult. What about tomorrow night?

12.  How nice of you to ask.    I’m busy tomorrow. Perhaps the day after tomorrow.

13.  That sounds great.        Maybe some other time.
Dialogues
Dialogue 1

Notes to Dialogue 1 
1. Holiday Inn：假日酒店。国际假日酒店集团已有50年的历史，在世界60多个国家和地区经营着2300多家酒店，是目前世界上最大酒店连锁店之一。1984年起至今，国际假日酒店集团已在中国十几个城市经营管理了30多家酒店，具有国际一流的服务和稳定的国际客源。
2. Does Wednesday suit you? : Is Wednesday convenient? 星期三如何？

3. look forward to: 期望做某事。e.g. I look forward to hearing from you.

Listen to dialogue 1 and complete the following answers:

1. The main purpose of this phone is to ___________________________.
2. They will meet each other at___________ on Wednesday At the Holiday Inn.
	Sam: Hello, Karen. Sam Ross speaking. How are you?
Karen: Fine. Nice to hear from you.
Sam: I’d like to invite you to lunch next week.
Karen: That’s very kind of you. When exactly?

Sam: Does Wednesday suit you? 

Karen: Yes, that’s fine. What time?

Sam: Is one o’clock all right? At the Holiday Inn?

Karen: Yes, that’s fine. I’ll look forward to it, bye.


Dialogue2
Notes to Dialogue 2
1. I’m afraid I can’t make Wednesday. 恐怕周三不行。

2. Another time. 下一次。

Listen to dialogue 2 and imitate how to turn down the invitation.

	Sam: Hello, Don. It’s Sam Ross. I’m meeting Karen Beck for lunch next week. Would you like to join us?

Don: That would be nice. When exactly?

Sam: Wednesday. At one o’clock at the Holiday Inn.

Don: Oh, I’m afraid I can’t make Wednesday. I’ve got to go down the factory then. 

Sam: That’s a pity.

Don: Thank you for asking me, anyway.

Sam: Another time. Bye.
Don: Bye.


Dialogue3

Notes to Dialogue 3
1. When exactly? 确切什么时候？

2. Shall we say 12:30? 12：30 怎么样？or How about 12:30?
Listen to dialogue 3 and decide the following statements whether True (T) or False (F).

1. ( ) Perez invites Bonillo to go out for lunch because they have not seen each other for a long time.

2. ( ) Bonillo can’t make Tuesday because he goes on a business trip.

3. ( ) They will have an appointment on next Thursday at 12:30 at the Atlas.
	Bonillo: Good morning. Bill Bonillo speaking.

Perez: Hello, This is Graciela Perez.

Bonillo: Hello, how are you, Ms. Perez?

Perez: Fine, fine. Look, I’d like to discuss our new product with you. Would you like to have lunch at the Atlas some time next week?

Bonillo: That sounds nice. When exactly?

Perez: Well, how about Tuesday?

Bonillo: That’s very kind of you, but I’m afraid I can’t make Tuesday. I’ve got a meeting all day.

Perez: That’s a pity. Does Thursday suit you?

Bonillo: Yeah, that would be fine. What time?

Perez: Shall we say 12:30?

Bonillo: Yeah, that’s fine. Next Thursday at 12:30 at the Atlas. I’ll look forward to it. See you then.

Perez: Goodbye.


                                                     


Passage Reading One

Look at the invitation below. Do you think these are for formal occasions or not? How do you know? Discuss your answer in pairs.
	LET’S PARTY!

Bill and Mary are holding a party on their wedding Anniversary.

This Saturday, 7.30 pm!

Everyone is welcome!

Flat 12, 240 Holborn

Crescent, London.
Tel: 284622
	David Cranford & Anna Franks request the pleasure of your company at the opening of their new shop on Thursday Evening from 6 pm.

Lion Street

RSVP
	Mr. & Mrs. George

Invite

--------------------------

To the Wedding of their daughter Helen to

Peter Green Esq.

At St. Pauls Church, Mifford

Sat.8th. May, at 11 am


Invitation 1                  Invitation 2                  Invitation 3

Passage Reading Two
Below are three more invitations. Read them and try to answer the following questions:

1) What differences are there between the invitations?

2) How would you prepare for each of the events?

3) What would you wear?

4) Would you take anything with you?

	David Hamilton

&

Mary Wong

Request the pleasure of the

Company of

at the launching of Fileco’s

new brochure

on Thursday 12th December

from 6 pm

26, Portman Street,

London.

Tel.0171-223-4557

R.S.V.P
	Party!

Hi there!

Mark is holding his

26th Birthday Party

Friday 20th December.

7.30 pm till LATE!

You’re Welcome! Bring a friend!

Flat 4B, 117, Bromley Road, London

Tel:0181-654-7745


Passage Reading Three
Graciela Perez received this letter from a business associate in the United States. What had she arranged with him?

	Winex USA

149 West 47th Street*New York *NY 24100*USA

August 12,200-

Winex Informatica

1407 Cap Fed

Buenos Aires

Argentina

Dear Ms. Perez

Thank you for your letter of July 18. It would be a pleasure to meet you on October 10 at the fair in Miami.

On the evening of October 11 our company is having a reception at the Omni Hotel (1601 Biscayne Avenue) and I would be very pleased if you could attend.

I look forward to hearing from you soon.

Yours sincerely

F.Estrada

Sales Manager


Unfortunately, Graciela Perez has another arrangement for 11 October. Write a letter from her to Mr. Estrada, explaining why she can’t come.

Exercises:

I. Now practice making invitation with a partner like this.

	Make an invitation


                 ↘

	Decline. Give a reason


                ↙

	Make an alternative invitation


                 ↘

	Accept


II. Look at the files below. Learner A use the file A and Learner B use the file B to practice making more invitation. Then change the role.

File A

	You are Pat Barton

You have now been in Sydney for one week and your business partner, Chris James, is coming to join you. You have a free weekend before you start a busy round of meetings on Monday. Tell you partner about some of the things you have done and seen and make suggestions for the weekend.


                         File B

	You are Chris James.

You’ve just arrived in Sydney to join your business partner, Pat Barton, who has already been there a week. You have a free weekend before you start a busy round of meetings on Monday. You want to see things, but you also need to recover from the flight and relax a little.


III. Role plays

Work in pairs. Do the following role plays:

Student A: Makes the invitation

Student B: Accepts/declines the invitation

1). You have just finished a meeting with a potential client. You want to invite him/her out for a meal tonight. This is the first time you have met.

2). You are attending an international conference which lasts for a week. There are badminton facilities nearby and have arranged to play. Invite a fellow delegate from the conference. You have got to know the person quite well during the week.

Some background knowledge:
If you want somebody to accept your invitation, you have to phrase it well and make it sound interesting.

If you accept an invitation, you should enthusiastic.

If you decline an invitation, you should sound apologetic and suggest an alternative date or time, so that the other person does not feel bad.

IV. Arrange a meeting for lunch with one of your agents for next week according to your weekly calendar.

	                     WEEKLY  CALENDAR    

	                          March 5 — 9

	 Monday      6: 05 a.m.           Italian Airways Flight Number

	                                 AZ805 to Rome

	             10: 30 a.m.           Arrive in Rome

	                                 Mr. Blank meets us at the airport

	                                 Stay in Hilton Hotel

	 Tuesday     9: 15 a.m.            Meet agent Ms. Polo

	             1:00 p.m.            Have lunch with Ms. polo

	             3:30 p.m.            Inspect factory

	 Wednesday   10: 00 a.m.          Attend sales meeting 

	                                 Meet customer Mr. White, the president of ABC company

	             7:00 p.m..     Have dinner with Mr. White and his assistant

	 Thursday     9: 00 a.m..          Attend trade fair (all day )

	 Friday        9:45 a.m..       Italian Airway Flight Number MG 806 to London


V.  Text Organization: A letter 

The sentences in this letter are in the wrong order. Re-write the letter, putting the sentences in the correct order.
	a) Unfortunately, I have already made arrangements to return to China for a brief visit during that period, so I am afraid I shall be unable to take you up on your offer.

b) Anyway, I hope you spend an enjoyable time over the holiday period.

c) best wishes,   
Liu Wei

d) Let me wish you a merry Christmas and a happy new year.

e) Dear David,

f) I would have enjoyed very much the opportunity to see how a western family celebrates Christmas.

g) Thank you for your very kind letter inviting me stay with you and your family over the Christmas holiday.


VI. Malcolm Carey is an Australian businessman and often entertains clients who visit his company in Sydney. Listen to three conversations with a client. What does he invite her to do?

	
	Invitation
	Replay(√/×)

	1
	
	

	2
	
	

	3
	
	


Listen again. Does she accept (√) or decline (×)the invitations?

VII. Listening: Turning Down an Invitation

Wang Shuo receives another dinner invitation. However, this time he turns it down. Listen to the dialogue. What reason does Wang give for not accepting the invitation?

Supplementary Writing

 A letter-writing

邀请信是工作和生活中常见的一种信函。正式的邀请信要用第三人称撰写，语言应严谨、简洁、热情。尽量使用手写，其写作格式与一般书信格式相同。被邀请人受到信函后应及时答复：应邀回函中应表明谢意，重复应邀时间、地点；谢绝回应表示歉意，说明原因。

请柬比邀请函更为正式，庄重。写作请柬和回柬时应注意：

1）
文字排列应精心设计，一般以一个或两个完整的意群为一行。

2）
一般以第三人称形式写作。

3）
要求回函时可在请柬的左下角写上R.S. V. P （法语敬请回复的缩写），相当于英语的（please reply）

Sample 1:

Invitation to the Clothing Fair
Dear Sir /Madam,

We take pleasure in inviting you to the Autumn 05’ Clothing Fair , to be held here in Hangzhou at West Lake Building from 12 to 15 October, 2005.

A great variety of newly designed samples will be on exhibition. You will have a chance to examine a wide range of our export commodities and to conduct on- the – spot negotiation with our manufacturers.

If you accept this invitation, please inform us of your date of arrival , so that we can make necessary arrangements.

Sincerely yours,
Wang Jie

General Manager

Sample 2:

               Reply to the above invitation letter

	Dear Mr. Brown,

   Thank you very much for your kindness in asking us to attend your opening ceremony., but we regret very much that we will not be able to go there as we already have an important previous engagement that day.

We send our congratulations and best wishes to you and will be together with you in spirit on this happy event. 

                                                   Sincerely,

                                                   Mark


Sample 3: 

               Invitation Card

Mr. &Mrs. Henry Willis

                  Present their compliments to

                  Mr. &Mrs. Peter Keyway 

And request the pleasure of their company 

At personal oil painting exhibition

On Saturday evening, August the tenth

At seven o’clock

45, the Maple Street

August the third

Sample 4: 

                  Reply to the invitation card

	Mr. And Mrs. Adrian Beamer 

      accept with pleasure

Mr. And Mrs. Black Smith’s

                 Kind invitation to be present

at the marriage of their daughter

         Susan Anna

             To

Mr. Robert Christ

on Saturday, the eighth of December 

    at five o’clock


Practice (1):

请根据以下内容写一份邀请函：为了庆祝中国出口商品交易会开幕，中国服装进出口公司定于2005年9月9日晚7：00到8:00在白云宾馆举行招待会。邀请有关人士参加。
	 On the opening of the Chinese Export Commodities Fair

China Fashion Import & Export Corporation 

requests ________________(1)  
          at _______________________(2) 
on______________________(3)
from_____________________(4)


Practice (2):

Fill in the blanks with words chosen from the list below. Add capitalization when necessary:
	aware, approaches, preliminary, assure, manufacture, promote, reviewed, have, convenient, alternative, biannual, achievements


Request for a speaker

Dear,

The China- Italy high- level Fashion Forum would very much like to (1) ______ someone from your company speak at our (2) ______ conference on the replacement of air-polluting materials in the (3) ______ of plastic products. 

As you may be (4) ______, the mission of our association is to (5) ______ socially responsible (6) ______ to industry and business. Many of our members are interested in the (7) ______ your company has made in developing (8) ______ materials to reduce pollution. 

Enclosed is our (9) ______ schedule for the conference which will be (10) ______ in two weeks. I'll call you next Monday to see who from your company would be willing to speak to us. I can (11) ______ you that we'll make everything (12) ______ to the speaker. 

Sincerely yours, 

____________[name]

____________[title] 

Enclosure 

Task 2 Making Reservation
Learning objectives
1 To master the expressions of making reservation

2 To know how to make a reservation

3 To know how to take reservation notes

Useful expressions and patterns
1. I’m writing to invite you to our dinner party at … (place) on … (date).

2. Would you like to come to our dinner party on Saturday evening?

3. Would you care to come to our party?

4. I wonder if you would be able to join us for dinner tomorrow evening.

5. We are having a party at ….(place) on … (date). We would be pleased if you could come.

6. Will you and Mrs. Lawrence have dinner with us on Saturday, the 12th of May at six thirty p.m.?
7. I shall be very glad / pleased if …

8. It would be an honor to me if you would accept our invitation.

9. It would be a great pleasure to me if …
                                  



Dialogue 1

Notes to Dialogue 1
1 recommend: 推荐，介绍。

2 book a table: 预定座位

3 reserve: book, 预定

4 Under what name? 以谁的名义预定？

5 a table with a view of a garden 靠花园边的位置

Listen to dialogue 1 and answer the following questions:

1. Which restaurant does Karen recommend to Sam?  

2. Why does Karen suggest Sam to book a table?

3. Does Sam have special requirements for the booking?
	Sam: Hello, Karen. I’m not familiar with this area. Could you recommend a nice restaurant here?

Karen: No problem. What kind of food do you like?.
Sam: Well, I like Chinese food but I’m going to invite my friends for dinner and they prefer Italian food. Are there any good Italian restaurants around here?
Karen: Lily Restaurant must be a good choice, but I suggest you book a table as they always have many guests. You can try this number.

Sam: Thanks a lot, Karen. I am calling now. 

Restaurant: Good morning, Lily restaurant. How can I help you?

Sam: I would like to make a reservation.

Restaurant: Ok. For how many people?

Sam: For five people please.

Restaurant: Under what name?

Sam: Under Sam White.

Restaurant: When do you need the table?

Sam: I need it for tomorrow evening at 6, oh, no 7 will be better.

Restaurant: Yes, Any special requirements, Mrs. White?

Sam: We’d like a table with a view of a garden if that is possible.

Restaurant: Ok. See you at 7 tomorrow evening.





Dialogue 2
Notes to Dialogue 2
1 What is the rate, please？费用是多少？

2 What services come with that? 有什么样的服务？

3 free of charge： 免费

4 confirm： 确认

Listen to dialogue 2 and complete the following answers:

1. John wants to book a single room with a bath from the afternoon of July 5 to the morning of July 8.

2. For $120 you’ll have a color television, a telephone and a newspaper delivered to your room every day. And you can enjoy your breakfast free of charge.

3. They’ll mail John a reservation card confirming your booking as soon as possible.
	Hotel: Hilton Advance Reservation. Can I help you?

John: Yes, I’d like to book a single room with a bath from the afternoon of July 5 to the morning of July 8.

Hotel: Yes, we do have a single room available for those days.

John: What is the rate, please？

Hotel: The current rate is $ 120 per night.

John: What services come with that?

Hotel: For $120 you’ll have a color television, a telephone and a newspaper delivered to your room every day. And you can enjoy your breakfast free of charge.

John: That sounds not bad. I’ll take it.

Hotel: very good. Could you tell me your name, sir, please?

John: Yes, it is John Black. 

Hotel: Your telephone number?

John: 86432134. By the way, I’d like a quiet room away from the street if possible.

Hotel: A quiet room away from the street is preferred. Ok, We’ll mail you a reservation card confirming your booking as soon as possible. We look forward to your visit.

John: Thank you and goodbye.

Hotel: Goodbye.


                                                 


More Practice

1. A Reservation Form
This is the hotel reservation form. Fill in the form, using the information from the telephone conversation.

Note that some items should be crossed, as they not applicable.

What additional remarks need to be made?

	AMBASSADOR HOTEL

RESERVATIONS

Mr./Mrs./Miss/Ms* __________________

               (Surname)

Date of Arrival:___________ No. of Nights:__________

Room No: ____________________

Suite/Double/Single/Economy*

Room Rate: ￡95/￡65/￡50/￡30 per night*

Method of Payment: credit

card/cheque/cash*

*(Delete as applicable)

Additional Remarks:_____________________________________

__________________________________________________________________________________________


2. A Hotel Reservation

Information Transfer

This is an information gap activity. Work in pairs. Do not look at your partner’s information.

Person A: You are the secretary at Fileco. You are telephoning a hotel in order to make a reservation for your boss. Use the information below to complete your part of the dialogue.

Person B: You are the receptionist of the Ambassador Hotel. You receive a phone call from somebody who wishes to make a reservation. Use the information on the right of the page to complete your part of the dialogue.

Person A

You: Hello, is that the ​​​​________ Hotel?

Receptionist:    …
You: Yes, I’d like to make a reservation for one person. for ________ night, from October _______. Have you any rooms available?

Receptionist: …
You: I think we’d better have a _______

Receptionist: …
You: Yes, that would do nicely.

Receptionist: …
You: Yes. It’s David Hamilton.

Receptionist: …
You: Yes, that’s right. HAMILTON.

Receptionist: …
You: He’ll be paying with a ________ cheque.

Receptionist: …
You: Yes, we’d also like a small conference room for the ______ and ______, if you have one?

Receptionist: …
You: About ________ people.

Receptionist: …
You: Thanks. Would it be possible for you to provide _______ in the morning and a _______ lunch?

Receptionist: …
You: Around five pounds per person, I would think.
Receptionist: …
You: Yes, that would be fine. Thanks for your help.

Receptionist: …
You: Thank you. Bye.

Receptionist: …
	FILECO

TWO-DAY Sales Conference For

Area Sales Representatives

22nd and 23rd October
The Sales Manger of Fileco

will hold a two day Sales

Conference to introduce you

to the new product range for next year.

Conference starts 9.00 am

Coffee and Lunch provided

Place: Ambassador Hotel. Birmingham


	MEMO
To: Jill             From: David

Date:25tlt          Subject: hotel

Sept.           booking

Jill,

Would you book me in at the

Ambassador Hotel, Birmingham

for 3 nights from 21st October.

I’d like a single room with a

bathroom. Don’t pay too much!

I’ll also need a small conference

room for about twelve people for

two days. Ask them if they can

provide morning coffee and a

simple buffet lunch.

I’ll be leaving on the morning of

the 24th. The company will be

paying. Thanks!


Person B

Caller: …
You: Yes, it is. Can I help you?

Caller: …
You: Yes, we do. We have several rooms available. How much would you like to pay? We have rooms at ______,______,______ and ______ per night?

Caller: …
You: Then I’ll put you down for a single room, with _______ and_______. Is that alright?

Caller: …
You: Good. Could I have the name please?

Caller: …
You: Sorry? Was that Hamilton?

Caller: … 

You: Right. And how will Mr. Hamilton be paying?

Caller: …
You: Fine. Will there be anything else?

Caller: …
You: Yes , we still have one _______ available on those days. How many people will be attending the conference?

Caller: …
You: Ok. I’ll put you down for the _______ Room, then.

Caller: …
You: Certainly. About how much would you like to spend on the lunch?

Caller: …
You: Well, we can provide a _______ for _______ pounds per person. That’s ______, dessert and coffee. Would that be alright?

Caller: …
You: You’re welcome. So, we’ll look forward to seeing Mr. Hamilton on the 21st.

Caller: …
You: Goodbye!

	AMBASSADOR HOTEL

ROOM RATES

Suite,__________________￡95 per night

(with bathroom and private sitting room)

Double Room____________￡65 per night

(with bathroom and full bar facilities)

Single Room_____________￡50 per night

(Double room, single occupancy rate)

Economy Rooms_________￡30 per night

All rooms are fully equipped with

 Bathrooms and televisions.

Prices include a continental breakfast

Served in the room or a full buffet

Breakfast in the Coffee Shop.


	Ambassador Hotel October 22nd Conference Room Bookings

Thai Room

Chamber of Commerce 9.30 am – 4.30 pm.

American Ballroom and Bar

University of Hull 10.00 am – 11.00 pm..

Egyptian Room

-------------------------------------------------------------

Chinese Room

Sino-British Friendship Scoiety 11.30 am – 3.30 pm

Indian Room

Closed for re-decoration
	SPECIAL PRICES FOR BUSINESS GROUPS

Buffet Lunch ￡10 per person

A choice of hot and cold dishes, with dessert and coffee.

Buffet Lunch ￡6per person

  Salad with cold meats, dessert and coffee

Buffet Lunch ￡4 per person

  A selection of sandwiches with coffee.




Exercises: 

I. Fill in blanks with the proper choice below. Practice the dialogue you’re your partner.

	make a reservation, air conditioner, available, $ 800, contact number, vacancies, a continental breakfast


a: Good morning. FX Hotel. May I help you?
b: Good morning. Have you got any ______( ) for the nights of 12th and 13th.I'd like to _______ ( ) for the two nights 

a: All right .Single or double-room?
b: Double-room please.

a: Yes. we have a double –room _______ ( ).
b: Is that with or without bath?

a: It's a room with shower and toilet ,sir.
b: That sounds fine. Is there an _________( )?
a: Yes, but of course.

b: How much will it be for one night?
a: Let me see. A double-room ________ ( ) per night.

b: Does that include breakfast?
a: Yes, that includes _______ ( ) and a morning newspaper.

b: Do you accept VISA?
a: Yes, we do, what time will you be arriving?

b: I should be there around 5:30 p.m. on the 12th.
a: Ok, sir ,Could I take your name and ________( ), please?
b: Yes, It's John Smith. It's New York ( )
a: Could you spell that, please?
b: J-o-h-n-s-m-i-t-h.
a: John Smith. double-room with bath and air conditioner for the nights of 12th and 13th.

b: That's right. Thank you.
a: Thank you sir. Good-bye.
II. You work for Hongda Textile Company. You have a stand at the International Textile & Apparel Show in Taipei. Listen to a colleague, Susan McLean, phoning the Ambassador Hotel in Taipei to arrange accommodation, complete her notes from the conversation.

	Textile & Apparel Show,  Taipei

We need______(1) single rooms with ________(2)

Dates:_______(3) March to _______(4) April.

Ambassador Hotel:______(5) single rooms due to fair.

They suggest we try _______(6) hotel.

Tel_______(7)


III. You will go to Hawaii for a business trip, and you’d like to book a return ticket. Make a dialogue with your partner.

IV. You will invite your business partner out for dinner, so you’d reserve a table, make a dialogue with your partner.

Task 3 Entertaining guests
                               

                           


Learning objectives
1. To be familiar with the different culture about entertaining guests in different countries.

2. To master the expressions of entertaining guests

3.  To know some menus of different dishes

Useful expressions and patterns
1. Good evening. This is a lovely place. It’s very kind of you to invite me.

2. I hope you like Chinese food.

3. I tried once. It’s very tasty.

4. Have you tried hot pot? It is very hot.

5. I’ve heard of it. Good thing is that I’m an adventurous eater.

6. Please help yourself.

7. You are quite expert with chopsticks.

8. It’s the first thing I’ve learned in china.

9. How do you like hot pot?

10. It’s a bit strong but I still like it.

 Dialogues
Dialogue 1

Notes to Dialogue 1 
1 ingredients: 成分
2 minced: 碾碎的
3 eggplant: 茄子，也称aubergine.

4 braised: 炖熟的, 焖熟的, 用文火炖到全熟的
Listen to dialogue 1 and complete the following answers:
1. The main ingredient is minced pork. 

2. The dish first fried and then braised without vegetables.
	Talking about ingredients

Karen: What’s the main ingredient?

Sam: The main ingredient is minced pork.

Karen: What are the other ingredients?

Sam: The other ingredients are eggplant, oil, salt, etc.

Talking about the way of cooking

Karen: How is it cooked?

Sam: It’s first fried and then braised.

Karen: Does it come with vegetables?

Sam: No. There is no vegetable in it.





Dialogue 2
Notes to Dialogue 2
1 starter:开胃菜

2 avocado：[植]鳄梨, 鳄梨树
3 spicy：加香料的, 出产香料的, 辛辣的, 有风味的
Listen to dialogue 2 and answer the following questions:

1. What does the woman recommend the man to have a starter?

2. What would the man like for his main course?

3. How about the fish with Indian spices?
	Woman: Ah, here’s the menu. Would you like a starter?

Man: Er, yes. What can you recommend?

Woman: Well, I had the avocado soup last time and it was very good. But the roasted pepper salad sounds very interesting. I think I might try that.

Man: I like the sound of aubergine pate, so I think I’ll have that.

Woman: What would you like for your main course?

Man: I love fish, but is the fish with Indian spices very hot?

Woman: No, it’s not too spicy, but it is very delicious!
Man: Well, I’ll have the fish. What are you going to have?

Woman: I like the chicken with mushrooms. It’s quite rich, but it’s very popular. Oh, do you want rice or roast potatoes with your fish?

Man: Rice, please.

……
Man: That was very good. I really enjoyed it.

Woman: Good. Now, how about a dessert? The ice cream sounds good.

Man: Er, I think I’ll just have a coffee, thank you.


Passage Reading One
Look at the list of customs below. Which of them are practiced in your culture?

	1. If people invite us to dinner we do not usually need to return the invitation.

2. After we have been entertained at somebody’s home, we usually send the host(s) a note of thanks.

3. We avoid talking about business at the dinner table.

4. We often discuss at the dinner table.

5. When we entertain business partners we usually do this in a restaurant, not at home.

6. Businesswomen do not usually accept invitations to dinner.

7. If a businessman has dinner with his partners, his wife does not usually come.

8. It is acceptable for businesswomen to invite male business partners to dinner.

9. It is important to meet your business partners socially.

10. Business people often play sports together.





Passage Reading Two                   
A Menu

Below is a menu from a western-style restaurant. Are there any differences between this and the typical menu of a Chinese restaurant? Discuss this in small groups.

	Ambassador Hotel

Today’s Menu

Starters

Vegetable soup                                                      .75p

Shrimps with mayonnaise                                             ￡1.50

Smoked ham with green salad                                          ￡2.00

Main Courses

Roast lamb                                                         ￡8.00

Steak with mushrooms                                                ￡7.50

Fish and chips                                                       ￡4.75

Chicken salad                                                       ￡4.50
Cheese salad                                                        ￡4.00

All main courses are served with

a selection of fresh vegetables and a choice

of fried or boiled potatoes or rice

Desserts

A selection of cakes from the trolley                                      ￡2.00

Cheese and crackers                                                   ￡2.00

Pancakes with orange sauce                                             ￡1.90

Home made ice cream: various flavors                                    ￡1.75

Coffee or Tea                                                         ￡1.50
Please note that there is a 10% service charge


Passage Reading Three
A Chinese manager talk about his dining experiences in American and two American managers talk about their dining experiences in China. Answer the following questions.
Chinese and Western Dining Differences

Li Yang:“I didn’t like Americans very much. I found them to be selfish. On my first day in New York, I met with my business partners. They had arranged our meeting time for 11:00, so I thought that at some point we would break for lunch. Since we were invited by them, I thought I would be taken out to eat. But as we went on with the meeting, there as never any mention of lunch. We stopped for several hours, and I was really hungry, but they never stopped for lunch. Even worse, they sat there the whole time eating sandwiches, fruit, potato chips, and so on. They did offer me some, but I refused and was waiting for the real lunch.”

Peter Jackson: “The first six or seven dishes seemed to fill the table with plates spread every corner of it. I thought this big first wave of food was the total number of dishes to be served, and I ate greedily, but the Chinese friends around me were different. They ate a bit of each dish and then continued to talk. ‘They must not be very hungry’ I thought, and continued to enjoy the food. To my surprise, more dishes were soon served. There were three soups, five side dishes, and delicacies of many kinds. That’s why my Chinese fiends ate a bit of each dish.”
Jane Jones: “The Chinese eat everything with four legs except the chair they are sitting on. They eat anything that moves, and indeed any part of that moving thing. I was shocked to see chicken’s feet, blood soup, and pig’s ears on offer in restaurants. What Americans consider ‘disgusting’ is considered a delicacy in China. One thing is that most Westerners would never eat dog. Dogs are kept only as pets and are loved as much as children. When a Westerner sees dogs on the menu, he or she will cry. ”
Work with your partners to answer these questions.

1 It is said that Westerners eat like a king for breakfast, eat like a beggar for lunch, and eat like a commoner for dinner. Do you understand the sentence? If you understand it, do you agree with the idea?

2 What are the Chinese customs? What do you eat for breakfast, lunch and dinner? Which meal is the best? Which meal is the most important one to you?

3 What are the other differences between Chinese and Western dinners?

4 Why doesn’t Li Yang like American?
Passage Reading Four

Many people are unsure of what the etiquette is for having guests over as well as what the etiquette should be for when they go to someone's home.

That being said, here are a few helpful hints.

If you are invited to someone's house for a small gathering like a dinner, never go empty-handed. Ask the person who is hosting the event what you should bring. If they don't suggest something, then use your common sense to bring something that would be appropriate for most people such as a beverage (I.e. bottle of wine, etc.) If you bring a food such as a store-bought dessert or some other tasty food, make sure you bring it in a disposable container or something that can be left with the host. It is not proper etiquette to bring a food item and then take it back. Only take the food item with you if the host insists upon it. Otherwise, plan on leaving it with them. After all, they are the ones who went to the trouble to host the special event at their homes. Taking it back would be like offering someone a gift and then taking it back. Don't do it. If you are hosting an evening with friends, try to think of fun things to do. The usual place of entertainment is in the living room. This is an area usually designated by couches. A lot of homes nowadays have a television in the living room. If this is the case, it is inappropriate to have the television on while entertaining guests unless you are having people over to watch a specific event such as a football game, etc. In most other cases, however, the television can be turned down or off. Make your guests comfortable when they come in.
If it's their first time at your home, give them a brief tour letting them know where things are such as the bathroom and/or kitchen or a spare bedroom (in case they need to change, lie down or make a phone call, etc.). Whatever you do, make it clear that you wish them to feel at home in your home. It will help them relax and enjoy themselves.
Words and expressions
1. etiquette 礼节, 规矩

2. common sense 常识
3. disposable container 一次性容器
4. designate 指明 表明
Discuss the following questions.

1．What title can you give to this passage?

2．Please give some helpful hints when you pay a visit someone’s home.

3．What is the customs like in your country?

4．Where would you like to host your guests, at the restaurant or at home? Why?
Exercises
I. Look at the menu. Listen to this conversation in a restaurant. What does the man order?

	Starter:

Main course:

Dessert:




	Menu

Starters

Avocado soup

Roasted pepper salad

Aubergine pate

Main course

Fish with Indian spices

Lamb with French beans

Chicken with mushrooms

All dishes are served with either rice or roast potatoes and a selection of vegetables.

Dessert

Home-made orange ice cream

Cherry cake

Cheese and biscuits

Coffee or tea


II. Ordering a Meal

To be a waiter or a waitress you must have a good memory. Work in groups of six. One of you is the waiter/waitress. The others are customers ordering a meal.

The customers should each order a starter, a main course, a dessert and a drink. The waiter/waitress should take the customers’ order and try to remember them all. At the end s/he should try to repeat the orders. The customers can remind the waiter/waitress if s/he forgets.

III. Supplementary reading

                  The Cocktail Party

At a cocktail party everyone stands with a drink, chatting. Normally each person chats for a few minutes with one guest, then moves on to talk with another guest. The host or hostess keeps the party going by chatting with each guest in turn and by introducing guests to people whom they do not know.

The conversation can be about anything, though it is often about leisure activities. Holidays, entertainments, sports and pastimes are all popular subjects of informal conversation. Imagine you are at a cocktail party. Everybody in the class should stand up. Chat with other people in pairs or small groups. Talk about the activities you do in your free time. After you have talked for a while, move on and talk to different people.

There should be one or two hosts/hostesses in the class who circulate and keep the conversations going.

IV. Discussion: Dinner Dates

What is the best way to entertain somebody, at home or at a restaurant? Work in pairs or small groups. Discuss the advantages and disadvantages of each.

V. When do /will you have to socialize with business associates in English? 
1 Discuss with your partner about these situations to show when you have to socialize most and least.

_____before getting down to business  ______during the day over coffee or tea

_____at lunchtime                  ______in the evening over drinks

_____in the evening in a restaurant     ______at your or the other person’s home

_____at the weekend                ______travelling together

_____before a meeting or presentation  ______at a sporting event

2 What do you enjoy about socializing with business associates from your own country?

3 Apart from having to talk in English, what do you find difficult about socializing with foreign people?

VI. Look at these topics you might talk about when socializing with a foreign visitor you don’t know very well. Tick the ones that look like good topics, and put a cross by the ones which look like bad topics. Add more good topics to the list.
Art                  food                       money         sport        

business             hobbies and interests           movies        TV        

current events        holidays             music       weather       family and children    local customs               racial tension       wine

fashion              local history                relationship  



                                                


VII. Note-taking what your customer has order in the Restaurant

You will hear a man and a woman ordering a meal in a restaurant. Imagine you are the waiter waitress. Note down their order.
Culture Tips
Socializing is necessary in business if you want to build a relation with someone. A good relationship can help you do business more easily-and it’s more rewarding to deal with people you know than with strangers. A good personal relationship creates a stronger business relationship. Many business people find socializing more difficult than a business meeting. In a meeting there’s usually a deadline and everyone knows they have to talk business and they have an agenda to guide them. Socializing is hard because people who don’t know each other well have to find topics of mutual interest to talk about.

Module Five

Working together
In this module, there are three tasks which focus on working environment, company policy and the way we work. By learning this module, students will learn the working environment they will meet after graduation. They will master the policy of the company and the way they work in the future.  
Task 1 The Working Environment
Learning objectives

14. To master the basic structures.

15. To make and respond to requests. 

16. To talk about stress. 

17. To give advices.
Useful expressions and patterns
1. Could you make some coffee, please?

2. Could you do the photocopying, please?

3. She doesn’t have to wear formal clothes at the office.

4. She has to write weekly reports.

5. You shouldn’t work so hard.

6. Why don’t you ask for help?

7. I can’t stop thinking abut work.

8. You mustn’t make personal phone calls at work.

9. It’s rather urgent.

10. I’m very busy right now. Can I do it later?

Dialogue 1
Notes to Dialogue 1
1. stressful adj. 有压力的

2. perk n. 津贴，补贴
3. monthly report 月报告
Listen to Armel Dubois talking about his new job. Then answer yes (Y) or no (N) to these questions.

Does he have to:

1. work long hours?

2. travel?

3. go to conferences?

4. visit customers?

5. take his holiday in August?

6. write a monthly report in English?
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Dialogue 2
Notes to Dialogue 2
1. human resources director 人力资源部主管

2. Globe Textile Company 全球纺织公司

3. extract n. 节选

4. positive stress 积极压力

5. presentation n. 陈述，介绍

6. motivate v. 激发
7. caffeine n. 咖啡因

8. aspirin n. 阿司匹林

9. that sort of thing 诸如此类的事情

10. table football由Deluxeware公司出品的一款足球游戏
Read this article by Jennifer Powell, the human resources director at the Globe Textile Company. What do you think should go in the gaps?

Listen to an extract from a radio interview with Jennifer, where she talks about the same thing. Complete the gaps in the article with what she says.

Good and bad stress

People usually think that stress is a bad thing. But we all need stress in order to live interesting lives. We need ‘positive stress’ to get out of bed in the morning to work well, to give good presentations and so on.

But too much stress can cause feelings of anxiety, anger and fear. The cause could be something negative like the death of a partner or losing your job. But it could even be something positive like a new partner or going on holiday. Whatever the cause, stress can lead to health problems like headaches, high blood pressure, even heart disease.

Some people deal with stress in very unhealthy ways, for example, to deal with stress you shouldn’t:

1. 

2. 

3. 

In our company we take the health of our employees very seriously. We provide ways for them to deal with stress. For example, we offer:

4. 

5. 

6. 

These are just some of the ways we try to help people deal with stress.



Monologue 
Notes to the monologue 

1. voice-mail 电话留言

2. brochure n. 小册子

3. CT= Connecticut 康涅狄格州

4. assistance n. 协助

5. confirmation n. 确认

6. bath n. 盆浴

7. shower n. 淋浴
Listen to three voice-mail messages, is the information in the E-mails correct.

1. We will be pleased to send you 50 brochures on our courses for executive secretaries.

To confirm your address:

140 Canal Road

Meriden

CT 06540

Thanks for your interest.

Tricia Stuart

2. We have reserved a single room with shower at the Crown Hotel for Ms Axelsson from 20 to 23 June.

Please let us know if we can be of any further assistance.

George Macleod

MacPherson and Company

3. Could you send 5,000 pieces, ref. No. F110, to the factory as soon as possible?

Mr Takamitsu, Yokohama




Passage Reading
What makes a job stressful? Read this article and find out the answert
Is your job making you ill?

The tempo of work, new technology and shift work are the cause of work-related illnesses which cost industry $1.3 billion a year.

Company culture is often an important factor. Many employees have to spend long hours at work to get promotion. This is often the case in office jobs where companies expect people to work longer than their basic hours as anything else is disloyal.

Stress creates problems for the individual and the organization. It is a danger to the employee’s health, family and social life. But employers often ignore the effects on the workplace: absenteeism, poor work, and dangerous health and safety factors. When people are tired, they make mistakes—and mistakes cost money.

New Words and Expressions
1. tempo n. 速度，节奏
2. shift work 轮班工作
3. promotion n. 晋升
4. disloyal adj. 不忠诚的
5. absenteeism n. 旷工
Read the article again and answer these questions.

1. How much do the effects of stress cost business each year?

2. Why do employees work long hours?

3. What do some companies consider disloyal?

4. Why does tiredness cost money?
Exercises
I.Work in groups. What advice can you give for these problems?

I’m always tired.

It takes me two hours to get to work.

I can’t sleep.

My colleague smokes non-stop.

I’m always late for work.

My boss wants me to learn English.

II.You are a manager. Match the requests to a suitable response.

4. Could you make me a copy of his report?

5. Would you type this letter? It’s very urgent.

6. Could you meet Mr. Ramone at the airport for me?

7. Could you phone Ms Taylor about the new brochures?

8. Would you make me another cup of coffee?

9. Could you work on Saturday?

a. No problem. What time is he arriving?

b. Sure.

c. I’m very busy right now. Can you type it tomorrow?

d. I’d rather not. It’s my birthday.

e. Of course. What’s her extension?

f. Sure. Black with sugar?

III. Read this article and then give each paragraph a suitable tile from the box..
a. Don’t work late.

b. Enjoy the open air.

c. Take care of your health.

d. Have fun.

e. Work near where you live

f. Leave the car at home

How to lead a better life

             1                   

Get regular fresh air. Sunshine is cheering, rain refreshing. Best of all, fresh air gets you out of the office. Most offices are unhealthy.

             2                      

Get out of your car and onto public transport. You will reduce noise, get fitter and have more time to read, think and look.

              3                     

Don’t travel long distances to work. Find a job near home. Move out of the city.

              4                     

Go home from work earlier. Long hours don’t make you more efficient. If there’s too much work for you to do, say so.

              5                     

Learn to enjoy yourself. Relax, play sport or music, take up a hobby. Please yourself more—make/find time to do it.

             6                      

Exercise regularly, eat sensibly, don’t smoke or drink alcohol, and cut down on caffeine drinks. Try water or herbal teas.

IV. Passage reading
Office Workers Concerned About Work Environment
A recent survey on the work harmony index of employees in China reveals that approximately 70 percent of employees are unhappy about their working environment and feel interpersonal relationships are not friendly enough, according to Chinanews.cn on May 15.
Around 70 percent of Chinese employees complain about their working environment, feeling that interpersonal relationships are not friendly enough and contending that the level of pressure in their place of employment is too high.
These are the findings of a survey on the work harmony index of employees conducted recently by the School of Public Administration of Renmin University of China and Sina.com and involving approximately 4,000 people being interviewed online, according to Chinanews.cn on May 15.
According to the survey results, teachers (76 percent), nurses (73.8 percent) and journalists (70.3 percent) are the top three most "unharmonious" occupations.
And the top three unharmonious working environments were identified as state-owned enterprises (71.5 percent), public institutions (69.3 percent) and private enterprises (65.4 percent).
Dr. Li Chaoping, the survey organizer with the School of Public Administration, said four factors were used to measure a harmonious working environment – relationships between an individual and their jobs; personal relations with managers, colleagues and customers; relationships between employee and employer; and the employee's own work experiences.
The survey found that 30 percent of the respondents described the relationship between them and their jobs "unharmonious", with 63.4 percent believing that their work is boring, 49.2 percent contending that they don't earn a reasonable salary, and 46.7 percent sharing the view that their employment is not secured. 
The main problem on the human relationships front appears to be that employees felt there was a lack of cooperation, trust and recognition of their efforts by senior management. 
In addition, 30 percent of the respondents were not satisfied with their relationships with their employers. Some complained that the company didn't pay enough attention to them and their employers were unable to provide the required resources and support.
Issues such as personal development and job satisfaction were also causes for concern. 
According to Dr. Li, these problems were the natural result of social development. Although modern science and technology benefit people's daily lives, it has also quickened the pace of life and work. 
During the process to adapting themselves to this new environment, many people could encounter difficulties and Dr. Li identified this as possibly one of the main reasons behind the "unharmonious" feelings. 
He explained that because many small private enterprises still had to face up to simply remaining in business, they all too often ignored the training and development of employees.
He added that individuals could also become disenchanted if what they were taught in school do not conform to what they were required of in the workplace.
Discuss the following questions based on the passage above.

1. Which are the top three most "unharmonious" occupations?

2. What are the four factors which were used to measure a harmonious working environment?

3. What is the main problem on the human relationships?
V. Further discussions.

1. Why should companies create a pleasant working environment?

2. How important is it to consider health and safety when planning workplace layout?

3. Do you think cost is the most important thing to consider when buying office furniture? Why or why not?

4. Is it a good idea to the office equipment instead of buying them? Why or why not?
Task 2 Company policy
Learning objectives
1. To know what company culture is.

2. To get information about company policy. 

3. To understand the importance of the company culture and policy is.
Passage reading 1
Read these texts about three different companies. In which company do:

a. staff use first names?

b. Managers have their own car park?

c. Managers and workers wear the same clothes?

d. Managers have their own dining room?

e. Staff sit together in one office?

f. Workers get gold stars for good performance?

At the 600 group, a British-owned manufacturer of lathes, managers have their own dining room and car park. It does not matter ‘two hoots’, says Anthony Sweeten, the Managing Director, that workers and managers lunch and park separately. Workers used to be rewarded for 25 years’ service with an invitation to lunch in the executive dining room. But they never accepted. This shows, says Mr. Sweeten, that his employees are not interested in integrating with management. They find management issues boring. ‘They don’t want to be responsible for too much. They want management to manage.’
Many workers at the 600 group say that managers ask for their ideas but do not listen to their suggestions. So they have stopped making them.

Bosch is a German car-component company with a factory in Wales.

Workers talk enthusiastically about the products they make. One worker says that in previous jobs he used to change out of work clothes as soon as his shift was over. Now he enjoys walking through town in his Bosch overalls.

Bosch workers and managers clock in and out together, wear the same overalls, share all facilities. Workers are described as team members. There are few complaints from the shop floor that managers ignore their suggestions. The problem at Bosch is dealing with the number of ideas. In place of the division between the shop floor and the offices, divisions have opened on the shop floor itself. Shifts compete to better each other’s output. Some shifts have even been accused of holding up uninteresting tasks to slow down their competitors on later shifts.

At First Direct everyone uses first names.

Staff organize themselves into teams; good performance means gold stars. Part of the First Direct culture is that all staff, whether chief executive or chief receptionist, sit together; well, not all at the same desk but almost. To stress the one-level egalitarian structure, the bank is situated in a one-level warehouse. Upstairs has no meaning; there is no executive floor or even washroom. The Chief Executive Officer keeps a careful eye on customer service: the staff all sit together, but Little Brother is certainly watching them. On his way home, he does not relax; he plays taped recordings on his car cassette of his staff on the telephone.
Notes to the passage
1. lathe n. 机床，车床

2. It does not matter ‘two hoots’ 无关紧要
3. managing director=general manager 总经理

4. integrate with 使与……结合
5. component n. 组件

6. enthusiastically adv. 热心地，狂热地
7. overalls n. 工作服
8. facilities n. 设施
9. egalitarian n. 平等主义

10. company culture: a company’s way of doing things

Practice: 

1. Discuss the following question based on the passage above.

Which companies would you like to work for? Why?

2. Match a word in the text with these definitions:

600 group

a. a machine used to shape wood or metal

b. a canteen for senior employees

c. the people who make and carry out decisions in the company

Bosch

d. past or former

e. working clothes

f. to record the time you start and finish work

g. assembly line workers in a factory

First Direct

h. the workers or employees of an organization

i. an organization in which all people are equal

j. a building to store raw materials or finished goods

Passage reading 2
TERMS AND CONDITIONS OF EMPLOYMENT

These terms and conditions should be read before you sign your contract.

SALARY

Your starting salary is $14,000. This is reviewed annually.

HOURS

The normal hours of work are eight hours a day, Monday to Friday. A shift system is in operation. The shifts are

A 06:00—14:00    B 14:00—22:00    C 22:00—6:00

There are three shift groups and the following system is in operation.

Week one:  Group one  Shift A  Group two  Shift B   Group three   Shift C

Week two: Group one   Shift B   Group two  Shift C   Group three   Shift A

Week three: Group one  Shift C  Group two  Shift A   Group three   Shift B

For your first shift, week commencing 8/6, you will be in Group 3 and Week 3 will be in operation. On the first morning report to your line manager John Knight.

HEALTH AND SAFETY

Please read the safety regulations attached. If you have any questions, contact the Health and Safety Officer, whose name is at the top of the regulations sheet. If you have any health problems, please inform the Senior Nurse, Jane Thomas. If you cannot work because of illness, please telephone the factory before your shift is due to start.

ANNUAL LEAVE

During your first year of employment you are allowed twenty days’ leave. This should be arranged with your line manager.

OVERTIME

If you work more than forty hours a week, you will be paid at the current overtime rate. Your line manager will keep a record of the overtime you work. If you work on public holidays, you will be paid at the current rates. If you prefer, time can be taken instead of extra pay for public holidays and overtime.

CLOTHING

The Supplies Department provides overall. Inform Supplies of your size two days before you need them. You can also order any other special equipment you need for your job from Supplies.

Choose the correct option to complete the sentences.

1. This employee will start work at

A 06:00

B 14:00

C 22:00

2. Employees consult their line manager about

A health problems

B their annual holidays

C a salary review

3. If employees work on public holidays, the company will give them

A only extra money

B only days off

C extra money or days off

4. The company provide

A special clothing

B no special clothing

C a uniform

Listening

Notes to the listening

1.Organization for Economic Cooperation and Development 经济合作发展组织

2. workforce n. 劳动力

3. retirement n. 退休

4. cashiers n. 出纳

Look at these statements. Do you think they are true (T) or false (F)?

a. The number of women in work has increased.

b. The number of men in work has decreased.

c. Most women with children do not go out to work.

d. It is difficult for women to find work.

e. Men and women usually do the same job.

f. The number of part-time jobs is increasing.

Now listen to this extract from a radio program and see if you are right.


Exercises
I. What aspects make for company culture?

Hints: history, nationality, average age of staff, product…… 
II. Find about another company. You can ask questions like these.
Do you use first names or surnames at work?

Where do the managers eat?

Do you get anything for 25 years’ service?

Do you work together in teams?

Do you all sit in one office?

Does management listen to the workers?
III. Read the company culture about Black Peony.
Enterprise Culture
1. Enterprise Soul 

Customer foremost, greater perfect seeking

Hard working and teamwork 

2. Pursue 

Product quality with high standard

Technology advanced with rapid update

Enterprise management with efficient performance

Employee team with potential competency 

3. Black Peony Employees 6 Essential Awareness 

Crisis, responsibility & position, dedication, service, saving and innovation
4. Quality Policy 

Quality first is our target

Customers satisfactory is our promise

Greater perfection is our pursue 

5. Environment Policy 

We are specialized in manufacturing jean with high quality. Besides social contribution, we regard environment protection as our mission, and we commit to be obeyed with environment protection law, improve environment consciousness, enhance in-process control, prevent any pollution, well make use of resources and build green enterprise. 
Advertising Slogan 

Be responsible for all our products
Mission: Be a Changzhou Widow for China and the world 

Vision: Peony blooming to make the life better and better 

Strategic: To be the leading among the industry with good reputation brand and value added by reliable quality; update industry structure to build core competition, and then become a platform for developing resources. 

Culture: Far-sight, responsibility, revolution and harmony
IV. Passage reading

Company Policy

Terms and Conditions of Sale and Supply of GeneTex, Inc. 
Guarantee 
GeneTex, Inc. strives to provide the highest quality products. If you have a technical issue with any of our products, please contact our Technical Service department. If one of our products does not meet the specifications stated on the datasheet, we will be happy to replace it or refund your money after validating the deficiency. 
Notice for replacement must be made within sixty (60) days of the date the product was received. 
Shipping 
There is a standard delivery charge per order. All orders are shipped by FedEx unless otherwise requested. Shipping and handling charges are prepaid F.O.B., Irvine, CA and added to your invoice. 
You may provide us with your own FedEx, UPS, or DHL account number so that we may ship your order collect. All orders shipped with a customer's account number will be charged for handling. 
It is the customer's responsibility to notify GeneTex of all necessary documents or permits needed for customs clearance or other purposes. GeneTex will not be responsible for items damaged due to customs delays. 
All packages are checked before shipping and should contain all of the items indicated on the packing list. All claims for missing or damaged items must be reported directly to GeneTex, Inc. within ten (10) days after the receipt of the order, referencing the order number and date of the shipment. 
Terms 
Terms of payment are net thirty (30) days from the date of shipment unless otherwise stated. A 2% service charge per month will be added to accounts past due over 30 days. 
Acceptable forms of payment include check in US dollars, American Express, Visa, MasterCard, and bank transfer. 
Prices 
All prices are subject to change without notice. Prices are quoted in U.S. Dollars. The purchaser assumes responsibility for any applicable tax. Please contact us for bulk pricing. 
Returns 
Customers must contact GeneTex, Inc. prior to returning products. No returns will be accepted without authorization. Credit may be issued after receipt of the returned item. 
In case of purchasing error or change in order after the order has been shipped GeneTex will charge a $60 restocking fee. All shipping costs are to be paid by the buyer. 
Conditions 
Unless otherwise stated in our catalog or other company documentation accompanying the product, our products are intended for research use only and are not to be used for any other purpose, which includes, but is not limited to unauthorized commercial uses, in vitro diagnostic uses, ex vivo or in vivo therapeutic uses or any type of consumption or application to humans or animals. 
As purchaser of our products, you should be aware of the product expiration dates, if any. Each product has information on proper usage and storage conditions, either on the product label or in the data sheet. We do not assume responsibility for use of a product after its expiration date or if the product has been misused or improperly stored. 

V. Discussion

1.Why is company culture important to a company?

2. Do you think company culture will change or always remain the same? Why or why not?

3. Is it possible to assess company culture?

4. Do you think each company should have a stated set of cultural values? Why or why not?

5. What do you think are the core values in a company culture?

6. In what way do you think organizational culture can be expressed?

Task 3 The Way We Work

Learning objectives
1. To understand the concept of telecommuting.

2. To take notes by listening. 

3. To adjust yourselves to the changing way of work

Passage reading 1
Notes to the passage
1. telecommuter n. 通信上班族
2. electronic equipment 电子设备
3. telecommuting n. 通信上班，指不用去办公室而在家里用电脑和其他通信设备如电话、传真、网络等与办公室连接上班
4. productivity n. 生产力
Before you read this article about telecommuting, think about these questions:

1. How many Americans telecommute at least once a month?

2. What do you think the advantages are for:

a. the company?

b. The workers?

c. The environment?

Now read the article and check your answers. 

Satisfied companies and employees expand the world of telecommuting

It’s a lot easier for Angela Hawkins to work nights and on weekends than it was last year. A few months ago, the 34-year-old Northern Telecom manager traded in her office at the company’s headquarters for an office in her home. Now she’s a telecommuter and keeps in touch with the office by e-mail, voice-mail, fax and telephone conversations.

It’s a new and expanding world. Across the United States, there are 11 million telecommuters who work from home at least one day a month, an increase of 30 percent from 1996. About 500 of Northern Telecom’s 8,500 employees are telecommuters. They include people like Angela who are full-time telecommuters, and those who keep offices both at home and at company headquarters.

In 1995 Northern Telecom began encouraging telecommuting by providing all the equipment an employee needed to set up a home office, and installing all the electronic equipment. It also provides facilities at its headquarters for telecommuters who occasionally have to come into the offices.

Telecommuter America, which represents telecommuters, did a survey of 500 managers. They found that 53 per cent believe that telecommuting improves worker productivity. It also found that companies are offering telecommuting as a way of attracting and keeping employees. Telecommuting helps those with families spend more time together, it results in less pollution, and it allows employees to work where and when they want to. Low unemployment means that companies have to work hard to find employees, and offering telecommuting is something that employees like.

Telecommuting may not be for everyone—some people miss the office and find working at home to be lonely. But of all those who have tried it at Northern Telecom, only one person has decided they don’t like it!

Passage reading 2
Notes to the passage
1. electronic publishing 电子出版
2. decipher n. 译解(密码等), 解释

3. modem n. 调制解调器
4. skeptical adj. 怀疑性的,好怀疑的
5. portrait n. 肖像, 人像
Read this article. Then answer the questions.

Telecommuter portrait: editing facts by fax

Jennifer Porter is the managing editor of Healthcare, a publication of the American Pharmaceutical Association. From her private office in her Virginia home, she assigns up to ten articles for each issue of the magazine. The writers send her their stories on a computer disk, usually by means of an overnight delivery service. Porter checks them  and then sends them to the designer’s office in New York. Porter’s biggest problem with electronic publishing is training her writers. ‘One sent the story on a wrong-sized disk; another used a disk that my computer read; a third used software I couldn’t decipher.’
The disk problems should improve on the next issue because Porter has recently invested in a modem so that writers can send their stories directly to her computer.

Porter says she is a skeptical technical consumer. ‘I like a computer the same way I like a pencil. They are both tools that must work. If something goes wrong with my electronic equipment out here in the middle of Virginia, I have to put it in the car and take it someplace.’
1. Tick the equipment which is mentioned in the article.

Computer                           telex

Photocopier                         modem

Portable phone                       fax

2. Are these statements true (T) or false (F)?

A Jennifer Porter is a writer for a medical magazine.

B Her biggest problem is her computer.

C She recently bought a modem.

D She is a high-tech fan.
Monologue 1
Notes to the monologue
1. freelance n. 自由作家；自由记者

Listen to this man talking about telecommuting. Write true (T) or false (F) for each sentence.

1. He started telecommuting last year.

2. In London he worked two or three hours a day.

3. Now he works ten hours a day.

4. He is the company’s only employee.

5. His secretary now lives in Ireland.

6. She earns more now than she did before.


Monologue 2
Listen to this woman talking about telecommuting and fill in the blanks.

I started working from home a few years ago. My season ticket on the train cost me over   1   a year, and most days the trains were late or overcrowded. I used to leave home at    2     , and if there was an important meeting, I might not get home until     3  o’clock! It was the stress of travelling that made me decide to change the way I work.

Now, I find I can get much more    4     done, and I’m much   5      and more relaxed. I can meet friends for lunch, do my shopping, even go away for the day. I still have to go up to the city for     6  , but now I enjoy my trip to the office and the chance to see old colleagues and friends. The bad side is that I don’t get paid while I’m away on    7   or when I’m    8   , but I think that the good points outweigh the bad.

Monologue 3
Notes to the monologue
1. computer consultant 电脑顾问，电脑咨询师

2. client n. 客户

3. phone jack听筒塞孔

4. plug v. 插

5. investment n. 投资

6. distraction n. 分心, 分心的事物

7. brainstorm v. 头脑风暴

8. media relations department 媒体关系部门

9. telecommunications n. 电信

10. productive adj. 多产的，高效的
Listen to three people talking about telecommuting. Make notes about their jobs and why they telecommute.

	Speaker
	Job
	Reasons for telecommuting

	1
	
	

	2
	
	

	3
	
	



Exercises
I. Read the following passage, and decide whether the statements are true (T) or false (F)

The New Office?

Where would you rather do your work: a nice coffeehouse or a busy office? More and more, people are able to do their work with a good cup of coffee in the friendly environment of their local coffeehouse. With a powerful laptop and a mobile phone, it isn’t necessary to be tied to a desk any more.

Next time you’re out for a coffee, look around you. That man in the corner could be an advertising executive writing an advertisement that you’ll be seeing on TV in the near future. That woman in a dark coat talking to a man could be discussing his pension. And the young woman typing away could be finishing a business proposal! It is certainly a new world, and you could join it more easily than you think.

According to a survey, 7.6 million Americans now work at home or away form a traditional office. Many organizations realize that people to create incentives to encourage more people to telecommute. As well as making workers happier, it reduces pollution as fewer people travel to work.

But it’s not a perfect life. One telecommuter, who finds he can concentrate better in the lack of electrical outlets. Another person at work on her computer said that she didn’t like to admit, however, that these were minor difficulties compared with the problems they used to face in a big office.

Coffeehouses provide the sense community that the office used to provide, but without the stress. They may be great places to relax, but they are businesses, too, and they rely on customers buying their products. But where else could you get your work done, enjoy doing it, have good company, great coffee, and all for less than the cost of driving to work every day?

1. With new technology, you don’t need to be at the office to do your job.

2. It is difficult to become a telecommuter.

3. Telecommuting is less environmentally friendly than office-based work..

4. Telecommuter should remember that coffeehouses are businesses, too.

5. Telecommuting is much less expensive than commuting to work every day.

II. A friend of yours is thinking about becoming a telecommuter. Write a letter to them telling them about the good and bad points and suggesting what they should do.

III. Read more.
Changing the Way We Work
Two men have changed the way we work forever. Bill Gates (co-founder of Microsoft), is well-known for his contribution. The less-well-known Gordon Moore (co-founder of Intel) predicted the pace at which this might happen. Microsoft & Intel were both enlisted into the Dow Jones Industrial Average index in 1999. Over 200 million PCs are sold each year. Almost a billion people worldwide use one. The vast majority (80-90%) of these are built from Intel hardware and run Microsoft software.
The changes at work over the last 30 years have been thrilling. It can be measured by the use of paper in the office. It is also useful to see parallel developments in digital music & imaging: 

In 1975, almost everything was done on paper. Bill Gates was a Junior at Harvard about to drop-out to start up Microsoft. Gordon Moore was hard at work in his 8th year at Intel. We all used computers back then but they weren't very personal. Mostly, we wrote the software we needed; you couldn't buy much. The Internet had been invented, but it wasn't much used outside the military & research communities. Email was around, but nobody really knew about it. The Web didn't exist. Digital music was being invented for CD's. Digital photography was used at NASA. 

In 1980, most work was still done on paper, but that was about to change. Bill Gates was negotiating the deal of his life with IBM. Gordon Moore was running Intel. The PC software business was very small and pretty diverse. Word processors and spreadsheets were novel. Dial-up service providers like CompuServe and The Source was being devised. Use of the Internet was still highly regulated and restricted. Commercial email ran on mainframes & minicomputers in big companies and in government. The hypertext idea was being developed by Theodore Nelson's Project Xanadu. CD's weren't quite launched yet. NASA was still the biggest digital photographer. 

In 1985, computers started making much of the paper. Apple's Macintosh and Microsoft's Windows were making PC graphical. Laser printers made paper generated by PCs look pretty. Gates was thinking of going public. PCs were selling well. Some were connected by networks, but not to the Internet. Email only ran on a very few of these networks and then only inside an organization. The Standard Generalized Markup Language (SGML, a precursor to HTML & XML) users group had just been founded. CDs were starting to sell briskly. The graphical PC (and engineering workstations) was getting digital images mostly from scanned hard-copy. 

In 1990, paper use started to shrink - slowly. Microsoft Windows & Intel 486 were about to become a phenomena. Gates was rich and Intel PCs had eclipsed all others. Most were connected to networks and some were connected to a still-restricted Internet. Email was starting to take off. In a physics lab in Switzerland, a British researcher was inventing HTML and the World-Wide Web. Some people were dreaming about a commodity Internet business. CDs had almost replaced analog records. Digital cameras were very expensive, extremely rare and not very good. 

In 1995, a war was declared against paper. Windows Pentium PCs and The Web were everywhere. Consumers buy more PCs than business and government. Gates was the world's richest man launching Windows 95. The (low-bandwidth, wired) dot-com boom was well underway with the Amazon.com bookstore as the poster-child of e-commerce. Intranets emerged to rid organizations of paperwork. Chat-rooms & online search appear. The CD replaced records rare and the first digital music was online. Lo-res digital cameras started to become consumer items. 

In 2000, paper in the office was passed. The dot-com bubble burst and ICT sector went into a deep slump. Microsoft & Intel fared better than most. Gates launched Windows 2000 but Microsoft was found guilty of anti-competitive behavior. Handheld computers become popular. Broadband got around and email & Web became ubiquitous. Wi-Fi, IM & XML emerged and started to redefine the Internet. MP3 music was made inroads into the recording business and cheaper/better digital cameras sell very well. 

By 2005, paper is an endangered media. Microsoft has matured (to stagnation) and AMD is challenging Intel. Dell sells almost all their PCs online. The Internet gave birth to Web 2.0, which may extinguish all paper from work. Gates & Moore are more philanthropists than technologists. Google's ad-funded search engine & Apple's iPod/iTunes are the hot properties. Wireless email, wireless broadband and VoIP Internet telephony are also hot. Cell phones with digital cameras & music players are everywhere. Paper mail volumes are exceeded by levels of email traffic. Digital TV looks to retire analog broadcast within 5 years. Accordingly, the old media conglomerates of print houses, TV networks & film studios are lining up to get digital and online.

The idea of doing work with paper is almost arcane. Paper money - cheques & cash - will soon be marginal & antique. Paper communication - especially documents, mail & news - will almost all be online. A paperless office may be the norm for Generation X. A paperless world may be the norm for Generation Y (or their children).
The personal fortunes from the personal computer business of the last 30 years are now the source of great charity. Gordon & Betty Moore and Bill & Melinda Gates were named as the two largest philanthropists of the last five years in a recent survey conducted by Business Week magazine. The Gates' shared the front-page of Time Magazine's "Persons of the Year" edition (with U2's Bono) for their same aritan work. PCs may end up changing more than the way we work. We'll have to wait and see.
Discussion: 
1. Explain the changes which we work according to the time briefly.
2. Which do prefer, working at home or at office? Why?

3. Can you predict the changes of where you are working now?

Module six

Marketing

In this module, there are three tasks which focus on marketing research,
marketing a product and promotion and advertising. By learning this module, students will learn something about marketing research. They will master how to market a product and promote and advertise products. 
Task 1 Marketing research
Learning objectives

1.To know the basic information about marketing research.

2.To master useful expression abut marketing research 

3.To know how to do market research
4.To analyze the market survey

Useful expressions and patterns
1. We need to make market research before we take actions.

2. I would like to do a survey on our customers’ demographics.

3. We badly need to do some research on the world cotton market.

4. One of the purposes of market research is to find out whether there is a market for the product.

5. They have no problems with production during the market test phase.

6. The company has done a lot of market research for the product.

7. Marketing research is actually an analysis of a specific market for a particular product.

8. Do you often carry out market research?

9. Can you tell me how a company starts selling a new product?

10.  No wonder our market share is falling.
Dialogues
Dialogue 1

1. Notes to Dialogue 1 
2. market research 市场调研

3. development costs 开发费用

4. test marketing 试销

5. application 用途
Find the answers to the questions in the dialogue. 
	A: How is market research carried out?

B: Putting it in a very simple way, one of the subjects of market research is to find out whether there is a market for the product and whether we can sell the product in the market.

A: Who does this kind of job then?

B: Sometimes we carry out our own research, but for major products where development costs are likely to be high, we employ specialists.

A: Do our own salesmen take part?

B: In the early stages, only the regional managers do. If we decide to have some test marketing, some of the senior salesmen will be brought in.

A: It seems to me that the salesmen receive some special training.

B: Yes, they all have initial training course when they first join the company, and this includes product training.

A: What is that?

B: As a salesman, everybody must fully understand the various applications, design features, special advantages and almost everything of the products we produce.



Suggested answers to the questions:

1. What is the subject of market research?

2. Who takes part in market research?
Dialogue 2
Notes to Dialogue 2
1. domestic market 国内市场

2. geographical areas 地域

3. potential 潜力

4. put our feelers out 提出试探性建议

Listen to Dialogue 2 and act out what you hear.
	A: Did you get the marketing survey results? How are sales abroad comparing to sales at home?
B: According to our numbers, there is twice as much opportunity in the international market as there is in the domestic market.
A: What are the geographical areas of the highest demand?
B: Our European market has the highest current demand, but South America has great potential for growth.
A: I heard Asia is booming now, is the greater Asian market available to us now? What is the size of our hold on Asia?
B: Honestly, we don't fully understand our market situation in Asia, I don't know much about it. We should probably put our feelers out and see what potential exists.




Dialogue 3

Notes to Dialogue 3
1. competitor 竞争者

2. marketing share 市场份额

Complete the dialogue 3 with the information in blanks
	A: Hello!                     (谢谢大家今天下午能来).

B: You are welcome. What will we do                       (在接下来的一个小时左右的时间里我们将要做什么)?
A:                                       (我将给大家介绍一下由销售部门做的市场调研).
B: Really? What did you conclude?

A:                                      (我们的市场份额在减少).
B: Oh, that means we should                                 (开发新产品).

A: Yes, we do.

B:                                      (还有其他的问题吗)?

A: Another problem is that our price is too high.

B: But we can not cut our price for it is almost cost price.

A:I agree. The third problem is that                                      (我们有了两家新的竞争者).

B: Since the competition is so fierce, we must                           (开发出新的产品).


Passage Reading 
Marketing research

Marketing research is the planning for, collection and analysis of data relevant to, marketing decision making, and the communication of the results of this analysis to management.

Marketing research exists to serve the marketing decision maker. Marketing research aids marketing management by helping to reduce uncertainty, by finding out what went wrong, and by aiding in understanding the marketplace.
The steps in conducting a marketing research project are as follows: defining the problem, planning the research design, specifying the sampling procedures, collecting the data, preparing the report, and following up. The research design specifies the research questions to be answered, how the data will be gathered, and when the data will be gathered.

Typically, marketing research involves examination of secondary data in the problem-defining stage and may require gathering additional secondary data at the data collection stage. Generally, however, data collection involves obtaining primary data through survey research, observation, or experiments. Secondary data are data collected for any purpose other than the one at hand. Primary data is information that is collected for the first time for the purpose of solving the particular problem under investigation.

Survey research involves interacting with consumers to get information from them. Observation research involves observing behavior and recording those observations. In a market research experiment, the researcher changes one or more variables while observing the effects of those changes on another variable.

Three types of organizations actually design and implement marketing research studies: advertising agencies, independent marketing research firms, and corporate marketing research departments. Advertising agencies typically conduct research initiated by the client. Research firms have two ways to conduct research. First, there are the syndicated services, which compile a standardized set of data on a continuing basis. Second are the custom research firms that do one of a kind research projects. A variation of custom research is the omnibus survey. In an omnibus survey, any company can buy a single question or ask several questions. Omnibus surveys are carried out on a regular monthly, quarterly, or biannual schedule. Field service firms are the production line of marketing research –the organizations that provide interviewing for marketing research departments, advertising agencies, and research firms.

The larger the company, the ore likely it is to have a research department. However, research departments tend to be rather small because most of the actual work is farmed out to customer or syndicated services. The market research department initiates the project, analyzes the outside report, and makes recommendations to management.

New Words and Expressions

be relevant to   与……相关

marketplace  n. 市场

syndicated service 辛迪加服务企业

compile  v. 汇编

standardized  v. 使标准化

specify  v. 规定

sample  v. 取样

procedure  n. 程序；常规

follow up  继续跟踪调查

stage  n. 阶段

primary data 第一手资料

secondary data 二手资料

investigation  n. 调查

interact  v. 互相作用

advertising agency 广告代理公司

corporate  adj. 企业的

client  n. 客户

custom research firm 专项调研企业

omnibus survey 综合调查

quarterly  adj. 一季度的

biannual  adj. 一年两次的

field service firm 现场服务公司

production line 生产线

farm out 承包出去

initiate  v. 起动；开始

Read the passage and answer the following questions.

1. What is marketing research?

2. How to conduct a marketing research?

3. What is the difference between primary data and secondary data?

4. What is survey research and what is observation research?

5. Which organizations design and implement marketing research studies?

Exercises
I. Group discussion

How can you successfully approach a customer when doing a market research?

Hints:

Preparations before approaching

Your manners

Our appearance

The art of speech

Presenting a gift

………….

II. What is the proper marketing research process? Please re-arrange the following stages according to your business common sense and state the reasons why you arrange this way.

A. presenting the findings

B. collecting the information

C. defining the problem and research objectives

D. developing the plan

E. analyzing the information

III. Role play

Suppose you are a sales manager in a company. You and your colleagues have done a market research for the market share of your products. As a manager, you will report the result to the vice president of marketing.

IV. Fill in the gaps in the sentences below with words form this list.

Commercials  competes  design  distribution  end-users  hire purchase

Image  labels  mail order  materials  newspaper advertisements

Opportunities  outlets  place  posters  price  product  promotion

Public relations  radio spots  rival  satisfy  strengths  threats  weaknesses
1. What is “the marketing mix”?

The marketing mix consists of “the four Ps”:  providing the customer with the right 

p      at the right p    , presented in the most attractive way (p    )and available in the easiest way (p    )

2. What is “a product”?

A product is not just an assembled set of components: it is something customers buy to s    a need they feel they have. The i    and the d    of the product are as important as its specification.

3. What is “price”?

The product must be priced so that it c    effectively with r    products in the same market.

4. What is “promotion”?

The product is presented to customers through advertising (e.g. TV c    , r    , n    , p    ), packaging (e.g. design, l    , m    ), publicity, P.R. (    ) and personal selling.

5. What is “place”?

Your product must be available to customers through the most cost-effective channels of d    . a customer product must be offered to e    in suitable retail o    , or available on h    or by m    .

6. What is meant by “S.W.O.T”?

A firm must be aware of it s    and w    and the o    and t    it faces in the market place.

V.  A survey on sneakers

1. Your gender is:

A. Male B. Female 

2. You are in the age group of:

A. Under 10

B. 10—18

C. 19---25

D. 26—35

E. above 35 

3. Your current occupation is:

A. Professor

B. Technical expert

C. Designer

D. Administrator/Manager

E. Worker

F. Student

G. others, please specify_____ 

4. How often do you wear the sneaker?

A. Usually

B. Often

C. Every now and then

D. Seldom 

5. How often do you buy a new pair of sneaker?

A. 3 months

B. Half a year

C. 1 year

D. More than a year

E. When it is worn out 

6. The kind of sneaker you usually wear is:

A. Indoor

B. Outdoor

C. Cycling

D. Running

E. Football

F. Basketball 

7. The most important aspect you concern about when you are choosing the sneaker is:

A. Price

B. Quality

C. Brand

D. Comfort

E. Style

F. Others, please specify _____ 

8. Which style of the sneaker do you prefer?

A. Simple

B. Fashionable

C. Lovely

D. Fancy 

9. When you choose the sneaker, you think the quality should be:

A. High, comfortable and durable

B. Acceptable

C. Not care about it at all

D. According to the exercise requirements 

10. You often know a new style or brand of sneaker by:

Advertisement

B. Magazine

C. Website

D. Friends

E. Shopping

Task 2  Marketing a product
Learning objectives

1. To master some expressions about marketing a product.

2. To learn theories about product marketing 

3. To know how to find markets for new products

Useful expressions and patterns
1. We have now developed a new product. 

2. These kinds of products are very popular among young people.

3. I hope we will have a chance to continue our conversation later.

4. Your new service sounds good but your processes are unacceptable.

5. I come here today to show you our new products.

6. May I take the liberty to introduce our goods to you?

7. Our products are very good in quality, and the price is low.

8. Our new product will soon be on the market.

9. If any of the item is of interest to you, please let me know.

10. I’d still like to study your products a bit further.

Dialogue 1

1. Notes to Dialogue 1
2. carpet 地毯

3. super grade woolen carpet 高级羊毛地毯

4. 80 miles woolen carpets 80道羊毛地毯

5. natural color woolen carpets 天然色羊毛地毯

6. natural color animal hair rugs 天然色动物毛地毯

7. artistic tapestries 艺术挂毯

8. They excel for their workmanship, color, design and durability. 制品工艺精湛，色彩鲜艳，图案丰富多彩，经久耐用。

9. Aesthetic Design Beijing Design, Floral Design and Scenery Design. 美术式、北京式、彩花式、景物式。

10. pamphlets 宣传册

	White: Good morning! This is John White speaking.

Salesman: Good morning! I’m Wang Ming. Glad to hear your voice again.

White: So do I .

Salesman: well, Mr. White, today I make a phone call and just want to introduce our products to you. Probably you know that carpets are one of China’s traditional handicrafts of both artistic and practical value. “Great Wall” carpets handled by our corporation include super grade woolen carpets, 80 miles woolen carpets, natural color woolen carpets, natural color animal hair rugs, and artistic tapestries. They excel for their workmanship, color, design and durability.

White: What designs and thickness of pile do you have?

Salesman: Aesthetic Design Beijing Design, Floral Design and Scenery Design. The thickness of pile is: 3/8”, 4/8”, 5/8”.

White: What sizes can you make?

Salesman: Sizes may be made to your order, if you want more information about our carpets, we will send you a catalogue together with a range of pamphlets for your reference.

White: Thank you very much for calling. We need some time to think it over. Whenever necessary, I’ll contact you promptly.

Salesman: Ok. Good-bye.

White: Good-bye.


Dialogue 2

Notes to the dialogue 

1. selling points 卖点

2. Our product is brightly colored and beautifully designed. 我们的产品色彩艳丽，设计精美。

3. conform to 符合

Listen to the dialogue, and answer the following questions.

1. What is the purpose of Li Cheng coming to your company?

2. How is his product better than the competitor’s?

3. What are the selling points?

4. What is the quality standard?

	Li Cheng: Nice to meet you, Mr. Black.

Black: Nice to meet you, too, Mr. Li.

Li Cheng: My firm has sent me here to inquire about the possibility of promoting our product export to USA.

Black: How is your product better than the competitor’s?

Li Cheng: Our product is over and above our rival’s product, and yet we’re able to sell it at the same price.

Black: What about other selling points?

Li Cheng: Our product is brightly colored and beautifully designed. Teenagers would like it. 

Black: Sounds impressive, how about its quality?

Li Cheng: I guarantee its quality. Management and quality control of this product conform to the ISO9000, so I strongly recommend this product. I’m sure you’ll be pleased with it.

Black: How many different models do you offer?





[image: image26]
Dialogue 3

1. Notes to the dialogue 

2. bedsheets 床单

3. bedspreads 床罩

4. bath towels 浴巾

5. tablecloth 桌布

Complete the following dialogue with the information in blanks.

	A: Could you tell me what items you export?

B: Sure.                                                     （我们主要从事家纺产品，如床单、床罩、浴巾等等）.

A:                                                  （你们出口桌布吗）?

B: Yes, we do. That’s within our line of business.

A:                                               （能看一下你们的产品目录和宣传册吗）?

B: Here you are. They will give you a good idea of the products we handle.

A: It seems there’s a great variety to choose from.

B:                                               （你一定会发现有感兴趣的产品）? 

A: Well, could you leave these with me? I’d like to look at them carefully and see what we can do.

B: Certainly.


Passage Reading 
Product marketing
Product marketing deals with the first of the "4P"'s of marketing, which are Product, Price, Place, and Promotion. Product marketing, as opposed to product management, deals with more outbound marketing tasks. For example, product management deals with the nuts and bolts of product development within a firm, whereas product marketing deals with marketing the product to prospects, customers, and others. Product marketing, as a job function within a firm, also differs from other marketing jobs such as marketing communications ("marcom "), online marketing, advertising, marketing strategy, etc.
A Product Market is something that is referred to when pitching a new product to the general public. The people you are trying to make your product appeal to is your consumer market. For example: If you were pitching a new video game console game to the public, your consumer market would probably be the adult male Video Game market (depending on the type of game). Thus you would carry out market research to find out how best to release the game. Likewise, a massage chair would probably not appeal to younger children, so you would market your product to an older generation.
Product marketing in a business addresses five important strategic questions:
What products will be offered (i.e., the breadth and depth of the product line)? 

Who will be the target customers (i.e., the boundaries of the market segments to be served)? 

How will the products reach those (i.e., the distribution channel and are there viable possibilities that create a solid business model 

At what price should the products be offered? 

How will customers be introduced to the products (i.e., advertising)? 

Product marketing vs. product management

Product marketing frequently differs from product management in high-tech companies. Whereas the product manager is required to take a product's requirements from the sales and marketing personnel and create a product requirements document (PRD), which will be used by the engineering team to build the product, the product marketing manager can be engaged in the task of creating a Marketing Requirements Document (MRD), which is used as source for the product management to develop the PRD.
In other companies the product manager creates both the MRDs and the PRDs, while the product marketing manager does outbound tasks like giving product demonstrations in trade shows, creating marketing collateral like hot-sheets, beat-sheets, cheat sheets, data sheets, and white papers. This requires the product marketing manager to be skilled not only in competitor analysis, market research, and technical writing, but also in more business oriented activities like conducting ROI and NPV analyses on technology investments, strategizing how the decision criteria of the prospects or customers can be changed so that they buy the company's product vis-a-vis the competitor's product, etc.
One issue that faces Product Marketers is that they are chartered with developing much of the content for the various constituents (sales, marcom, customers, blogs, etc.). Creating content tends to be given more value than the actual research and thinking that is behind all the content.
In smaller high-tech firms or start-ups, product marketing and product management functions can be blurred, and both tasks may be borne by one individual. However, as the company grows someone needs to focus on creating good requirements documents for the engineering team, whereas someone else needs to focus on how to analyze the market, influence the "analysts", and understand longer term market direction. When such clear demarcation becomes visible, the former falls under the domain of product management, and the latter, under product marketing. In Silicon Valley, in particular, product marketing professionals have considerable domain experience in a particular market or technology or both. Some Silicon Valley firms have titles such as Product Marketing Engineer, who tend to be promoted to managers in due course.
The trend that is emerging in Silicon Valley is for companies to hire a team of a product marketing manager with a technical marketing manager. The Technical marketing role is becoming more valuable as companies become more competitive and seek to reduce costs and time to market. Another trend is to have one Product Marketing Manager per group of Product Managers. This is the model that leads to the issue of PMMs being pressured to write content instead of connecting with the market.

New words and expressions
1. Product, Price, Place, and Promotion 产品、价格、销售渠道、促销
2. outbound 向外的
3. nuts and bolts 具体细节

4. pitching 投；掷；扔

5. product requirements document (PRD) 产品需求文档
6. Marketing Requirements Document (MRD) 市场需求文档
7. marketing collateral市场宣传资料
8. constituents成分
9. blur模糊；朦胧
demarcation划定界限
Discussion about product marketing.
1. What are the important elements you must think about while doing product marketing?  

2. What are the key strategic questions must a product marketer address?

3. What makes you a successful product promoter?

4.  Would you like to do any jobs related to marketing? Why?

Exercises 
I. What is the AIDA concept? Explain it in details.

II. What is the appropriate personal selling etiquette?

Hints:

introduction

saying goodbye

handshaking

addressing somebody

visiting time

speaking manners

nonverbal communication (posture, gesture, eye contact, facial expressions, etc.)

visiting card

clothing

……
III. Read more 

Taking Your New Product to Market
So you've invented the next great gadget, and you're sure it'll be a hit. In fact, you've got cartons of inventory stored in every room of your house that you're itching to sell, sell, sell. Your test market said they love it, but how can you reach the legions of consumers you're sure will want to buy it?
Welcome to Sales 101. While there are countless books you can read about sales and marketing, here's a relatively simple, proven strategy that'll enable you to build your market and grow your sales----create a ales plan，build your market，expand to new markets.

What's the best way to approach a larger retailer? Here's a quick cheat sheet:

Get the correct buyer: One of your biggest challenges is finding the right buyer within a large organization, so do your homework. If you're experiencing roadblocks, consider hiring a distributor or manufacturer's rep who already has established relationships in your industry.

Be prepared: Develop a presentation and have professional-looking sell sheets ready. Your product should also have packaging that's ready to go.

Know your target: Understand what products they already carry and how yours will fit in. Don't waste your time pitching to a retailer who's unlikely to carry your product.

Take advantage of special programs: Some mass retailers, such as Wal-Mart, have local purchase programs that give managers authority to try local items. And other retailers may have different initiatives, such as minority business programs.

Be patient: It can take up to a year or longer before you see your product on store shelves, so don't get frustrated. And if the final answer is no, try to turn it into a learning experience.

Finally, remember there are other sales channels besides the traditional brick-and-mortar retail store. Catalogs, TV shopping networks and online stores can also be excellent methods for reaching your customers.
Do you know the NUMBER ONE reason that new or existing product initiatives fail?
Management falls in love with their product. They believe they have an excellent product and often act in reliance on the assumed fact the product is great. This condition is referred to as inventor and nobody is immune to this condition. Don't make this mistake!!! Follow the steps below to ensure your success.
Steps
1 Conduct research to see if the product is a good one and it has a viable target market.

2 Make any required changes to improve the product.

3 Assume that the product is "terrible" and the management has inventoritis.

4 Assess financial capability to support product-marketing initiatives.

5 Create an inventory of all the tangible and intangible assets available to the company.

6 Understand the value proposition, target market, goals and environment.

7 Clarify timeline, plan, target market needs, priorities and objectives.

8 Examine all processes within the company (operations, financial and internal/external marketing).

9 Make all required improvements to the internal processes.

10 Improve the marketing materials.

11 Design an external marketing strategy and process. (considerations below) 

Positioning - competitive strategy, differentiation, brand and pricing strategy

Selecting - distribution channels, marketing vehicles and service providers
12 Focus your efforts by finding the Leverage Point (Strategic Leveraging) by analyzing networks, trends, technology and alliances. Strategic Leveraging involves the following 5 steps: 

determining the opportunities for improvement from the status quo.

evaluating strategic improvement opportunities.

creating a strategy centered around a Leverage Point (LP).

establishing a position.

executing the strategy using sufficient leverage and force to drive the process to completion.
13 Get the right people into the right places at the right time.

14 Leverage all the appropriate tangible and intangible assets and execute on the strategy and process.

15 Review the process and make any necessary changes.
After-reading exercises:
1, Make a sales plan to your new product.

2. Suppose you are a marketer, think about how to build and expand to new markets for a new product.
IV. Discussion

What makes a good salesperson?

Hints:

appearance

the art of speech

the ability to learn

working hard

patience

……
Task 3 Promotion and advertising
Learning objectives
1. To know useful expressions about promotion and advertising.

2. To master basic concepts about promotion and advertising. 

3. To learn to take notes. 

Useful expressions and patterns
1. I’d like to talk a little more about advertising.

2. I see advertising as an essential part of the entire process of marketing.

3. I’m really interested in the role of advertising in the production promotion.

4. Good advertising is vital to marketing a product.

5. Advertising can help build product recognition

6. The purpose of our advertising is to draw customers’ interest and keep hold of their attention.

7. I was told you need advertising designs for your home textile products.

8. We should make large investment in advertising.

9. I suppose TV ads will cost a fortune.

10. We will have to run a good advertising campaign.

Dialogues
Dialogue 1

Notes to Dialogue 1
1. regional marketing manager 区域销售经理

2. selling point 卖点

3. take into account 重视，考虑

4. launch new product 发行新产品

Complete the following dialogue with the information in blanks. Then act it out with your partner. 
	A: Good morning, Mr. Graham. I am a                 (区域销售经理) for China National Textile Import and Export Company.

B:                         (早上好).

A:                                        (我有几个关于您们新产品发行的问题).

B: Ok, it is my honor.

A:                                      (现在是我们的产品进入市场的最佳时机吗)？
B: Yes. It is. And it is also very important. Promotional channels can make the product known to the consumers and improve the sales.

A: Do you think televised home shopping will be popular in the future?

B: In my opinion, it depends.                          (电视购物的新功能是我们的卖点). But there are still some disadvantages.

A: What is the weakness for televised home shopping?

B: For instance,                         (包装不容易被考虑到).
A:                                      (谢谢您回答我的问题)。

B: You are welcome!




Dialogue 2

Notes to Dialogue 2
1. print media 印刷广告

2. campaign 宣传

3. appealing 吸引人的

	Li Hao: As far as I know, your products are being advertised only in the print media. That’s far from enough.

Tony: What’s your idea?

Li Hao: I think the products should be advertised on television as well.

Tony: Television? That’s awfully expensive. Do you think we can afford that type of campaign?

Li Hao: With the company developing, more expensive media should be used.

Tony: I’ll think over your suggestion and discuss it with my sales department.

Li Hao: Oh, by the way, here are two advertisements I’ve created for you. Would you like to have a look at them?

Tony: Thank you. They look very appealing.


Monologue 
You work in the Marketing Department of Niche Wear, a clothing store for young adults and children. You have a reputation for good quality at a reasonable price and are expanding rapidly.

In six weeks you are opening another store. Listen to this message your boss has left you and make notes.

PROMOTIONAL CAMPAIGN FOR NEW STORE

Promotional gifts for:
No. of items:

Budget:

Other:


Passage Reading 
Read this extract from an article on different ways of promoting goods and services. Put in the correct terms.

Direct mail    Advertising    Merchandising    Consumer promotions

Special offers, discounts and free offer and sample coupons are all examples of         1     . They can persuade consumers to try a product for the first time, to change from a competitive product or to increase the size of a purchase.
  2    consists of giving away or selling useful objects, such as sports bags or shopping hold alls with your brand name. You can also associate a character, personality or animal with your products and produce stickers, key rings, pens or other giveaway items to help people connect this image with your business.

 3     is promotional communicating by post. It is whatever the sender wants it to be—advertising, market research or a ‘thank you’ letter to customers.

It is useful where a product or service has a limited customer base because it addresses named targets only. It can be extremely cost-effective. It is also flexible in size, content and timing. It is most effective when it is linked with other opportunities to communicate. You can follow it up by telephone, meeting or other forms of advertising.

Although  4     is very expensive, it is an economical way of getting a message to a large audience. If considering a magazine study its circulation carefully. How many people does it go to? Are they people who might buy from you? What other advertisers does the magazine have? Local radio and regional television can be affordable. However, remember they are best suited to consumer goods and not industrial or business products, where needs must be more closely targeted.

Now read the article. Are these statements true (T) or false (F)?

1. One of the aims of sales promotions is to get customers to buy new products.

2. Special offers, discounts and free samples are all forms of merchandising.

3. If you have only a small number of customers, direct mail is ideal.

4. Direct mail is a very expensive way of promoting a product or service.

5. Radio and TV are cost-effective means of advertising.

6. Radio and TV are ideal for advertising industrial products.

Exercises

I. Make a dialogue.

Suppose you are the sales manager in a company who are responsible for drafting the promotional plan for a new product. You are discussing with one of your colleagues.

(You can use the words or phrases that may be helpful: advertisement, offer free samples, consider competitor’s product, promotional gifts) 

II. What are the major consumer-promotions? Please explain how they work.
Hints:

samples

coupons

price reduction

gifts

prizes (contests, games, etc.)

free trials

product warranties

displays and demonstrations

……
III. There are many ways of attracting customers to your product and keeping your brand name in the public eye. Fill in the gaps with suitable words fro the list below.

1. Brochures, leaflets and catalogues can describe your product in more detail and give more information than an advertisement. Potential customers can be sent direct mail.                          
2. Displays in retail outlets (supermarkets, chain stores, etc.) can attract the attention of potential customers.                      
3. Labels and presentation increase the impact of your product.                      
4. You can contribute to the cost of a sporting or artistic event, where your brand name or logo is displayed prominently.                      
5. Potential customers can come to your premises and see a display or demonstration of your products and get hands-on experience.                      
6. Your company takes a stand or mounts an exhibit to enable customers to see your products and talk to your representatives.                      
7. The public are informed of a new development through newspaper articles. You can inform the press by issuing press release.                      
8. PR can ensure that your firm keeps a high profile, and that people are aware of your good reputation and image.                      
9. Existing customers tell their friends or colleagues about your product and hopelly recommend it to them.                      
10. Your staff can call customers, or customers can call a toll-free number to request sales literature or ask for information.                      
11. Your rep can visit customers: this is the most effective method of promotion, but also the most expensive.                      
Packaging    Personal selling    Point of sale advertising    Public relations    Publicity    Sales literature    Showrooms    Sponsorship    Telephone sales

Trade fairs and exhibitions    Word of mouth

IV. Read more
Advertising And Promotion Plan
Essentially the Advertising and Promotion section of the marketing plan describes how you're going to deliver your Unique Selling Proposition to your prospective customers. While there are literally thousands of different promotion avenues available to you, what distinguishes a successful Advertising and Promotion Plan from an unsuccessful one is focus - and that's what your Unique Selling Proposition provides.
So think first of the message that you want to send to your targeted audience. Then look at these promotion possibilities and decide which to emphasize in your marketing plan:
Advertising - The best approach to advertising is to think of it in terms of media and which media will be most effective in reaching your target market. Then you can make decisions about how much of your annual advertising budget you're going to spend on each medium.
What percentage of your annual advertising budget will you invest in each of the following:
the Internet 

television 

radio 

newspapers 

magazines 

telephone books/directories 

billboards 

bench/bus/subway ads 

direct mail 

cooperative advertising with wholesalers, retailers or other businesses?

Include not only the cost of the advertising but your projections about how much business the advertising will bring in.
Sales Promotion - If it's appropriate to your business, you may want to incorporate sales promotion activities into your advertising and promotion plan, such as:
offering free samples 

coupons 

point of purchase displays 

product demonstrations

Marketing Materials - Every business will include some of these in their promotion plans. The most common marketing material is the business card, but brochures, pamphlets and service sheets are also common.
Publicity - Another avenue of promotion that every business should use. Describe how you plan to generate publicity. While press releases spring to mind, that's only one way to get people spreading the word about your business. Consider:
product launches 

special events, including community involvement 

writing articles 

getting and using testimonials

For more about publicity, see "Getting Publicity For Your Business".
Your Business' Web Site - If your business has or will have a Web site, describe how your Web site fits into your advertising and promotion plan.
Tradeshows - Tradeshows can be incredibly effective promotion and sales opportunities - if you pick the right ones and go equipped to put your promotion plan into action. My article "Trade Show Tips" explains how to choose appropriate trade shows and gives display tips to make the most of your trade show experience. Read more about trade shows in the Trade Show Library.
Other Promotion Activities
Your promotion activities are truly limited only by your imagination. If you plan to teach a course, sponsor a community event, or conduct an email campaign, you'll want to include it in your advertising and promotion plan. Remember, sporadic unconnected attempts to promote your product or service are bound to fail; your goal is to plan and carry out a sequence of focused promotion activities that will communicate with your potential customers.
While small businesses often have miniscule (or non-existent) promotion budgets, that doesn't mean that small businesses can't design and implement effective promotion plans. Visit the Business Promotion Library for a host of inexpensive ideas to get your promotion plan off the ground.
No business is too small to have a marketing plan. After all, no business is too small for customers or clients. And if you have these, you need to communicate with them about your products and/or services. 
After-reading discussion

1. What do you think is the basic objective underlying all promotion?

2. What do you think are the most common promotion methods?

3. Do you think the internet advertising will be more important than other forms of advertising in the future? Why or why not?
V. Work with your partner to design an advertisement of a textile product.   

Module Seven
Contract and Order 

In this module, there are three tasks which focus on inquiring, offer and counter-offer, and contract and order. By learning this module, students will know to keep a lasting friendly business relationship so as to create good impression on the clients. They will master the content of making inquiries and giving appropriate replies, placing an order and signing contract.

                       Task 1 Inquiring

Learning objectives
1.To master the basic expression on inquiries.

2.To inquire basic contents about commodity through conversation. 

3.To learn to write business correspondence to make inquiries. 

4.To understand the importance of an inquiry

Useful expressions and patterns
1.We have seen your advertisement in “The Overseas Journal” and should be glad to have price list and details of your terms.

2.We understand that you are manufactures of …. And should like to receive a sample and quotation.

3.Please send us samples and quote us your lowest prices for……
4.One of our customers is interested in the Model 123, and we like to receive a sample and quotation.

5.One of our clients takes interest in your products and wishes to have your quotations for the items specified below:

6.We are in the market for the Men’s shirts illustrated in your catalogue No.4. Please quote us your lowest price with the best discount and the date of delivery.

7. Please quote your lowest price C.I.F. Singapore for each of the following items, inclusive of our 3% commission.

8. Enclosed please find samples of our Nylon Socks. If you are able to supply us with 5,000 dozen, we would be pleased to have you quote the favorable price C.I.F. Hong Kong.

9. The articles we require are listed on the attached sheet. If you have them in stock, please tell us the quantity and the lowest C.I.F. Hong Kong price.

10. Some of our customers interested in your Men’s Shirts and we wish to have your C.I.F. quotations with samples and full particulars.

11. Please send us your best offer by cable indicating packing, specifications, quantity available, discount and the earliest date of delivery.

12. We have pleasure in enclosing you Enquiry No. 345-9 against which you are requested to make us an offer on FOB basis.

13. If you can supply goods of the type and quality required, we may place regular order for large quantities.

14. We hope that your prices will be workable and that business will result to our mutual advantage.

15. We are interested in hand-made gloves in variety of genuine leather, will you send us a copy of your latest catalogue with details of your prices and terms of payment.
Dialogues

Dialogue 1

Notes to Dialogue 1
1. Here is my card. 这是我的名片。

2. to make inquiries about sth.询问，询价

3. mineral water 矿泉水

4. Our carpets are handmade of pure Chinese wool. 我们的地毯是用中国纯羊毛手工织成的。

5. resilient 有弹性的

6. delivery date 交货日期

7.  Will they be supplied form stock? 可供现货吗？

e.g. We can supply 500 pieces from stock.

a) The stock of men’s shirts is running low.

b) be out of stock没有现货，缺货，卖光

c) have in stock 有货

d) goods in stock 现货

	(George Allen, an American businessman, is making inquiries about Chinese carpets.)

Allen: Good morning. I’m George Allen from the U.S. here is my card.

Li:   Thank you. My name is Li, and here’s my card.

Allen: Nice to know you, Mr. Li.

Li:   Me too. Would you like something to drink, a cup of mineral water or a glass of orange juice?

Allen: Oh, thank you. I’d like to have orange juice.

Li:   I see you are in textiles.

Allen: Yes, but I’ve come to inquire about carpets.

Li:   How come?

Allen: A friend has asked me to negotiate on his behalf.

Li:   I’ll be glad to help you. What interests you?

Allen: Frankly, I really don’t know much about your carpets. Could you tell me something about them?

Li:   With pleasure. Our carpets are handmade of pure Chinese wool. They are resilient and have fine workmanship.

Allen: That’s why Chinese carpets are so popular.

Li:   Here are our samples and catalogue. You’ll find details of the different designs, colors and sizes.

Allen: Thank you very much.

Li:   Another glass of orange juice?

Allen: No, thanks. I’m interested in the high quality “ Dragon” brand?

Li:   All right. Can I have your specific requirements?

Allen: Certainly. I’ll write them out. By the way, what about the delivery date? Will they be supplied from stock?

Li:   I’m afraid not. The stock was all sold out.

Allen: That’s too bad. I’ll let you have the order tomorrow.

Li:   Ok.


Dialogue 2
Notes to Dialogue 2
1. Hong Zhou printed pure silk fabrics 杭州真丝印花绸

2. discount 折扣

  cash discount 现金折扣

  quantity discount 数量折扣

Listen to dialogue 2 and complete the following answers:
1. What does Miss Zhang work for? He is working for              .

2. What does she do? She is a        for that company.

3. Which aspects does S make inquiries to Z? 
	( S: Smith, from Canada, is interested in Chinese silks, and he is inquiring  Z: Miss Zhang, a salesperson from a Chinese silks company, of the products)

S: Good morning, Miss Zhang.

Z: Good morning, Mr. Smith. It's a great pleasure to meet you here. What can I do for you?

S: We’re interested in Chinese silks. This is our inquiry list. Would you like to have a look? I hope to get your lowest prices of the relevant goods.

Z: This is our latest price list. All the prices on the list are subject to our final confirmation. You can see the price is favorable.

S: We are very much concerned about the question of commission.

Z: We usually offer a 3% commission for over 500 pieces ordered.
S: That’s fine. I’d like you to quote me CIF Ottawa.

Z: All right. Could you tell us the quantity of your order so that we can work out the offer?

S: Do you take special orders?

Z: Of course.

S: Great! We would especially order 1000 pieces of Hong Zhou printed pure silk fabrics.

Z: Do you need immediate delivery?

S: If you have difficulty in it, you can make a delivery spread over a period of time as long as you give us 1% discount of the price.

Z: All right. We’ll manage to make immediate delivery. But if we can’t make immediate delivery due to the improvement of facilities, we promise we’ll make a delivery spread over 2 months and consider 1% discount of the price.

S: Good. Please give me time to discuss with our manager. I’ll probably be able to let you know tomorrow morning.

Z: Well, we are looking forward to your favorable reply.


Dialogue 3

Notes to Dialogue 3
1. table cloth 桌布
2. mode of payment 支付方式
3. sales literature 销售资料
4. specification 规格，明细单( precise instructions about size, weight, colour, etc.)

5. letter of credit: L/C 信用证
Listen to dialogue 3 and complete the following answers:

1. Which product does Mr.Huang feel interested in? He is interested in     (table cloth).

2. Does the American company take specific order? (yes, the company could design table cloth according to customer’s special purposes).

3. How long does it take to make delivery for special orders? (They would not take longer than 6 months).

4. Will they quote on a CIF basis? (No, they decide to quote FOB prices).
	A Chinese company wanted to import some table cloth from an American company. Mr. Huang is discussing with Mr. Bacon from the company about the information of the price.

(A=Mr. Bacon  B=Mr. Huang)

A: I understand that you’re interested in your table cloth, Mr. Huang.

B: Yes, we’re thinking of placing an order. We’d like to know what you can offer in the lines as well as your sales terms, such as mode of payment, delivery ,discount, etc.

A: As you know, we supply table cloth of all types and sizes. We have years of experience in the manufacture of table cloth.

B: We’ve read about this in your sales literature. Could you give us some idea about your prices?

A: Our prices compare favorably with those offered by other manufactures either in Europe or anywhere else. Here are our latest price sheets. You’ll see that our prices are most attractive.

B: Do you take special orders? That is , do you make table cloth according to specifications?

A: We do. As a matter of face, we design table cloth for special purposes.

B: How long dose it usually take you to make delivery?

A: As a rule, we deliver all our orders within 3 months after receipt of the covering letters of credit. It takes longer, of course, for special orders. But in no case would it take longer than 6 months.

B: Good. Another thing, all your prices are on a CIF basis. We’d rather your quoted us FOB prices.

A: That can be done easily.




Passage Reading 
A  “first” Enquiry
	Dear Sirs,

Messrs. Armstrong & Smith of Sheffield inform us that you are exporters of cotton bed-sheets and pillowcases. We could like you to send us details of your various ranges, including sizes, colors and prices, and also samples of the different qualities of the materials used.

We are large dealers in textiles and believe there is promising market in our area for moderately priced goods of the kind mentioned.

When replying, please state your terms of payment and discount you would allow on purchases of not less than 100 dozens of individual items. Prices quoted should include insurance and freight to Liverpool.

Yours faithfully,

…………


Notes to the Passage
1. Sheffield: 谢菲尔德 （英国城市）

2. bed-sheet 床单

3. pillowcase 枕套

4. various ranges = various lines 许多品种

5. material used 用料

6. promising 有希望的，有前途的

Exercises
Ⅰ. Work in pairs, and compose a dialogue of inquiry on the following situation:

A: Mr. Smith, an English businessman, makes an inquiry for Chinese carpets and wish to know clearly the price terms, payment terms, time of shipment, packing conditions, etc, and ask for illustrated catalogues.

B: Mr. Zhang, a representative from Zhejiang Animal Byproducts Company, try his best to make replies.

Ⅱ. Translate the following sentences into Chinese.

1. We are enclosing herewith an inquiry sheet.

2. As soon as we have received your inquiry, we will immediately mail you the samples and offer you our most favorable prices.

3. If your quotation is competitive, we are ready to place large orders of men’s shirts.

4. We are making you the following offer, subject to your reply reaching here within five days.

5. If you think this offer is acceptable to you, please fax us immediately for you confirmation.

16. The above offer is subject to you final confirmation.

17. Please quote us CIF New York including 3% commission.

Ⅲ. Translate the following sentences into English.

1． 如果你方报价具有竞争性，交货期可以接受的话，我们愿向你方订货。

2． 这是我的询价单，请报CIF伦敦最低价。

3． 如果你方有兴趣，请电告我方，说明所需数量。

4． 这是我方最新价格单，您会发现我方价格是最具有竞争性的。

5． 能否给我一些贵公司出口商品的销售资料和一份所有出口产品的价目表？

6. 请问要多少数量，以便我方报价？

我们想知道订货超过一千打，能给多少折扣？

Ⅳ. Read the article below to have a better understanding of inquiry and answer two questions below.

An Inquiry—a Starter of Business Transaction

Inquiry means asking. A great number of business transactons start with inquiry. To the exporter an inquiry is important, because it often establishes a new and perhaps very valuable connection. Actually the importer is in a favorable position, because the firm/company who gets the inquiry will be only too pleased to help or to cooperate, as an inquiry may result in a business transaction. For this reason an inquiry can be short but must be clear.

“ We are desirous of having your lowest quotation for the Hong Zhou silk fabrics on the terms and conditions mentioned below, to which your prompt attention is requested.”
The importer must give the names of the commodity, the specifications, the quantity, the time of delivery and all other points he thinks important.

“Item                                      Quantity”
9001 printed pure silk                        15,000 yards  
9003 space died silk                         10,000 yards                               

Since this inquiry is an urgent one, please indicate in your quotation the earlist shipment you are able to make for delivery. Please also note that only goods of the best aulity are acceptable here. Therefore, you are requested to quote us Hong Zhou silk fabric of the best grade.”
When the exporter receives such an inquiry, what will he done? He will reply whether or not he can supply the goods. If he can, he will send the importer the specifications, the price and other details.
Questions:

1. What is an inquiry?

2. What should be stated in an inquiry?

Ⅴ. Please write a reply letter to the above passage reading: “a first inquiry”
Task 2 Offer and Counter-offer
Learning objectives
1. To master the basic terms of offer and counter-offer
2. To make an offer in reply to an enquiry. 

3. To show disagreement to some contents about the offer. 

4. To understand the importance of offer and counter-offer.
Useful expressions and patterns
1. Your enquiry is having our immediate attention and we hope to make you an acceptable offer in a few days.

2. We thank you for enquiry of July 6 and are sending you, under separate cover, a specimen of … together with our price list.

3. With reference to your letter of …, enquiring for …, we enclose our Quotation No… for your consideration and trust you will find your prices acceptable.

5. Our best offer is given below subject to our final confirmation.

6. This offer must be withdrawn if not accepted within three days.

7. We wish to state that our quotation is subject to alternation without notice and to our confirmation at the time of placing your order.

8. In case you are not interested, we shall thank you if you will pass on this information to those who are engaged in this trade.

9. We very much regret that we are unable to supply you the small quantity you require.

10. This is our rock-bottom price, we can’t make any further concessions.

11. Your price is so high that we can hardly make a counter-offer.

12. We are unable to accept your offer as other suppliers have offered us more favorable terms.

13. Our counter-offer is in line with the international market.

14. Let’s meet each other halfway.

15. As a token of friendship, we accept your counter-offer.

16. Considerable quantities have been sold at this price, it is impossible to make may further reduction.

17. As the market is weak at present, your quotation is unworkable.

Dialogues
Dialogue 1

Notes to Dialogue 1
1. Shanghai Textile and Apparel Corporation 上海纺织服装公司

2. best selling lines 畅销货

3. marvelous 好的，棒的

4. CIF (Cost, Insurance & Freight) 成本加保险费运费价 

The seller must pay the costs and freight necessary to bring the goods to the named destination. The seller has to procure marine insurance against the risk of loss of or damage to the goods during the carriage. The seller contracts with the insurer and pays the insurance premium.
5. FOB (Free on Board) 船上交货价 （离岸价）

The goods are placed on board a ship by the seller at a port of shipment named in the sale contract. The risk of loss of or damage to the goods is transferred from the seller to the buyer when the goods pass the ship’s rail.

6. commission佣金, 代理人或经纪人代委托人进行交易而收取的报酬

commission agent 佣金代理人

commission house 代办行，佣金行

commission merchant 代办商

7. firm offer实盘，不能撤销的发价

e.g. We are making you this offer subject to your reply reaching here before the 25th this month. 兹报实盘以你方在本月25日前回复到有效。

We offer firm the following subject to your acceptance within 5 days. 兹报实盘以你方5日内接受为准。

8. non-firm offer 虚盘, 无约束性的报盘( offers without engagement or without obligation)

e.g. We are making an offer for the following, subject to our final confirmation.兹开下述报盘以我方最后确认为准。

This offer is made subject to the goods being unsold. 此报盘以货物尚未出售为条件。

	An American company wants to import some cotton Men’s shirts from China. Mr. Baker, the representative of the American side, was sent to Shanghai to hold a business talk. Mr. Li from Shanghai Textile and Apparel Corporation makes an offer.

(A=Mr. Li     B=Mr. Baker)

A: Look, all these articles are our best selling lines.

B: Oh, how marvelous! Please give me a sample of the Men’s shirts What prices do you quote for these?

A: They are all on the catalogues. Here’s the price list. You will see all the prices are very competitive.

B: Do you quote CIF or FOB?

A: All prices are FOB with a commission of five percent for you.

B: But I’d rather have your lowest quotation CIF 5% San Francisco.

A: That can be done easily. We’ll work out CIF price this evening and give it to you tomorrow morning. But could you give us rough idea of the quantity you require?      

B: I think it’s better for you to quote your price first. The sie of you order depends very much on your price.

A: All right. We’ll see what we can do.

B: How long do you generally keep your orders open?

A: The prices on the catalogue are without engagement. In case of firm offers we usually keep our offers open for three days.

B: Could you make the offers firm for seven days? You see, I’ll have to send a telegram to my customers and ask about their opinion.

A: We’ll consider it when we come to the concrete business.


Dialogue 2

Notes to Dialogue 2
1. embroidered tablecloth 刺绣桌布

2. rock-bottom price 最低价格

3. terms of payment 支付方式
Listen to dialogue 2 and complete the following answers:

1. What product do they talk about? They talk about         (embroidered tablecloth).

2. How large is A’s order?  (50,000 pieces)

3. How about the discount?  (B will offer A 5% discount)

4. Do they have any specific request for packing?  (Small boxes)
	（A=Mr. Cole   B=Mr. Jin）

A: Mr. Jin, do you have offer for all the articles listed here?

B: Oh, yes, this is the price list, but it serves as a guideline only. Is there anything your are in particular interested in?

A: Yes, I’m interested in your embroidered tablecloth. It found a ready market in our country last year. So once again the main item of our order is embroidered tablecloth. This time we’ll have 50,000 pieces. It is a large order, isn’t it?

B: If the order is so large, we’ll offer you our most favorable terms. We’ll give you a 5% discount.

A: Isn’t that a little high?

B: We’ve kept the price close to the costs of production. This is our rock-bottom price and we can’t go any further.

A: Now when would be the earliest possible date of shipment?

B: By this coming July. Do you have any specific request for packing? Here are the samples of packing available now. You may have a look.

A: Oh, wonderful! These three are all right, but I prefer the small boxes. They are the most beautiful. You know, nice packing helps find a market. Then what about the terms of payment?

B: Letter of credit at sight. Here’s our official offer with special price, CIF London.

A: How long will you keep your offer open?

B: Three days.

A: Fine, thank you.




Passage Reading 
Sending the Sample Books and Offering 

	Dear Sir,

We thank you for your enquiry of May 2nd. As requested, we are airmailing you, under separate cover, one catalogue and two sample books for you Shanghai printed pure silk fabrics. We hope they will reach you in due course and will help you in making you selection.

In order to start a concrete transaction between us, we take pleasure in making you special offer, subject to our final confirmation, as follows:

Article: No. 9001 Shanghai Printed Pure Silk Fabrics.

Design: No. 72435-2A.

Specification: 30×36.

Minimum: 20,000 yards.

Packing: In bales or in wooden cases, at seller’s option.

Price: US Dollars…….per yard C.I.F. Lisbon.

Shipment: To be made in three equal monthly installments, beginning from July, 2002.

Payment: By confirmed, irrevocable L/C payable by draft at sight to be opened 30 days before the time of shipment.

We trust the above will be acceptable to you and await with keen interest you trial order.  

Yours faithfully,

…                                                 


The Buyer’s Counter-Offer and Request to Reduction of the Price
	Dear Sirs,

Thank you for your letter of the 20th May, offering us 1000 sets of the woolen underwear at C&F Shanghai, usual terms.

In reply, we very much regret to state that our users here find your price too high and out of line with the prevailing market level. Information indicates that some parcels of Japan goods have been sold at lower price compared with yours..

Such being the case, it is impossible for us to persuade our users to accept your price, as material of similar quality is easily obtainable at a much lower figure. Should you be prepared to reduce your limit by, say, 20%, we might come to terms.

It is in view of our long-standing business relationship that we make you such a counter-offer. As the market is declining, we hope you will consider our counter-offer most favorably and cable us acceptance at your earliest convenience.

We are anticipating your early reply.

Yours faithfully,

…….


Notes to the Passage
1. under separate cover 另封，另函

2. in due course 及时地，在适当的时候

3. a concrete transaction 具体业务

4. in making you a special offer 优惠报盘

5. by irrevocable L/C, payable by draft at sight 凭不可撤销信用证即期汇票支付

Exercises
Ⅰ. Compose a dialogue on the following situation:

Commodity: Chinese silk

Price: US $ 150 per yard CFR Shanghai

Quantity: 2500 yards

Payment: by irrevocable L/C at sight

Counteroffer: US $ 135 per yard

The buyer asks for a 8% reduction in the price. The seller refuses to consider any reduction, but gives a 2% commission. Finally they conclude the business.

Ⅱ. Translate the following into Chinese.
(1) to accept offer                   (2) to confirm offer

(3) to decline offer                   (4) to entertain offer

(5) to extend offer                   (6) to withdraw offer

(7) most favorable offer              (8) market condition

(9) market fluctuation                (10) counter-counter offer
(11) domestic market                 (12) overseas market

(13) firm offer                      (14) non-firm offer

(15) We regret to say that we cannot accept your offer as your price is on the high  side.

(16) As the price for tablecloth is workable, we have cabled you our acceptance.

(17) This offer is firm, subject to your cable reply reaching here before Nov. 6.

(18) You request us to quote you C&F Kuwait price, including your commission of 3%, which has received our immediate attention.

(19) Owing to heavy orders, we regret being unable to meet your requirement for the moment.

(20) We trust this product will find a ready market at your end.

Ⅲ. Complete the following sentence in English

(1) We trust that                (你公司将接受我们所提供的价格).

(2) We take pleasure in                   (做出下列优惠报盘).

(3) Your price is so high that               (我们几乎无法还盘).

(4) In order to conclude the business,            (我们准备降价10%)

(5)             (如果你们不能做出让步), I’m afraid I have to call the deal off.

(6) We confirm having cabled you a firm order for the following goods

             (9月10日内达到有效).

(7)         (坦率地说), we don’t like batting around about prices.

(8) Should you be ready to reduce your price by 3%，          (也许能

达成交易).

(9) Please tell us your        (成本加保险费、运费到纽约最低价)for the given items.
Ⅳ. Fill in the appropriate prepositions:
	Dear Sirs,

We are pleased to receive your inquiry   10th January and enclose our illustrated catalogue and price list giving the details you ask   . We are also sending you     separate post some samples and feel confident that when you have examined them you will agree that goods are both excellent      quality and reasonable     price.

     Regular purchases     quantities of not less than five gross     individual items we would allow you a discount     2%. Payment is to be made      irrevocable L/C     sight.

Because      their softness and durability, our cotton bed-sheets and pillowcases are rapidly becoming popular, and     studying our prices you will not be surprised to learn that we are finding it difficult to meet the demand. But if you place your order not later than the end     of this month, we would ensure prompt shipment.

We look forward    your early reply.

Yours sincerely, 

……



Ⅴ. Read the following passage within 2 minutes to get more information about offer and counter-offer and answer the following questions.

Making an offer is a most important step in negotiating a transaction. An offer is a promise to supply goods on the terms and conditions stated. In an offer, the seller not only quotes the price of the goods he wishes to sell but also indicates all necessary terms of sales for the buyer’s consideration and acceptance.
An offer may either be firm within a certain time limit (firm offer) or be made without engagement (non-firm offer). In the later case it is subject to confirmation by the seller after being accepted by the buyer. When offering, this must be made clear to avoid possible disputes in future.
When receiving a firm offeror a non-firm offer, the offeree will not accept it offhand and unconditionally unless the offer is quite reasonable and to his satisfaction. Usually, the buyer tends to make a very careful analysis and study of the offer and the current market situation, shows disagreement to some contents such as the price, packing, shipment, etc., suggests some changes of the terms and conditions in the offer made by the seller, and states his own terms and conditions to the seller, which we call counter-offer. From the above, we can say, counter-offer is virtually a partical rejection of the original offer and also a counter proposal initiated by the buyer or the offeree.
Questions: 
1. What is an offer?

2. What is difference between a form offer and non-firm offer? Please give examples to illustrate it .

3. How do you define counter-offer?
Task 3 Contract and Order 
Learning objectives
1. To master the basic terms and structures of contract and order
2. To make appropriate supply to specified products. 

3. To learn to make contract. 

4. To understand the main hints for contractors.
Useful expressions and patterns
1. We may place considerable order with you if your quality is satisfactory.

2. We intend to book a trial order with you.

3. Do you have that on hand? Our order will be substantial.

4. Thank you for your offer of June 5. Your prices and quality are satisfactory and we are sending you an order as follows.

5. Our customers require the goods for Christmas. It is imperative that the ordered goods reach us by the end of November.

6. this order must be filled within six weeks, otherwise we will have to cancel the order.

7. We’d like to cancel the order for the goods because of the change on the home market.

8. Will you accept special order?

9. It is very important that the design of our ordered goods be exactly the same as that of the sample we sent you.

10. We hope you will take your commercial reputation into account and execute the contract.

11. We have to point out that the cancellation of the contract has resulited from nothing else than your delay in opening the L/C.

12. The goods will correspond in all aspects with the quality and specification as stipulated in the contract.

13. We are entitled to cancel the contract which became overdue owing to the buyer’s non-performance.

14. Could we revise the contract tomorrow?

15. What’s the term of this contract?

16. Can a contract be changed after both parties have signed it?

17. I’m sorry I can’t sign a contract with such a penalty clause involved.

18. It is necessary to have a close study of the contract to avoid missing anything.

Dialogues 
Dialogue 1

Notes to Dialogue 1
1. 1. long 很久以来，一直盼望

e.g. I have ling wanted to visit Hangzhou.

2. table linens 餐桌用布（指台布、餐巾等）

3. gunny sack 麻袋

e.g. jute bags  麻袋
   gunny bags 麻袋

   paper bags 纸袋

   Polybags 塑料袋

   cloth bags 布袋

4. firm order 不可撤销的订单

	A: Welcome to Zhejiang Ningbo Textile United Import & Export Corporation. It's                                            a pleasure to meet you.

B: The pleasure is all mine. I’ve long wanted to have a talk with you about the possibility of business between us.

A: We welcome good business.

B: Good.

A: What are you interested in ?

B: Table linens.

A: what’s the quantity you have in mind?

B: 5,000 packs.

A: is this your trial order?

B: Yes, since this is the first time.

A: That sounds reasonable.

B: If the first lot is good, we’d like to repeat the order and have a regular supply.

A: Very good.

B: May I have a look at your samples?

A: Sure. We’ve got several different table linens.

B: (Looking at the sample) this seems of good quality.

A: It’s superior table linens.

B: How do you pack it?

A: We pack in the gunny sacks.

B: Could you give the price?

A: US $ 150 per pack.

B: Do you quote CIF or FOB?

A: Our price is on FOB basis.

B: When can you deliver the goods?

A: We can ship them as soon as we receive you L/C.

B: I see.

A: When can we have your firm order?

B: How about tomorrow?

A: OK. Please come any time tomorrow morning.


Dialogue 2
1. Notes to Dialogue 2 
2. Sweden 瑞典

3. deputy manager 副经理

deputy 副

e.g. deputy mayor 副市长

deputy director 副主任

cf. vice president 副总统

4. make a close study of 仔细审阅（研究）

5. draft 草案

6. negotiating bank 议付行

7. arbitration 仲裁

arbitrator, arbiter 仲裁员

arbitration clause 仲裁条款

arbitration agreement 仲裁协议

arbitration award 裁决

8. CCPIT China Council for the Promotion of International Trade 中国国际贸易促进会，促贸会

9. enjoy a high prestige 享有声誉

 Listen to dialogue 2 and act out the what you hear.

	( Mr. Elke Kerke from Sweden discusses a few points in the contract with Mr. Zheng Lei, deputy manager of Zhejiang Import Company.)

K=Mr. Elke Kerke, Z= Mr. Zheng Lei

K: I made a very close study of the draft contract last night.

Z: Any questions?

K: Yes. There are a few points which I’d like to bring up. First, the terms of payment. Your draft contract says that payment is to be made by D/P. This is not our practice. We prefer to have the payment made by L/C through a negotiating bank in Sweden.

Z: And?...

K: and the second is about arbitration. It is stipulated that arbitration shall take place in China. In all our past contracts singed with you, it was stipulated tht arbitration takes place in a third country.

Z: Yes, that’s right.

K: But how is it that this time you wish to have it carried out in China?

Z: Shall we take up the items point by point?

K: That’s a good idea.

Z: Now, the first point is about terms of payment. This can easily be done. We will make payment by L/C.

K: Thank you.

Z: As for arbitration, in our dealings with many countries, arbitration is to be carried out in China. The Arbitraiton Commission of CCPIT enjoys a high prestige among friendly companies. Personally I hope you’ll accept this clause. Furthermore, the disputes that I have arisen from our business transaction were all settled through friendly consultations. Arbitration was very rarely resorted to.

K: I see. OK. The new arbitration clause is acceptable. 

Z: Thank you.

K: If when you are filling in the contract you find anything that is not clear to you, don’t hesitate to tell us directly. We’ll do all we can to assist you.

Z: Thanks

K: When should we sign the contract?

Z: We’ll revise the contract this evening, and have it ready to be signed tomorrow morning at ten. How’s that?

K: perfect.


Passage Reading 
China National Textile Import & Export Corporation

Shanghai Silk Branch

17 Chung Shan Road( E.1) Shanghai, China

To messers        Sales Confirmation              Date       
                                                    NO        

                                                    Singed At    

The undersigned Sellers and Buyers have agreed to close the following transaction according to the terms and conditions stipulated below:

	(1)

Quality No., Name of commodity and specifications
	(2)

Quantity
	(3)

Unit Piece
	(4)

Amount
	(5)

Time of shipment

	
	
	
	
	

	
	Total Amount

	Both Amount and Quantity  %  More or Less Allowed


(6)Loading Port and Destination;

(7)Terms of Payment:

Terms of Payment: by 100% value confirmed irrevocable of credit available by draft at sight with transshipment and partial shipments allowed, to reach the Sellers   days before the month of shipment, with shipment validity arranged till the 15th day after the month of shipment, and to remain valid for negotiation in the loading port until the 10th after the shipment validity. A    % more or less should be allowed in the quantity and amount. The terms and conditions in the L/C should be strictly in accordance with those in this contract.

(8)Insurance:

(9)Special Clause(s)

     The Buyer                 The Sellers

                    China National Textiles Import & Export Corporation

                            Shanghai Silk Branch

Please sign and return one copy of this confirmation
New Words and Expressions
1. transaction: n. 业务
2. stipulated: adj. 规定的

3. destination: n. 目的地

4. transshipment: n. 转船

5. partial: adj. 部分的，局部的

6. validity: n. 有效性

7. valid: adj. 有效的

8. clause: n. 条款
Notes to the Passage
1. China National Textile Import & Export Corporation ,Shanghai Silk Branch

中国纺织品进出口公司， 上海丝绸分公司

2. Sales Confirmation: S/C销售确认书

e.g. We enclose two original copies of our S/C. Please return of them for our file after you countersign them.

3. The undersigned Sellers and Buyers have agreed to close the following transaction according to the terms and conditions stipulated below: 兹经买卖双方同意成交下列商品订立条款如下

4. unit price: price of one item, 产品单价
5. Both Amount and Quantity  %  More or Less Allowed：数量与金额允许溢短装

6. Loading Port and Destination: 装运口岸和目的地

7. partial shipment: 分装

  Partial shipment allowed 允许分批装运

若货物不能在同一时间备齐，应在合同中订明允许分批装运

10. transshipment: 转船

转船指货物由运输合同中规定的船只在到达目的地之前转到另一艘船只。无正当理由的转船是一种违约行为，并且一旦货物丢失，应由承运人负责。

transshipment allowed允许转船

transshipment not allowed/prohibited禁止转船

11. in accordance with： confirm with

e.g. Please make sure that the stipulations in the relevant L/C in accordance with the terms stated in our S/C so as to avoid subsequent amendments.
11. Please sign and return one copy of this Confirmation. 请在本合同签字后寄回一份。
Exercises
ⅠCompose a dialogue on the following situation:

A businesswoman wishes to buy Chinese silk on a D/P system. She explains that to open an L/C will tie up her money in the bank.

A representative from silk company insists on payment by L/C and persuades the customer to accept the terms.

Finally business is concluded and the contract signed.

Ⅱ. Translate the following sentences into Chinese:
1. We shall book a trial order with you, provided you will give us a 5% commission.

2. We regret that we cannot book the order at the prices we quoted six weeks ago.

3. We are pleased to receive your order of 16th June for cotton prints.

4. As our customers are badly in need of these goods, we hope you will send them at an early date.

5. We have booked your Order No. 237 for bed sheets and pillow cases and are sending you our Sales Confirmation No.BP-103 in duplicate.

6. Please inform us by return whether we may book your order at these revised prices.

7.   Can a contract be changed after both parties have signed it ?

9.   It is necessary to have a close study of the contract to avoid missing anything.

10.  We’ve glad the deal had come off nicely.

Ⅲ.Translate the following sentences into Chinese:

1. 你方报价不实际，我客户歉难接受，他们已向他处订货。

2. 由于原料缺乏，制造厂被迫定制接受新的订单。

3. 由于大量承约，我们不能接受订单，但是一有新货源到来，我们将随即去电与你方联系。

4. 我们要说明一下，由于大量需求，我们只能接受8月船期的订单。

5. 因我急需此货，请尽力将我们所订货物于6月底前按期出运。

6. 此货可供数量有限，因此希望赶快来电接受。

7. 若你能说服你方用户选购此商品，我们可再供应一些数量。

8. 我们明天可以修改合同吗？

9. 我们希望能在一星期内准备好最终的合同。

10. 在我签字之前，我得让我的律师把整份合约看一遍。
IV. Read the following sales contract within 3 minutes and try to translate it into Chinese.
Sales Contract

Contract No. 2001-128

Seller: Hunan Textile and Apparel Import and Export Corporation

Buyer: Rotterdam Textile Import and Export Company

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:

Commodity: printed cloth

Specifications: 25m ×20m

Quantity: 2000 dozens

Unit Price: At RMB ￥ 25, 000 per pack CIF Rotterdam

Total Values: RMB ￥ 2, 000, 000 ( Say RMB Two Millions Only)

Packing: in strong wooden case

Insurance: To be covered by the Sellers for 110% of the invoice value against All Risks and War Risk

Time of Shipment: During November 2001

Port of Shipment: Yueyang, Hunan, China

Port of Destination: Rotterdam

Shipping Mark: At Seller’s option

Terms of Payment: By irrevocable L/C available by draft at sight

Done and signed in Changsha, Hunan, China on this 18th day of September 2001.

The buyer                        The seller

_______                         _________

(Signature)                       ( Signature)
Module Eight  

Packing, Shipment and Insurance
In this module, there are three tasks which focus on packing, shipment and insurance in international trade. By leaning this module, students will learn how packing, shipment and insurance are handled. They will master the techniques of choosing packing, shipment and insurance, and discuss with the clients and related shipping and insurance companies.  
Task 1   Packing 

Learning objectives
1. To master the categories of packing.
2. To inquire different rates and decide on how to pack. 

3.To discuss packing issues confidently. 

Useful expressions and patterns
1. Shall we now discuss about the packing of our order?

2. We use a polythene wrapper for each article.

3. What about the inner/outer packing? 

4. I’m afraid the cardboard boxes are not strong enough for a heavy load. 

5. The cartons are comparatively light, and easy to handle.

6. The cartons are lined with plastic sheets, and are waterproof.

7. How could we lower the shipping costs? 

8. We are knowledgeable about shipping and can secure you the best rates.

9. We can crate, box, or rope any items for a small charge.

10. I'm concerned about damage to my breakable goods. Can you mark this shipment Fragile? 

Dialogues
Dialogue 1

Notes to Dialogue 1
1. blouse  宽松短衫。妇女或儿童穿的宽松短衫，可遮至腰部或稍下的地方。

2. polythene wrapper  聚乙烯包装材料。

3. carton  硬纸盒，纸板箱。

4. gross weight  总重。
	A: Mr. Nolan, shall we now discuss about the packing of our order?

B: Why not? For blouse, we use a polythene wrapper for each article, all ready for window display. 

A:  That’s good. An attractive wrapping will certainly help push the sales. 

B:  You are right. 

A:  What about the outer packing? 

B:  We’ll pack them 10 dozens to one carton, with the gross weight around 25 kilos a carton. 


Dialogue 2

Notes to Dialogue 2
1. sample of packing   包装样品

2. woolen sweater  羊毛衫
3. transparent plastic bag  透明塑料袋

4. elegantly-designed 设计别致的
Listen to dialogue 2 and complete the following answers:

1. The main purpose of this visit is to ___________________________. 

2. _________ and _________ package is surely a great help in pushing sales.
3. The inner packing is ___________________________ 
4. What is the packing for transport? _____________________. 
5. The competition from similar rivals is __________________, so the packing should be improved with time. 
	A: Glad to see you again 

B: Hi, glad to see you too. 

A: Please take a seat. I’m told that you’d like to know something about the packing of the sweaters, is that right? 

B: Yes, the main purpose of my visit today is to see the sample of the packing. 

A: Well, first, we’d like to have your opinions about the packing for these woolen sweaters. 

B: The appearance of the package that catches the eye is surely a great help in pushing sales. I like beautiful and attractive packing. 

A: We know that the competition from similar producers is quite tough, so we are improving our method of packing. Our inner packing is a transparent plastic bag, and outer packing is a small elegantly-designed box of Chinese style. Our clients from many countries respond that the packing appeals strongly to consumers. 

B: I’m glad to hear it. Could you please let me have a look? 

A: OK, here is the model. 

B: Good, it’s indeed of Chinese style and attractive. Then, what about the packing for transport?

A: We pack the sweaters in cartons. 

B: Are they standard export cartons? 

A: Sure.




Dialogue 3

Notes to Dialogue 3
1.net weight  净重

2.jolting, squeezing and collision  震动、挤压和碰撞。
3.be lined with plastic sheets  衬有塑料薄膜/ 纸箱内衬袋。

4.the risk of pilferage  被偷盗的风险。

5.Tampering with cartons is easily detected  纸箱受损容易被察觉。
6.  No risk of a claim being dishonored for faulty packing
 没有因为包装缺陷而拒赔的风险

7.  seaworthy  适合海运的
Listen to dialogue 3 and fill the blanks with what you hear. 

1. Cartons are seaworthy because they are ____________  and _____________  to handle.

2. The insurance company will guarantee ______________ of stolen goods after it approves the package of cartons. 

3. Another reason for using cartons is that the charge of wooden cases is ____________________  than that of cartons. 
	A: The silk garment will be packed at 10 dozens to the carton, with the net weight of 10 kilos a carton. 

B: Carton? Wouldn’t it be safer to use wooden cases? I’m concerned about the possible jolting, squeezing and collision that may take place when these cartons are moved about. And the dampness or rain gets into them, making the goods spotty. 

A: Well, the cartons are comparatively light and easy to handle. 

B: They are stowed away with heavy cargo, and are always handled with care. All our cartons are lined with plastic sheets, so they’re waterproof. 

A: But cartons are easier to be cut open, and this increases the risk of pilferage. 

B: Tampering with cartons is easily detected. I would say that this rather discourages pilferage. Besides, such packaging is approved by our insurance company. 

A: Well, if you can guarantee compensation from an insurance company, and no risk of a claim being dishonored for faulty packing, we would be willing to accept cartons. 

B: I’m sorry, but we can’t take on any responsibility that is beyond our control. We’ll make sure that the packing is seaworthy, but we can’t commit ourselves to being responsible for every kind of mishap. If you want us to use wooden cases we can, but the charge will be much higher. 

A: I understand your position. I’m happy with cartons for goods like silk garment. 




Passage Reading 
Packing Services

In a hurry? Leave the packing to FedEx Office SM. Simply provide us with your package and shipping information, and our experienced staff will make sure your shipment arrives securely.

Short on time and don’t have all the supplies needed to pack your shipment? Let us pack it for you. Just visit your local FedEx Office Print and Ship Center SM where our experienced staff can take care of your packing and shipping needs. It’s just one of the many conveniences FedEx Office SM has to offer. 

We'll Pack it For You.

With your busy schedule, you may not have time to pack your own shipments. That’s why you should take advantage of our services. Not only can we pack your shipments for you, we also have direct access to FedEx Express® and FedEx Ground® services, giving you a wide range of shipping solutions. When you work with a FedEx Office Print & Ship Center, you can have peace of mind knowing your package will arrive safely and on-time.

[image: image27.jpg]



Standard and Fragile Packing

Don't have the materials you need to pack your shipment? Let our professionals help you decide what type of packaging is right for your shipment. Whether you’re shipping standard documents or fragile items, we offer an assortment of packs, boxes and cushioning material to protect your items in transit. 

[image: image28.jpg]



Custom Packing

Sometimes you need to ship something that doesn't fit in a standard box. No worries. We have professionals available to customize a box on-site to meet your packing and shipping needs. 

[image: image29.jpg]



High-Tech Packing

Trust FedEx to pack your technology gadgets. FedEx has specially designed boxes with added protection so that your laptop, cell phone, Blackberry®, or iPod® arrive securely to its destination. The FedEx Laptop Box and Small Electronics Box are available for purchase at each FedEx Office Print & Ship Center location. 
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Open Early. Open Late.

We’re here to work with you on your schedule. Bring your shipment in on your way to work or on your way home. You’ll find that we’re open when you need us most. And with over 1,800 locations nationwide, you’re never far from a FedEx Office Print & Ship Center. Find one near you today with our store locator.
New Words and Expressions
1. FedEx Office SM   联邦快递公司，美国联邦集团的下属子公司  
2. FedEx Office Print and Ship Center SM  联邦快递公司打印和运输中心 
3. convenience  n. 便利, 方便
4. take advantage of   利用

5. FedEx Express® and FedEx Ground®  n.  联邦快递和地面送货服务公司，联邦快递的子公司

6. a wide range of  各种各样的

7. professional  n  专业人员
8. fragile adj. 易碎的, 脆的
9. assortment n. 种类 花色品种
an assortment of  花色品种多的

10. cushioning   减震, 缓冲
11. customize  v. 定制, 用户化
12. gadget  n.小器具, 小配件
13. Blackberry®  n. 黑莓手机  

14. nationwide  adj. 全国性的 

15. locator   n.表示位置之物, 土地 

Notes to the Passage
1. Just visit your local FedEx Office Print and Ship Center SM where our experienced staff can take care of your packing and shipping needs. It’s just one of the many conveniences FedEx Office SM has to offer.
到当地的联邦打印和运输中心，经验丰富的员工会尽力满足您包装和托运的需要。这只是联邦公司提供便捷服务的一种。

美国联邦快递集团（FedEx Corp.）是一家环球运输、物流、电子商务和供应链管理服务的供应商，是集团快递运输业务的中坚力量，服务网络遍及235个国家和地区，年收入高达300亿美元以上。联邦打印和运输中心提供数字化自助服务工具，可用于设计和定制商务名片、信笺、营销资料、其它商业印刷品以及个人文具和个人名片。全美的绝大部分网点提供此项服务。
2. Not only can we pack your shipments for you, we also have direct access to FedEx Express® and FedEx Ground® services, giving you a wide range of shipping solutions.
我们不仅为您包装，而且直接与联邦快递和地面送货服务公司取得联系，向您提供多种运输方案。
3. When you work with a FedEx Office Print & Ship Center, you can have peace of mind knowing your package will arrive safely and on-time.
   您选择了联邦打印和运输中心，就可以放心确认包裹会安全及时到达。

   have peace of mind 放心，喜悦祥和。

例句：

1）I have peace of mind, even though it is always painful to tread on foreign soil 

即使在异国的土地上奔波，我也能随遇而安，。

2）If children live with serenity, they learn to have a peace of mind. 

如果孩子生活在平稳的环境里，他会学会如何拥有心灵的平安。
4. Whether you’re shipping standard documents or fragile items, we offer an assortment of packs, boxes and cushioning material to protect your items in transit.
无论发送标准单据还是易碎品，我们均提供各种裹布、箱盒和软垫材料，用以保护运输中的物品。

an assortment of  各种各样的

例句：

1）The shop has a rich assortment of goods. 商店有各种各样的货品。

2）There are wide assortments of gifts to choose from. 有各式礼品供选择。

5. FedEx has specially designed boxes with added protection so that your laptop, cell phone, Blackberry®, or iPod® arrive securely to its destination.
联邦快递公司特别设计了带有附加保护的盒子，这样您的笔记本电脑，手机，黑莓或iPod播放器就可以安全到达目的了。
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黑莓手机(Blackberry)，由加拿大Research In Motion(简称RIM)公司推出的一种无线手持邮件解决终端设备。因其使用了标准的QWERTY英文键盘，看起来像是草莓表面的一粒粒种子，所以得名“黑莓”。它的最大方便之处是提供了邮件的推送功能：即由邮件服务器主动将收到的邮件推送到用户的手持设备上，而不需要用户频繁的连接网络查看是否有新邮件。
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iPod 是苹果电脑推出的一种大容量MP3 播放器。采用东芝出品的1.8英寸盘片硬盘作为存储介质，高达10～160GB的容量，可存放2500～10000首MP3歌曲，它还有完善的管理程序和创新的操作方式，外观也独具创意。除了MP3播放，iPod还可以作为高速移动硬盘使用，可以显示联系人、日历和任务，以及阅读纯文本电子书和聆听有声电子书以及播客（Podcasts）。
Exercises
I. Commodities are given in the left column, and packing means in the right column. Please match each commodity with the right means of packing. 
1. cotton                                     A. bale
2. compressed gas                             B. carton    
3. daily consumer products                      C. bomb 
4. acid fluid                                  D. crate     
5. sweater                                    E. barrel
6. petrol                                      F. plastic bag
7. vegetable                                   G. chest
8. tea                                        H. carboy
II. Insert the correct words in the appropriate spaces below.
discharge      country of origin       weight       fragile
padding        damage         container       water proof     

Packing is very important in modern shipping. The use of pre-packed __1__ has reduced the risk of damage which can be caused by rough loading and unloading, but there are still many risks which packing and forwarding agents must be careful about.
In addition to the damage caused by loading and unloading, there are the risks from water and fire, as well as other accidents. Therefore the containers used today are often strong, fire proof and __2__to protect them against rough handling, fire and water respectively.
Although there is less risk today, forwarding agents often have to stencil special signs on the containers, cartons or boxes. For example, they write __3___if the goods can be broken easily, inflammable if the goods catch fire easily, and open this end if it is important to open a container so that the goods are standing the correct way when the container is opened.
In addition, the __4__in kilos and the dimension in centimeters are sometimes necessary. Importers also give instructions to suppliers to stencil the __5__e.g. PRODUCT OF THE PEOPLE’S REPUBLIC OF CHINA and the port of ___6__e.g. LONDON on the containers.
The materials used are important. Wooden and metal crates and containers are necessary for fragile goods, and water poof lining is sometimes necessary. To prevent __7__ from rough handling of glass bottles, for example, extra ___8___is necessary. 
If goods are packed carefully, there is less damage and less inconvenience for suppliers, buyers and insurance companies.
III. Reading the following passage about packing and decide if the statements below are true or false.
Soft textile materials such as cotton and wool are often packed in bales. Fabrics 6acked in cartons lined with some damp-resisting materials. Alternatively each roll may be encased in polybag and then packed in carton. Packing in this way can prevent creases that could appear in fabrics packed in a flat-folded state and then compressed and packed in bales. Of course, the specification for the material used in the so-called polybag should be agreed. 

The most common way to pack outer garments is for each garment to be packed in a polybag, and then, an appropriate quantity of them is packed into a carton. For garments made from expensive fabrics can be used, in this case, each garment is usually hung on a hanger, encased in a polybag and the hanger is then hung on rods in the container. Strings are used to secure the hanger hooks to prevent the hangers from sliding off the rods during the transportation. For most knitwear and underwear items, polybags and cartons are still suitable packing materials; for some high-class sweaters, each could be put into a polybag and then boxed.   Several boxes subsequently are put into a carton for transportation. 

For winter clothing such as down-filled thermal garments, a vacuum polybag (in which the air is subsequently extracted from the bag before it is sealed) may be used to reduce the size of the packages—this is a very important consideration, especially when the garments are transported by air. 

1. Soft textile materials such as cotton，wool and fabrics are often packed in bales. (   )
2. Creases of fabrics can be prevented in a flat-folded state. (   )
3. Outer garment is best to be hung in the container. (   )
4. Polybags and cartons are suitable for packing pajamas and underpants. (   )
5. A vacuum polybag is usually used to reduce the size of a fur coat for easier transportation. (   )
IV. Translate the following sentences into Chinese.
1. Our packing is standardized in a manner which has proved successful in many export shipments. 

2. Please see to it that the packing is strong enough to withstand rough handling. 

3. The cartons lined with plastic sheets are proof against damage and easy to handle. 

4. Please pack the goods according to our instruction.

5. In order to reduce damage in transit to a minimum, we have to insist on packing in sturdy wooden cases. 

6. Please take necessary precautions that packing can protect the goods from dampness or rain, since these shirts are liable to be spoiled by damp or water in transit. 
Task 2   Shipment 

Learning objectives
1.To learn the expressions for means of delivery and shipment, and know the characteristics of each transportation means；

2. To grasp how to propose prompt shipment；

3. To familiarize with the expressions of transshipment and partial shipment. 

Useful expressions and patterns
1.  Could you consider prompt shipment for this lot?

2.  Can you dispatch the goods by air instead of by sea?

3. We trust you will make all necessary arrangements to deliver the goods in time.

4. Please make your best efforts to get the goods dispatched with the least possible delay.

5. Your failure to deliver the goods within the stipulated time has greatly inconvenienced us.

6. Please amend the covering letter of credit to allow partial shipment, under advice to us.

7. Our customer requests the shipment be made in three equal lots, each every two months. 

8. We will arrange shipment immediately after we receive your L/C.

9. We greatly regret the delay, which has been due to circumstance beyond our control.

 10. How much do you charge for the transportation of the goods?

Dialogues
Dialogue 1

Notes to Dialogue 1
1. liner  定期货轮，班机。

2. vessel  船，容器。

3. on-carrier  中转船, 第二程船。

4. intended sailing  既定航线

5. alternative  可供选择的办法
	A: Can we make the shipment in Hong Kong? As far as I know, Jardine Shipment Agent (HK) Ltd has a liner sailing from Hong Kong to Europe around the end the September. If you could manage to catch that vessel, everything would be all right. 

B: It’s difficult for us to accept a designed on-carrier. There are many factors that might make the goods miss the intended sailing. Besides, what will you do if the vessel is already full of load? 

A: If there is not alternative, we’ll have to send a ship to Dalian. 




Dialogue 2

Notes to Dialogue 2
1. the Christmas season   圣诞季 

2. fully committed  满负荷工作

3. step up production    加快生产速度

4. pour in  源源不断

5. work three shifts     三班倒 

6. take you at your word  相信你的话

Listen to dialogue 2 and complete the following answers:

1. The buyer is expecting the overcoats delivered before ____________________. 

2. Christmas sales usually begins about ________________ before December 25.

3. When new orders are full, manufacturers have to work _______________ to speed up production. 

4. The delivery time promised by the exporter is ____________________. 

5. The lead time range in this business will be ____________________  
	A: I hope you can have these overcoats delivered before the end of September. We’d like them to be there in time for our Christmas sales. 

B. Christmas doesn’t come until the end of the year, does it? Moreover, we will not sign the contract until August the first!
A. But, in the United States the Christmas season starts from Thanksgiving! As it is approaching, all the shops will have various kinds of promotion activities and want to put the goods on display as early as possible. 

B: Well, I’m afraid it’ll be difficult for us to advance the time of shipment. Our manufacturers are fully committed at the moment. 

A: I hope you’ll try to get them to step up production. 

B: As new orders keep pouring in, the workers are working three shifts to step up production. 

A: If that’s the case, there’s nothing more to be said. 

B: I’m sorry. 

A: What’s your last word as to the date then? 

B: I said by the end of October. This is the best we can promise. 

A: All right, I’ll take you at your word. 


Dialogue 3

Notes to Dialogue 3
1. man’s pants 男裤

2.highly appreciate  非常感谢。
6. out of stock  缺货，无现货。

7. shipment place 仓位。

8. fierce competition   激烈竞争

9. a competitive price  具有竞争力的价格

10. freight cost 运费 

11. transshipment  转载，转船 

12. Jardian Shipping Agent (HK) LTD   香港怡和船务代理公司

Listen to dialogue 3 and fill the blanks with what you hear. 

1. The man’s pants can not be shipped in November because 
1). The goods are ______________, 
2). The manufacturers are ______________ 
3). The line has been _______________. 
2. The quickest way of sending might be ______________, but freight cost will be higher and that will affect ________________.

3. To ensure delivery time, _________________________ by Jardian Shipping Agent (HK) LTD seems to be the best choice.

	 J:. Now I’d like to discuss the question of shipment with you.

S: Go ahead, please.

J: I wonder if you can ship the man’s pants in November. I know it may be a little bit difficult to do so, but we shall highly appreciate it if you can arrange the shipment during November.

S: I’m afraid not, Joan. You know, presently, the goods are out of stock and our manufactures are fully committed for the third quarter. Moreover, the shipment place for the line has been fully booked up to the end of October.

J: But, Steven, I’m sure you know we are now facing the fierce competition from Singapore and South Korean suppliers. They are selling various kinds of man’s pants in our market at a competitive price. If the goods could not be placed on the market on time, we may suffer a huge loss.

S: I understand. We’ll check our manufacturer’s production schedule and speed up the production. Anyway, we’ll try our best to make prompt shipment.

J: That would be excellent.

S: The problem now is to find the quickest possible way to ship the goods.

J: I think the quickest way might be to send the man’s pants by air.

S: It is certainly quick, but the freight cost will be higher and that will affect the retail price.

J: Well, can we make transshipment in Hong Kong? As far as I know, there are frequent sailings from Hong Kong to Liverpool from October to November.

S: But the transshipment from Hong Kong may also add considerably to the expenses.

J: Transshipment via Hong Kong will enable the goods to reach the destination in time, and the time of arrival is of great importance to us.

S: As the time of arrival is crucial for this order, I’ll ask my shipment manager to get in touch with Jardian Shipping Agent (HK) LTD and book in advance.

J: All right. Thank you for your cooperation.

S: Not at all.




Passage Reading 
     

  

   

               

Shipping has multiple meanings. It can be a physical process of transporting goods cargo, by land, air, and sea. It also can describe the movement of objects by ship.

Land or "ground" shipping can be by train or by truck. In Air and Sea shipments, ground transportation is often still required to take the product from its origin to the airport or seaport and then to its destination. Ground transportation is typically more affordable than air shipments, but more expensive than shipping by sea. Shipment of freight by trucks, directly from the shipper to the destination, is known as a door to door shipment. Vans and trucks make deliveries to sea ports and air ports where freight is moved in bulk.

Much shipping is done aboard actual ships. An individual nation's fleet and the people that crew it are referred to its merchant navy or merchant marine. Merchant shipping is essential to the world economy, carrying the bulk of international trade. The term shipping in this context originated from the shipping trade of wind power ships, and has come to refer to the delivery of cargo and parcels of any size above the common mail of letters and postcards.
Common trading terms used in shipping goods internationally include:

Freight on board, or free on board (FOB) - the exporter delivers the goods at the specified location (and on board the vessel). Costs paid by the exporter include load and lash, including securing cargo not to move in the ships hold, protecting the cargo from contact with the double bottom to prevent slipping, and protection against damage from condensation. For example, at Kunming Airport, FOB means that the exporter delivers the goods to the airport, and pays for the cargo to be loaded and secured on the plane. The exporter is bound to deliver the goods at his cost and expense. In this case, the freight and other expenses for outbound traffic is borne by the importer. 

Cost and freight (C&F, CFR, CNF): Insurance is payable by the importer, and the exporter pays the ocean shipping/air freight costs to the specified location. For example, C&F Los Angeles (the exporter pays the ocean shipping/air freight costs to Los Angeles). Many of the shipping carriers (such as UPS, DHL, FedEx) offer guarantees on their delivery times. These are known as GSR guarantees or "guaranteed service refunds"; if the parcels are not delivered on time, the customer is entitled to a refund. 

Cost, insurance, and freight (CIF): Insurance and freight are all paid by the exporter to the specified location. For example, at CIF New York, the exporter pays the ocean shipping/air freight costs to New York including the insurance. 

The term "best way" generally implies that the shipper will choose the carrier who offers the lowest rate (to the shipper) for the shipment. In some cases, however, other factors, such as better insurance or faster transit time will cause the shipper to choose an option other than the lowest bidder. 

New Words and Expressions
1. multiple  adj.  多样的, 多重的

2. cargo  n. 船货

3. origin  n. 起源, 由来 

4. ground transportation
陆地交通

5. door to door shipment  送货上门

6. in bulk  散装, 大批 

7. fleet  n. 舰队
8. merchant navy / merchant marine  商船队

9. Merchant shipping  商船运输

10. shipping trade  航运业

11. Freight on board, or free on board (FOB)  离岸价

12. load and lash  装货和捆扎

13. slip  v  打滑，滑动, 滑倒 

14. condensation   n.  冷凝 

15. outbound  adj. 开往外地的, 开往外国的

15. Cost and freight (C&F, CFR, CNF) 货价加运费 

16. shipping carrier   货运公司

17. delivery time  交货时间

18. entitled   adj. 有资格的

19. refund  退款.

20. Cost, insurance, and freight (CIF)  到岸价

21. bidder  n.出价人, 投标人

Notes to the Passage
1. In Air and Sea shipments, ground transportation is often still required to take the product from its origin to the airport or seaport and then to its destination. 
在空运和海运中，通常也涉及陆地交通，以此将商品从厂家运至机场或码头，再运至目的地。
2.Shipment of freight by trucks, directly from the shipper to the destination, is known as a door to door shipment. 
货物装车，从发货人出货直到目的地的过程，称为送货上门。

送货上门，自发货点到收货点的交易方式，也叫“交钥匙”方式，买方只需付款，由卖方负责将货物交到买方场地。对外贸易过程中，卖方也负责清关等程序。
Shipment 不仅指装船，船运，可泛指所有水、陆、空所有装运过程和装载量。

例如：

The spider was found in a shipment of bananas 

这只蜘蛛是在一批香蕉中发现的。

Some of the equipment was lost during shipment. 

有些设备在装运途中散失了。
3. Much shipping is done aboard actual ships. An individual nation’s fleet and the people that crew it are referred to its merchant navy or merchant marine. 

许多运输实际都是将货物装船。某个国家的船队和船员称之为商船队。

aboard 装船，上船，上飞机等，也指加入某一团体。

例如：

He travelled aboard the space shuttle Discovery.  他进入了发现号航天飞机

I’d like to welcome three new employees aboard. 欢迎三位新人加入。

4.The term shipping in this context originated from shipping trade of wind power ships, and has come to refer to the delivery of cargo and parcels of any size above the common mail of letters and postcards. 
本文中的“运输”一词来源于使用风能船只的航运业，现在发展为除邮递普通信件和明信片之外的任何货物和包裹的运输。
5.Costs paid by the exporter include load and lash, including securing cargo not to move in the ships hold, protecting the cargo from contact with the double bottom to prevent slipping, and protection against damage from condensation.
出口商承担装货和捆扎的费用，包括确保货物在舱内不移动，货物与双层底隔离以防打滑，防止冷凝的危害。
6.Many of the shipping carriers (such as UPS, DHL, FedEx) offer guarantees on their delivery times. These are known as GSR guarantees or "guaranteed service refunds" 
许多货运公司（如美国联合包裹运输公司，德国中外运敦豪公司，美国联邦快递公司）提供保证交货时间的服务。这被称作“限时送达”，若交货时间推迟可获退款。
Exercises
I. Put in the missing words in the letter
Dear Sirs，
We thank you __1__ your Letter of Credit No.F-120 amounting __2__ US$ 1,050,000 issued in our favor through The Hong Kong & Shanghai Banking Corporation. 

__3__ regard to shipment, we regret very much to inform you that, despite strenuous efforts having been _4__by us, we are still unable to book space of a vessel sailing __5__Jakarta direct. The shipping companies boat told us that, __6__ the time being, there is no regular boat sailing between ports in possible, for us to ship these 10,000 metric tons of sugar to Jakarta direct.

In view __7__ the difficult situation faced by us, you are requested to amend the L/C to allow transshipment of the __8__ in Hong Kong where arrangements can easily be made __9__ transshipment. Since this is something beyond _10_control, your agreement _11__our request and your understanding of our position will be highly appreciated.

We are anxiously awaiting the amendment __12_ the L/C.

Yours faithfully

II．Read the following passage about NYK and choose the best answers.

The NYK (Nippon Yusen Kaisha) Group (日本邮船) provides global services that encompass both the "hardware" and "software" aspects of marine, land, and air transport. These services are supported in part through our transport of containers and cars, and the added value we provide through our terminal operations and harbor transport services. We also have a Sea-Earth-Air Logistics Integrator Program (SEA-LIP) that we use to organically integrate the large-scale, global services that we provide so as to achieve optimal synergies. 

At the very heart of our endeavors are a customer-centric philosophy and a regionally oriented management structure, in which all employees participate and take responsibility for profitability, allowing our organizations to move beyond the vertical walls between individual business units.
A variety of goods that are essential to our daily lives, including food, electrical appliances, etc., are transported via container vessels.
In recent years, the global flow of goods has dramatically changed along with increasing economic development in BRIC countries (Brazil, Russia, India, and China 金砖四国). Additionally, the volume of cargo movement via container vessels has also been increasing. In order to respond to the future demands for container transport, NYK will proceed to build 36 vessels to add to its fleet of 111 container vessels currently in operation.
NYK is making efforts not only to expand its fleet but also to construct the largest service-route network in the world. The Grand Alliance (GA), an organization established by NYK, Hapag-Lloyd Container Line Gmbh (Germany), Malaysia International Shipping Corporation (Malaysia), and Orient Overseas Container Line Ltd. (Hong Kong), currently offers joint-operation services using 125 container vessels. Further, in October 2005, the organization reached a business cooperation agreement with the New World Alliance (TNWA). They began their cooperation by exchanging slots in the Asia-Europe and Asia-Mediterranean trade routes, and introducing a new jointly operated Asia-North American East Coast route from March 2006.
Utilizing this large-scale transportation network, the NYK Group will continue to expand its shipping capacity, number of operation services, and number of ports of call in order to further increase the comprehensive strength of the NYK Group.

1. How does NYK Group achieve optimal synergies? 

A. by containers and cars 

B. by terminal operations and harbor transport services 

C. by sea, land and air transport
D. by Sea-Earth-Air Logistics Integrator Program (SEA-LIP)
2. What does vertical walls in the second paragraph probably mean?

A. boundaries     B. limits      C. permissions    D. lines

3. Which country is not included in the BRIC countries?

A. China    B. India    C. Brazil     D. Argentina 

4. Which company is in the global service-route network organized by NYK? 

A. Lloyd Triestino Shipping Company 

B. Jardian Shipping Agent (Hong Kong) Ltd
C. Hapag-Lloyd Container Line Gmbh 

D. Senator Lines Gmbh 

5. NYK will do a lot to further increase its comprehensive strength, which of the following is not mentioned?

A. building more vessels
B. expanding operation services
C. increasing the number of ports of call 
D. hardware and software excellence  

III. Translate the following dialogue into English and demonstrate with your partner. 
甲：我们讨论一下交货日期好吗？

乙：当然可以。

甲：你们最早什么时候可以装运？

乙：在收到你方信用证后的两个月内。

甲：我们现在急需这些印花布，能不能加快装运？

乙：我想想。实际情况是以后几个月都已经排满了，我方会尽最大努力提前装运。接到信用证后40天内怎么样？这是最快的了。

甲：很好。谢谢你方的合作。

IV. Translate the following passage into Chinese. 

Normally if you charter a ship and book shipping space ahead of time, there will be no problem about delivery. However, sometimes, there are exceptional cases. When there is not enough shipping space or direct steamers, we have to resort to transshipment or partial shipment in order to catch the date of delivery. If the partial shipment is allowed, instead of waiting for the whole lot to get ready, we can ship whatever lot is ready to fulfill the urgent need of the customers. If there is no direct steamer sailing from Shanghai to New York, we can get transshipment in Hong Kong. In both cases, you will have to amend your L/C. 
Task 3   Insurance 
Learning objectives
1.To master the categories of insurance and special terms.

2.To inquire different rates and decide on how to buy cargo insurance. 

3.To discuss insurance issues confidently. 

Useful expressions and patterns
1. I would like to ask how to buy cargo insurance
2. Is there anything needed to take to the insurance company for compensation? 

3. Are there any other clauses in marine policies?

4. You can lodge a claim against the carrier or the party concerned. 

5. The insurance company will make the payment to the consignee and deal with the carrier.

6. All our export goods sold on CIF terms are insured with the PICC. 

7. Could you cover the War Risk for us? 

8. They can provide a broad range of marine insurance

9. In case there is a damage or loss, how about the claim?.

10. Now I know what to do about our loss of the consignment. 

Dialogues
Dialogue 1

Notes to Dialogue 1
1. cargo insurance  货物保险。

2. marine, land, aviation  水运，陆运，空运。

3. commodities  商品。

4. refrigerated cargo 冷冻货物, 冷藏货物 

5. poultry 家禽

6. premium rate  保险费
	A: First I’d like to know something about cargo insurance. 

B: Well, cargo insurance is one of the major items of an insurance company. There are different means of cargo transportation: marine, land, aviation, etc. Commodities are also varied- there are general cargo, refrigerated cargo, oil in bulk, live animals and poultry, and other kinds of goods. 

A: Well, there are quite a few. How about their premium rates? 

B: Generally speaking, premium rates vary with different risks, different destinations and routes and different periods of insurance, etc. 




Dialogue 2

Notes to Dialogue 2
1. CIF  Cost, Insurance & Freight 到岸价

2. PICC  中国人民保险公司

3. FPA, WPA, All Risks and Extraneous Risks 

 FPA: Free from Particular Average  平安险

WPA: With Particular Average  水渍险
All Risks and Extraneous Risks 一切险和额外险   

4. War Risk  战争险 

5. make a claim  要求索赔

6. prompt and equitable  迅速公正

Listen to dialogue 2 and complete the following answers:

1. PICC can provide _____________ insurance, such as FPA and WPA. 

2. _________  will pay the premium for War Risks .

3. The skirts will be covered ________ WPA and War Risks for _______ % of invoice value.  

4. Claims of damage must by supported by _____________________. 

5. PICC enjoys good reputation because they are always _____________ and _________________ in setting claims. 

	A: From which insurance company will you have the skirts insured? 

B: All our export goods sold on CIF terms are insured with the PICC. 

A: What kind of insurance can they provide? 

B: They can provide a broad range of marine insurance, such as FPA, WPA, All Risks and Extraneous Risks. 

A: What kind of coverage will you take out for the goods we ordered? 

B: We’ll only insure WPA. 

A: Could you cover the War Risk for us? 

B: If you put it up as a request, we can cover it for you. 

A: Who will pay the premium? 

B: I think we must make it clear: We’ll only pay the premium for WPA while the additional premium should be borne by the buyer. 

A: That’s clear. 

B: So for this consignment we’ll cover WPA and War Risk for 150% of invoice value. 

A: OK. But the extra premium will be borne by you. 

B: Certainly. Well, in case there is a damage or loss, how about the claim? 

A: According to the provisions of the PICC, claims, if any, must be supported by a survey report from the surveying or claim setting agent named in the insurance policy. 

B: Will it be troublesome to make a claim? 

A: No. In fact, the People’s Insurance Company of China enjoys high prestige. They are always prompt and equitable in setting claims. 




Dialogue 3

Notes to the dialogue 

1.spotty  有污点的。
2.in the case of 在 …  情况下。

3.minor/ major perils  小风险/ 大风险。
4.sinking, collision and fire  沉没、碰撞和火灾 

Listen to dialogue 3 and fill the blanks with what you hear. 

1. Generally speaking, under a CIF term, it covers only ___________ and, at 110% of the invoice value.

2. WPA policy covers you against ____________ loss in all cases, while FPA policy only covers you against _____________ loss in the case of minor perils. 

3. All Risks is on the__________ kind of ____________ coverage, but it doesn’t really cover all risks. 

	A: Well, the February consignment of children’s wear arrived at the destination rather spotty and our users refused to pay for it. 

B: That really sounds bad! What’s the cause for the damage?

A: Personally, I think the damage was due to careless packing. But my exporter insists that the damage has nothing to do with the packing itself. So my question to you is whether I can lodge a claim with the insurance company on the damaged goods.

B: Well, your problems relied on what sort of insurance policy you have taken out. 

You see, we have got an “open cover” policy with Xin Hua insurance company. 

A: Well, I don’t think I can give you an answer before I know the terms of the policy. Generally speaking, under a CIF term, it covers only All Risks and War Risk, at 110% of the invoice value. Additional specific risks may be covered by additions to the FPA and WPA. 

B: Now, what’s the difference between FPA and WPA? 

A: WPA policy covers you against partial loss in all cases, while FPA policy only covers you against total loss in the case of minor perils such as damage by sea water, though it does cover you against partial loss in the case of major perils such a sinking, collision and fire. 

B: Unfortunately, we took out neither WPA nor FPA. We were insured for All Risks because I thought with All Risks, we would be covered for everything. 

A: Not quite, it is true that All Risks is on the broadest kind of standard coverage, but it doesn’t really cover all risks. For instance, the All Risks excludes coverage against damage caused by war, strike, riots. 

B: Thank you very much for explaining the insurance clauses. 


Passage Reading 
Cargo Insurance
Cargo insurance (also called marine cargo insurance) covers physical damage, or loss of your goods whilst in transit by land, sea and air and offers considerable opportunities and cost advantages if managed correctly.
Many traders do not want to become involved in arranging this type of insurance because they feel they do not have sufficient knowledge. They see it as an unnecessary expense involving extra administration, and make the mistake of allowing suppliers or customers to control this vital area of business. This loss of control not only increases the difficulties of implementing an effective trade risk management strategy, but can also have far reaching effects on profitability.
Fortunately, this attitude is changing, with more and more companies following the lead of many of the 'blue-chip' manufacturing and trading giants of the UK economy who tend to take full control of this type of insurance.
When you are looking at the types of cargo insurance available, you may come across the term General Average. This is one of the oldest principles of cargo insurance and relates only to ocean and sea voyages but is still relevant in today's trading environment. General Average covers the situation where damage or loss of certain goods occurs so that the remaining cargo and the means of transport are saved. For example, goods may sustain water damage during fire fighting. In this situation, if General Average is declared, all the parties involved must contribute to covering the loss.
Cargo insurance is usually provided by the means of one of three Institute Cargo Clauses - A, B or C, plus War Clauses and Strikes Clauses. Simply put Cargo Clauses A provide the most cover with B and C giving less coverage which is reflected in reduced premiums for the lower cover (somewhat similar to car insurance cover with comprehensive, third party, fire and theft, and third party policies). Also there is an Institute Cargo Clauses (Air) for movement by air, which is equivalent to the A clauses. Your insurance company or broker will be able to give details of exactly what cover is given by each clause so you can choose the most appropriate for your business needs and trading patterns.

New Words and Expressions
2. physical damage  有形损失

2. whilst conj. 时时, 同时

3. considerable adj. 相当大(或多)的, 值得考虑的, 相当可观的
4. cost advantage  成本优势  

5. sufficient  adj 充分的 

6. administration n. 管理, 经营, 行政部门
7. vital  adj. 生死攸关的, 重大的
8. implement  vt. 贯彻, 执行

9. risk management  风险管理 

10. blue-chip  独特的,值钱的

11. trading giants  n. 大型贸易公司

12. tend to  趋向 

13. voyage  n. 航海, 航行

14. come across  遇到，偶遇

15. Institute Cargo Clauses 协会货物保险
16. War Clauses and Strikes Clauses  战争条款和罢工条款

17. premium  n. 保险费 
18. third party, fire and theft  第三者责任、火灾盗窃险
19. equivalent  adj.相等的, 相当的, 同意义的 
Notes to the Passage
1. Cargo insurance (also called marine cargo insurance) covers physical damage, or
loss of your goods whilst in transit by land, sea and air and offers considerable opportunities and cost advantages if managed correctly. 
货物保险 （也称作海运货物保险）承保海、陆、空运中的有形损失和货物遗失，如果处理得当的话，会给客户带来相当大的补偿机会和成本优势。

2．This loss of control not only increases the difficulties of implementing an effective trade risk management strategy, but can also have far reaching effects on profitability.
管理不到位不仅会增加对有效交易执行风险管理的策略的难度，而且可能对收益率产生严重影响。

far-reaching : 

Eg: Then came a new development that had far-reaching effects 

后来发生了一个有深远影响的新情况。。

This war had far-reaching consequences in all the capitalist countries.  
这次战争在所有资本主义国家都产生了深远的影响。
3.  General Average covers the situation where damage or loss of certain goods occurs so that the remaining cargo and the means of transport are saved. For example, goods may sustain water damage during fire fighting. In this situation, if General Average is declared, all the parties involved must contribute to covering the loss.
共同海损包含为保护其余货物和运输工具而造成的货物损失或遗失。例如，救火过程中货物可能进水，在这种情况下，如提出共同海损，所有人都必须为损失承担责任。

General Average 共同海损。在海上运输遭遇自然灾害、意外事故或其他特殊情况时，为了避免或减少船舶和货物的共同危险而采取有意的、合理的避险措施所造成的物质牺牲和额外费用。共同海损原则上只限于由共同海损措施造成的直接损失，不包括航程延误损失和其他间接损失。
另外，Particular Average 单独海损。指船舶或某一批特定的货物意外地造成损失或损坏。单独海损必须由遭受损失的货主承担。。
18. Cargo insurance is usually provided by the means of one of three Institute Cargo
Clauses - A, B or C, plus War Clauses and Strikes Clauses.
货物保险通常按照《协会货物保险》A，B，C条款，附加战争条款和罢工条款的规定。

5. Simply put Cargo Clauses A provide the most cover with B and C giving less coverage which is reflected in reduced premiums for the lower cover (somewhat similar to car insurance cover with comprehensive, third party, fire and theft, and third party policies).
货物保险A中包含B和C的大部分内容，而B和C条款保险费用少，涉保范围也小。（与车险中包含基本险，第三者责任、火灾盗窃险和第三者强制责任保险有些类似）。

Exercises
I. Choose the best words to fill in the blanks 

above    provided    cover     effect     take out    against  
1. The buyers should ____________  insurance themselves.

2. Insurance is ______________  by the Sellers for 110% of the invoice value against All Risks and War Risk.

3. We have covered the goods ____________  WPA and TPND.

4. We shall cover the shipment for 10% _____________  the invoice value.

5. Please _____________ insurance on this lot for the invoice value plus 10%.

6. Your request for insurance to be covered up to the inland city can be accepted ______________  you pay the extra premium. 

II. Read the following dialogue and fill in the notes below accordingly.

A：What should we do if we suffer loss or damage of our consignment? 

B：In that case, you can supply for immediate survey to the surveying agent or the claim setting agent. If they aren’t available, a local competent surveyor can also help. 

A：Is there anything needed to take to the insurance company for compensation? 

B：Yes, the consignee should obtain from the carrier or Port Authorities a Certificate of Loss or Damage and/or Shorthand Memo, so that he can lodge a claim against the carrier or the party concerned. 
A：If your claim is justifiable, can the insurance company assure us of the payment of claim? 

B：Certainly. The insurance company will make the payment to the consignee and deal with the carrier. If the loss or damage is caused by the perils of sea or marine accidents, the insurance company shall be liable to pay. But there are conditions under which the insurance company is not liable. For example, if the loss or damage to the goods is caused by inherent vice or normal loss of the insured goods or delay in transit. 

A：I see. Now I know what to do about our loss of the consignment. Thank you very much for your explanations. 

If your consignment is lost or damaged during transportation, you can turn to ________1________ , _________2_________ or ________3________ for help. When applying for compensation, ________4__________ and/or ________5_________ should be taken to the insurance company. The _______6_______ will be paid if the loss or damage is caused by dangerous waves or collisions, but not by ________7________ or _______8 _______ or delay in transit. 
III. Translate the following passage into Chinese 

Insurance companies are among the most important assets to a nation, for by selling their services abroad they are contributing to the balance of payments position by earning foreign currency. A nation what has to import much of what it needs must export as much as possible to pay for the imports. When the cost of the imports exceeds the income from the exports it is said to have “an adverse balance of trade”. But the deficit is often made up by money earned on services which are sold overseas— what are normally called “invisibles”, because they are not goods or commodities— and insurance is one of the most valuable sources of invisible earning to any nation. 

IV. Translate the following dialogue into English 

甲： 我的客户急需一批男鞋，所以我刚刚为他订下了一批。我想为这批货物保险，您是否能建议一下我保什么险？

乙：因为你的鞋子不是易碎品，而且在运输过程中不太可能受损，我认为平安险就足够了。

甲：你们保险的范围是什么？保险费怎样计算的？

乙：就平安险来说，就是一般正常的保险范围，你不必担心保险费。但是如果你需要扩大保险范围，额外的保险费用就得由你来付了。

甲：如果我想加一些附加险，您是否可以给与我们费率优惠呢？

乙：恐怕这一点你必须和保险公司谈，我们做不了决定。我们只是代表你们为货物保险。

甲：保险单的有效期多长？

乙：一年。顺便说一句，如果您真的要为货物保险的话，您必须向承保人提交一份保险申请。

甲：好。我会的。我希望能尽快办完所有必要的手续以便为货物上保险。

乙：好。现在我们来看看保险合同吧。
Module Nine
Problems
In this module, there are two tasks which focus on problems, complaining and apologizing and finding a solution to solve problems. By leaning this module, students will understand how important of solving problems during their work. They will master the skills of coping with problems that can occur and trying to rectify them.  
Task 1 Complaining and apologizing

Learning objectives
1. To be familiar with some problems may occur in business.
2. To make complaints about the problems occurred.

3. To know how to make apologies to clients. 
Useful expressions and patterns
1. There seems to be a mistake. We ordered a printer and we received a monitor.

2. Could I have the order number?

3. When unpacking the bales, we found that the materials didn’t comply with the original design.

4. As the case is in good shape and does not appear to have been tampered with, it is most probable that you have short-shipped.

5. Up to now, we have had no reply to our letter of February 12, nor have we received any advice from you regarding the shipment.

6. I’m very sorry. We’ve had problems with our supplier.

7. I really cannot stand the embarrassing mistake. Please accept my deepest apology for the problem.

8. I’m really sorry. I’ll look into it.

9. We apologize for the inconvenience and hope that the goods will arrive in good condition.
Dialogues

Dialogue 1

Notes to Dialogue 1
1. price list  产品价格清单

2. catalogue 目录

3. out of print 停印

4. invoice 发票
Listen to dialogue 1 and match the problems 1-5 to a suitable response.

1. They’ve forgotten to send a price list with this catalogue.

2. This manual is in French.

3. We ordered 100 boxes of men’s shirts. There are only 50 here.

4. The goods are all damaged.

5. I don’t think this invoice is right.

a. I’ll ask them to send us the English one.

b. I’ll send them back and ask them to replace them.

c. Oh, it’s out of print at the moment.

d. I’ll phone Accounts.

e. It’s Ok, the rest are coming later.

	Woman: Hello, John. How are things?

John:   Am I glad to see you- what a day!

Woman: What’s wrong?

John:   Everything! Look! For one thing, they’ve forgotten to send a price list with 

       this catalogue.

Woman: Oh, the note says it’s out of print at the moment.

John:   And this manual’s in French!

Woman: I’ll ask them to send us the English one.

John:   And look at this. We ordered 100 boxes of men’s shirts. There are only 50 

       here.

Woman: It’s OK. The rest are coming later.

John:   And look here. I just opened this. The goods are damaged!

Woman: I’ll send them back and get them to replace them.

John:   And I don’t think this invoice is right.

Woman: OK. I’ll phone Accounts.


Dialogue 2

Notes to Dialogue 2
1. negotiation 谈判

2. inadequate packing 包装不善

3. carton 纸板箱

4. water-stained 水迹

Listen to dialogue 2 and answer the following questions:

1. What is the order number?

2. Has Mr. Wang received them?

3. What seems to be the problem?

4. Where are the goods now?
	A: Hello, Mr. Wang. It’s nice to see you again.

B: Hello, Mr. Li. Glad to see you, too.

A: Mr. Wang, our negotiations have been going on very well, but today I’d like to talk with you about something that is getting to be rather a problem.

B: Problem? What is it?

A: It’s about the damage caused by inadequate packing. Things are like these. I have 

  just received a telegram form my home office. It said that the goods shipped in February under Order No. 2201 have arrived in New York. But, to our great surprise, they are not in proper condition.

B: Really? What’s the problem then?

A: Quite a number of cartons were badly damaged. Many of the men’s shirts were water-stained and some of them were severely spoiled.

B: Where are the goods now?

A: The goods have been unloaded into the carrier’s house. As they are in such a damage condition, we doubt we will be able to take delivery. For this reason, my head office cabled me yesterday to let me get in touch with you.


Dialogue 3
1. Notes to Dialogue 3 

2. complain 抱怨

3. place an order 订货

4. supplier 供货商
Listen to dialogue 3 and correct the notes below:

From: Helen Johnson

     Fleeracker and Co

     778 901221

Order EMI 1300 for ABC-10P and ABC-40S. Placed order two weeks ago and hasn’t received ABC-40S yet. Needs it by end of the month. Phone back.
	Receptionist: Good morning. High Tec.

Woman:    Good morning. This is Helen Johnson from Fleeracker. I’d like to speak to Mr. Noor in the Sales department.

Receptionist: Sorry, what was your name?

Woman:    Johnson. Helen Johnson.

Receptionist: Right, Ms Johnson. I’ll put you through to Mr. Noor.

Man:       Sales department. Noor.

Woman:    My name is Helen Johnson. I’m from Fleeracker. I’m phoning about our 

           Order for the ABC-10P and the ABC 40-S. We placed the order two months ago. The ABC-10P arrived a couple of weeks ago, but we haven’t received the 40S yet.

Man:      Yeah, just a moment. Could I have the order number?

Woman:    Yes, let me see. It’s EMI 1400.

Man:       EMI 1400. I’ll just check that.

Woman:    OK.

Man:       Yeah, I’m very sorry. We’ve had problems with our suppliers. We’re still waiting for the delivery of some of the parts.

Woman:     That’s all very well, but our customer is waiting too.

Man:       Look, look. I’ll see what I can do.

Woman:    Ok. But I need to know when we can expect delivery. I’ll have to cancel if we don’t receive it by the end of the week.

Man:       I’m very sorry again. Look, can I have your phone number and I’ll get back to you as soon as possible?

Woman:    It’s 778 9021.

Man:      778 9021. Right, Ms Johnson. I’ll see what I can do.


Passage Reading 
Principles on Handling Customer’s Complaints

In general, it is best to avoid dealing with complaints by phone or through lengthy correspondence. Face to face encounters are much more effective. If a complaint is made by phone, try to arrange a meeting. In addition, this gives the customer time to calm down and gives you time to think complaints should of course, be dealt with as quickly as possible, but avoid making a decision right away. Let the customer know, however, that you are acting on it. And deal with any urgent problems at once. It’s a good idea to take notes. Again this shows you are taking the complaint seriously, and it allows you to ask questions, which he many not be able to answer adequately.
Some complaints will have to be rejected. The important thing is to show that you have given them your full attention, and that you have carried out a thorough investigation. Produce supporting documents, if you can, preferably a report.

Refer to people you have consulted about the problem. Show that the rejection is in no way due to a lack of respect. Establish clearly that the fault was not yours. But don’t tell him that he’s to blame. Let him work that out for himself.

A complaint many, of course, be totally justified. In that case, take three quick step- accept responsibility, apologize and compensate and hope that it will soon be forgotten.

Finally, always investigate the causes of a complaint. It’s not enough that the customer is now satisfied. You don’t want someone else to come back with the same complaint. So find out what went wrong and make sure it won’t happen again.
Notes to the Passage
1. lengthy correspondence 长篇信函

2. face to face encounters 面对面的接触

3. calm down 冷静

4. urgent 紧要的

urgent meeting 紧急会议

It is urgent that the patient should be operated on at once.

5. reject 拒绝

6. thorough investigation 彻底的调查

7. accept responsibility 承担责任

8. compensate 赔偿， 补偿

make a suitable payment, give something to make up for loss, injury, etc.

compensate for 

e.g. Her loyalty to the firm compensate for her lack of talent.

Exercises
Ⅰ. If you have the following problems, which department will you turn to for help? Write the names of department in the brackets.
1. Your new product is not selling well. You want to have a better way to let people know the good quality of your product.  (        )

2. You bought a printer for your office, but you were charged 5% more than the listing price.   (       )

3. You just bought 50 pieces of Chinese carpet, but you find that the goods do not agree with the original samples.   (      )

4. You would like to know how much this series of children’ clothes will cost you. (       )

5. You ordered 35 boxes of Suzhou Silk two months ago, but they are still not delivered.   (       )

Ⅱ. Henry is the administrative assistant and he is your colleague. He has some problems about his work and tries to ask you for help. In the following conversation, A stands for Henry, B stands for you. How will you answer Henry? Then practice with your partner.

A: I am really depressed recently.

B:                                             (1)
A: Well, there is a lot going on with my job. To begin with, I was supposed to reserve the Conversation Center for the annual meeting of the whole company five months ago, but I forgot to do it.

B: What about                                    (2)
A: I’ll start calling right away. There is something else that also bothers me. I should finish a report for my boss tomorrow, but I have been so busy that I simply don’t have the time.

B:                                             (3)
A: Sounds good. I’ll give it a try. There is one more thing. Two months ago, I ordered computers for the new employees, 15 people altogether. Guess what? The computers are still not here. The new people are complaining that they can not do their job.

B:                                            (4)
A: That’s a good idea. You’ve made me feel so much better already. Thanks.

B:                                            (5)

Ⅲ. Read this conversation and complete it with the words in the box.

	sorry      check      seems      mistake  
delivery    sent       line        ordered  
problems   order      calling      refund


Jones: Sales department. Samantha Jones speaking.

Lee:  Hello, this is Mike Lee from Meyers. I’m          (1) about our order for woolen carpets. There         (2) to be a        (3). We        (4) article number 486 H3 and you      (5) article 598 8D.

Jones: Just a moment. Could I have the      (6) number?

Lee:  Let me see. It’s DC 322.

Jones: Hold the     (7) please. I’ll just     (8)it. …I am very     (9), but we’ve had some      (10) in the Dispatch department. Could you return the goods? Of course we’ll      (11) the cost.

Lee:  Fine, but when can I expect       (12) of the correct carpets?

Jones: I’ll make sure you get them by the end of the week.

Ⅳ. Read this article about telephone manners and complete it with these sentences.

a. Never begin your sentences with a no.

b. I’ll see what I can do.

c. Here’s how we handle that. Please call or write to…
d. I’ll just check for you.

e. I’ll put you on hold for a minute. Is that all right?

	A lot of business is lost because of the way customers are treated on the phone. The Telephone Doctor, a company which gives workshops and seminars on how to improve employees’ telephoning skills, gives the following advice: Teach your employees the five forbidden phrase- and make sure they never use them.

1. ‘ I don't know.’ Say instead: ‘                              ‘
2. ‘We don’t (or can’t) do that.’ Try to offer an alternative or say:                ‘
3. ‘You must…’ Never say that. Instead tell the customer what needs to be done by saying: ‘                                        ‘.

4. ‘ Hang on a second. I’ll be right back.’ Replace this with: ‘                   ‘
5. ‘ No…’                                              


Task 2 Finding a solution
Learning objectives
1.To master the basic expression of solving problems.
2.To negotiate with clients and find out the exact problem

3.To give appropriate ways to solve the problem

Useful expressions and patterns
1. To settle the case like this, one can not rule out other possibilities.

2. We’ll make a thorough investigation to find out where the responsibility actually lies.

3. Do you have any reliable evidence?

4. The claim is not well supported by facts.

5. We can assure that such a thing will not happen again in future deliveries.

6. We’ll send you quality products to replace the imperfect ones.

7. We cannot give you money back because it has been used.

8. Your claim, in my opinion, should be referred to insurance company as the liability rests with them.

9. We really appreciate your correct attitude in this case. And I sincerely hope that everything will be smooth in our future business.

Dialogues
Dialogue 1

Notes to Dialogue 1
1. Junior Executive Holiday Package 初级经理人员假日优惠服务

2. advertised rate 广告上的价格
3. promotional mailings 促销邮件
4. misleading 误导的
5. fine print 小号字体
6. under the circumstance 在这种情况下
	Hotel Manager: I’m Miss Sherman. What seems to be the problem?

Guest:        Well, apparently I’ve run up quite a bill. I was under the impression that the Junior Executive Holiday Package only cost 250 dollars per night. I’ve just been informed that it’s actually 500 dollars per night.

Hotel Manager: That’s true. For the Junior Executive Room… three nights…yes, your bill should be $ 1,500.

Guest:        But I definitely was led to believe that a three-night stay would be $ 750.

Hotel Manager: The advertised rate is based on double occupancy.

Guest:        When I booked the room, your staff didn't mention this. And the brochure and your promotional mailings do not mention that.

Hotel Manager: Are you quite sure?

Guest:        Yes. Have a look.

Hotel Manager: I see. I had no idea our advertising was so misleading. It is here, but it’s in the fine print on the last page.

Guest:        Perhaps you could arrange to provide me with a new bill that reflects the advertising rate.
Hotel Manager: Normally I couldn’t do that. But under the circumstance, I’ll see what I can arrange. Customer satisfaction is our primary aim.

Guest:        Thank you.


Dialogue 2
Notes to Dialogue 2
1. American Textile Import & Export Company 美国纺织品进出口公司

2. make it up 补偿

3. Any criticism on our goods is sincerely invited. 我们真诚地欢迎对我们货物的任何批评。

4. underweight 短重

5. goods of inferior quality 劣质产品
	A: Good morning, Mr. Wang. This is Jack Brown from an American Textile Import & Export Company.

B: Good morning, Mr. Brown. What can I do for you?

A: I have something very unpleasant to talk over with you, Mr. Wang.

B: Go ahead, please.

A: The goods you sent to us are not in conformity with the specifications of the contract and made us lose a lot of money, so we feel that you should fix up about the problems and make it up to us.

B:  Just be patient, please. Any criticism on our goods is sincerely invited. Let’s talk about the problem first.

A: as soon as the shipment arrived at our port, we had it inspected. To our disappointment, we found the goods were underweight.

B: Is that so? Ok, I’ll check why the goods were underweight.

A: Good. As well, we feel that the percentage of the goods of inferior quality was too high in the world. Complaints about the quality are very rare indeed. But I promise I’ll check into these problems, and find out if they were our faults.

A: Ok, I’ll be waiting for your result.


Dialogue 3

Notes to Dialogue 3
1. accept your claim接受你们索赔

2. singular case 个别情况

3. smooth 一翻风顺

Listen to dialogue 2 and answer the following questions:

1. What happened to the goods?

2. How did they solve the problem of underweight?

3. Why were the inferior goods sent to A company?
	B: As to the underweight, I’d like to point out that the goods were weighed before shipment. The certificate confirms we delivered full shipping weight. So I think the shortage might have occurred during transit. Therefore, your claim, in my opinion, should be referred to insurance company as the liability rests with them.

A: Then, how about the inferior quality?

B: Upon investigation, we have found that the error occurred in the factory. Some of the workers mistook Article 108 for Article 106 when they packed the goods. We’re really sorry for that and we’d like to accept your claim on it. Please tell us what you want us to do.

A: You can make amends for the losses by replacing all of the inferior products, and paying for the business we have lost.

B: That sounds ok. One of my people will go to your company tomorrow to talk about what responsibility are needed, and the money for your future losses.

A: I really appreciate your correct attitude in this case. And I sincerely hope that everything will be smooth in our future business.

B: Please believe me this is a singular case. I’m sure that everything will be smooth in our future business.


Passage Reading
	Avalon Textiles

28 Devonport Road

Stoke

Plymouth PL3 4DW

Tel: ++(0)1752 433 9900

Fax:++(0)1752 433 9990

Email: info@avalon.co.uk
Mr. Olsen

Sales Department 

Pacific Textiles

212 Twin Dolphin Drive

Redwood City, CA 94065

USA

5 Jan 2010
Dear Mr Olsen

I am writing with reference to order No. AS 671 which we received last week.

When we checked the coats we noticed some damage to the case and when we found that many of them contain flaws of some kinds or other. It seems that these products are not packed properly or checked before dispatch. Please let us know what you intend to do in this matter.

I look forward to hearing from you soon.

Yours sincerely

Brian Rogers

Production Manager


Letter from Pacific Textiles to Avalon Textiles

	Dear Mr. Rogers

Thank you for your letter of Jan 5, 2010 regarding order number AS 671.

In your letter you state that the case was damaged and that the coats have some flaws when you opened. You suggested that the goods was not properly packed or tested before dispatch. I can assure you that those coats were packed the same way that all our goods are packed and that in four years we have not had any complaints. All products are checked before dispatch.

The matter has been complicated as we received a fax on Jan 2 from your company stating that coats had arrived in good condition.

As you are a valued customer of ours, we will do our best to solve the problem. My suggestion is for an expert , which has the service contract in England for our products, to come to your company and inspect. Once we have their report we can then decide what further action to take.

I hope this is satisfactory for you and I look forward to hearing from you soon.

Yours truly

Bob Olsen


Notes to the Passage
1. case 包装箱

2. flaw 缺陷

flawless 完美的， 无缺点的

3. dispatch 发货

4. in good condition 情况良好

5. service contract 服务合同

6. I look forward to hearing from you. 切盼回信。

Exercises
Ⅰ. Translate the following sentences into Chinese.

1. What evidence do you have to justify your claim?

2. We can’t hold ourselves responsible.

3. Sorry, but we can’t compensate fully.

4. In support of our claim, we are sending you a copy of a survey report issued by CIQ.

5. The damage must have been caused through unskilled packing on our part, for which please accept our profound apologies.

6. We highly appreciate your help in dealing with matter, and I hope we can enjoy a share of mutually profitable business with you in the future.
Ⅱ. Writing: you are Mr. Rogers. Use these notes to write a letter in reply to Pacific Textile according to the second letter of Passage Reading.

	Fax sent on Jan 2 was a mistake

Send experts as soon as possible 

If the flaws are tested because of your fault, we need a replacement


Ⅲ. Read the following passage within 2 minutes to get more information about solving problems.
Handling problems

In any awkward situation most people prefer to avoid complaints or problems, but in fact a complaint or problem should be welcomed. If a customer is dissatisfied, it is better that he comes to tell you, and you can do something about it. He’ll certainly tell someone, and the worst type of complaint is the one you don’t hear about, but everyone else does, including your other customers.

The important question is not who’s right and who’s wrong. The question you really want to consider is, how can I exploit this situation? Any contact with a customer is an opportunity to improve business, and even a dissatisfied customer is no exception. Successfully handled, a problem can be turned into good public relations. Any decision, whether to compensate the customer or to defend your company, should be made on the basis of what is best for business. The compensation itself may be a small price to pay for good customer relations. 
Module Ten 

Meetings
In this module there are three tasks which focus on discussing different kinds of meetings: one-to-one, small group or larger meetings, formal or informal meetings and negotiations. By learning this module, the students will learn how to have meetings both as a chairman and a participant. They will master the techniques of hosting meetings and persuading others to accept their opinions so as to reach an agreement.

Task 1 One-to-one Meeting
Learning objectives
1.To improve the students’ ability to participate in a one-to-one meeting.
2.To learn some useful phrases to use in an informal one-to-one meeting. 
3.To master skills to have a one-to-one meeting.
Useful expressions and patterns
1.How was your holiday?

2.Are you going away this summer?

3.Where would you like to sit?

4.OK. Shall we start?

5.Now, the first thing we need to talk about…
6.Is there anything we’ve forgotten?

7.So, we agree that…
8.So, your’re going to … and I’m going to…
9.Let’s meet again next month.

10.Right, what date would suit you?

Dialogues
Dialogue 1

Notes to Dialogue 1
1. I think that covers everything. 我想那已经涉及到方方面面了.

2.I’m going to contact the suppliers and ask them to come up with some new designs.

  我打算联络供应商, 让他们设计一些新的方案.
I. Listen to the beginning and end of an informal one-to-one meeting. Which of the phrases above did the participants use. Tick the phrases they use.

	Franz: Jan, lovely to see you!

Jan: Hello, Franz, thank you for your coming.

Franz: That’s OK. How are you?

Jan:I’m fine. How was your holiday?

Franz: Brilliant! We had a really great time. What about you? Are you going away this summer?

Jan:No, I haven’t got time. But we went away in the spring, which was nice.

Franz: Oh, yes, I remember you telling me about it. When is your next break?

Jan:Not till Christmas.

Franz: That’s a long time.

Jan:Mm. OK. Shall we start?

Franz: Sure.

Jan:Now, then, the first thing we need to talk about…
Jan:…Right, that seems fine. Is there anything else you’d like to discuss?

Franz: N… not really. I think that covers everything.

Jan:Good. And we’ve agreed what the next step will be.

Franz: Yes.

Jan:So, you’re going to talk to your team and get feedback from them and I’m going to contact the suppliers and ask them to come up with some new designs, right?

Franz: That’s right, yes. Er… Let’s meet again, shall we say, next month?

Jan:Right. What date would suit you?

Franz: Well, I’m free most days…


Dialogue 2

Notes to Dialogue 2
1. get down to: 开始认真考虑

2. pick out: 挑选

3. on the contrary: 相反
Listen to the dialogue and answer the following questions.

1. How many plans are mentioned in the dialogue?

2. Which plan will be adopted? And why?

	A: Let’s get down to business. We are here today to pick out one plan from two to be the better title of the year. What do you think?

B: I choose plan B. It’s attractive and simple. Our customers will be definitely surprised at the first sight of it.

A: On the contrary, Plan A is my favorite.

B: Why, can you be more specific?

A: Well, first, our business is garment. And what our clients need is fashion and comfort, right? Plan B is a little bit too traditional.

B: Mm, that sounds reasonable.

A: Second, look at Plan B. A gray bird flies in the air? Don't you think it’s too dull?

B: Exactly. How about Plan A?

A: Plan A is just the right style. A green leave floats on the deep blue water. Fresh, lively and energetic.

B: Well, what you explained seems acceptable.

A: I think we have the conclusion. OK. We’ll pick out Plan A as the better title of the year.




Dialogue 3

Notes to Dialogue 3

1. Keep …up to date: 使记到最近时期；使跟上时代

2. coordinate: v. 调整, 整理

3. set aside: 留出,

4.overrrun: v. 超过

5. foresee: v. 预见, 预知

6. see eye-to-eye on: 对…看法完全一致

7. production controller: 生产管理员

8. tough cookie: 【俚语】难对付的家伙
9. status quo: 现状
I. We talked to two business people before and after a meeting. First, listen to them talking before their meeting. Put S next to the things that sarah expects to happen in her meeting, and C next to the things Carlos expects to happen in his meeting.

_____It will be a routine meeting.             _____We are unlikely to disagree.

_____It wil be an easy meeting.               _____We are likely to disagree.

_____It will be difficult meeting.              _____We will be giving each other 

information.

_____It will be an enjoyable meeting.          _____ I’m going to take notes.

_____There will be two of us at the meeting.   _____The other person is going to take notes.

_____There wil be three of us at the meeting.    _____It will finish early

                                         _____It will overrun.

	Interviewer: Sarah!

Sarah: yes?

Interviewer: Just before you go into your meeting, can I ask you what you think is going to happen?

Sarah: Oh, sure. Well, I’m meeting Bob—he’s my counterpart from the US office. And we have to keep each other up to date what we’ve been doing for the last month…er…and try to sort of coordinate our plans for the next month, really.

Th…there’ll just be the two of us, and it’s my turn to take notes, unfortunately!

Interviewer: And how long is it going to last?

Sarah:Well, we’ve set aside an hour, but, well, we usually overrun. But…that…it doesn’t matter, we’ve got all afternoon if necessary. I don’t actually foresee any problems, I mean, we usually see eye-to-eye on things, so I think is should be fairly enjoyable. But I must go. It’s nearly two o’clock now.

Interviewer: OK, have a good meeting!

Sarah: Thanks.

Interviewer: Carlos!

Carlos: Oh, yeah, hi.

Interviewer: Hi. Er…before you go into your meeting, can I ask you what you think is going to happen?

Carlos: Oh, man, I’m really dreading this meeting. I mean, the other guy, the production controller, is a really tough cookie. Let’s put it this way: he has strong opinions about everything, I mean, it’s very hard for him to change his mind about anything, I mean, my purpose is to inform him about some changes to the system that our people are proposing, right. And his purpose is to stop any changes and maintain the status quo. Ha, it’s going to be tough and…er…it’s sure to go on for hours and hours, I mean, you know. And I …I know the assistant controller will also be there, and she always takes his side so as not to upset their working relationship. And I …I’ll have to make notes so that I can report back to my team on Monday. So, er…yeah, it’s going to be a great day—wish me luck!

Interviewer: Good luck


II. Now listen to Sarah’s and Carlos’ reports. Which of their predictions came true.
	Interviewer: So, Sarah, how was your meeting?

Sarah: Oh, hi! It was fine. Bob’s assistant was there, too, actually, but she didn’t have much to say. But she did make notes, so we didn’t have to, which was good. It was an easy meeting and finished on time, surprisingly.

Interviewer: Oh, good, thank you very much.

Interviewer: So, Carlos, how was your meeting?

Carlos: Hey! Haha! OK, yeah! I think it was because he was in a good mood. He seemed very open to our ideas and agreed to propose them to his team. Er… the assistant controller wasn’t there, so that may have helped, too. So, here are my notes, er…just our list of proposals with ticks everywhere to show we agreed. And it's not even four o’clock yet. What a nice way to finish the week!


Role-play 

Play the roles of host and visitor in this role play, using some of the phrases above.

Host                                     Visitor
1.Welcome your visitor, offer a seat.

                                                  1.Thank your host.
2.Ask about his/her recent holiday.

                              2. Say it was cancelled—now you’re going next

week. Ask about your host’s holiday plans.

3.Say you have no plans. Begin the meeting.

3.Say you have to leave at 5 pm.

Imagine that the meeting has continued till 5 pm…
4.Say it’s nearly 5 o’clock.

 4.Ask if everything has been covered. 

5.You think so. Arrange another meeting.

5.Next month on the 15th?

6.Agree, thank him/her for coming. 

6.Thank him/her for the meeting. Say goodbye.
Passage reading 

Read this extract from a training book about meetings. Then look at the exercises.

Why do business people have meetings?

A meeting is when two or more people agree to assemble in the same room. Most meetings are planned in advance. They usually have an agenda or schedule. They take place without interruption from phone calls and visitors.

A small group or one-to-one meeting is often less formal than a larger meeting. A larger meeting has one person in the chair who controls the group, asks participants to speak and makes sure they stick to the agenda—and finish on time.

Meetings are held for different purposes:

1 Dealing with information
A meeting is a good way of informing everyone about a new policy or a new product. It gives people a chance to ask questions, give their reactions in public and discuss problems that arise. A team may react to find out what progress each member has made. A group of managers may meet to establish consensus, making sure everyone is informed and can ask questions before further action is taken. In this kind of meeting people give reports, explain changes, give feedback and ask questions.

2 Resolving problems
Different people’s points of view can help to find a solution to a problem. The participants may have to reach a compromise before agreement is reached.

3 Making decisions
If major decisions have to be made, this process can be shared between the people in a meeting. The alternative is for one manager to make big decisions as well as smaller day-to-day decisions. In this kind of meeting the participants may be presented with options to choose between. 

4 Encouraging ideas
A meeting is a good way of brainstorming solutions to a difficult problem. Each participant has different views which he or she can share with the others. Other people’s ideas often stimulate new ideas.

1. Match these examples to one or more of the kinds of meeting mentioned in the extract.

a. Everyone suggests different ideas for marketing a product.

b. Managers and staff talk about allocating car parking spaces.

c. People find out about the progress of a project.

d. Staff and managers talk about pay or conditions.

e. A supplier talks to a buyer about products in the catalogue.
2. Discuss these question.
1).Which parts of the text do you disagree with?

2).How are meetings in your company and country different from the ones described in the text?
Exercises
I. Use the following words and phrases to complete the dialogue below.

	attend   crowded     venue     bring forward     trade fair    
advance booking    rearrange     invitations


Alex: Hello, Chris.

Chris: Hi, Alex.

Alex: How are you doing?

Chris: Good, thanks. I need to talk to about next year’s training weekend.

Alex: What about it?

Chris: Well, Megan says it’s on the 24-26 June, which is the same weekend as the Tokyo 1__________.

Alex: Is that a problem?

Chris: Well, all our trainees will have to 2____________ it, so they won’t be here. Could you 3_______________ the dates by a couple of weeks?

Alex: It’s not that easy to just 4______________ it all, you know, Chris. We’ve already made an 5____________ and I don’t know whether the 6____________ will charge a cancellation fee.

Chris: We’d be giving them plenty of notice…
Alex: And I’ve already printed out all the 7____________.

Chris: But you haven’t set them yet, have you?

Alex: Which weekend did you have in mind?

Chris: How about the 10-12 June? Two weeks earlier.

Alex: There’s the International computer Exhibition in the city that weekend. All the hotels will be 8_____________ and we’ll have problems getting rooms.

Chris: OK. How about the 3-5 June?

Alex: It should be OK. I’ll try the conference centre but I’m not paying a cancellation fee, Chris. If they ask for one, I’m leaving the booking as it is. OK?

Chris: All right. See what you can do, Alex. Thanks.

Alex: I’ll get back to you later this week…
II. Work in pairs. One of you work for the West branch of your company and the other East branch. You’re going to discuss arrangements for a get-together for the staff of the two branches. You talk about the questions listed in the following Agenda and come to an agreement. 
	Agenda 

Arrangements for ‘West meets east’ social event

1. Evening or weekend?    

2. Venue: West Park or East Park?

3. Picnic or open-air restaurant?

4. Invite parents, children and friends?

5. Limit on numbers?

6. Cost: who will pay?

7. Arrangements for bad weather?

8. Any other business?


Discuss the questions:

1. What happened in your meeting? Did you reach agreement? If not, why not?

2. In a real meeting, what would be different?
Task 2  Large Meeting
Learning objectives
1.To get the students involved in a large meeting with an agenda.
2.To learn some useful phrases to use in a formal meeting. 
3.To master skills to have a large meeting.
Useful expressions and patterns
1. If you have a mobile phone, could you please turn it off?

2. Shall we begin?

3. Has everyone got a copy of the agenda?

4. All right. Now, the first item on the agenda is…
5. Does anyone have any questions before we move on?

6. Could you answer that for us?

7. Thank you everyone. Now, shall we move on to the next point?

8. Sorry, could I interrupt for a moment?

9. Could I just say something?

10. Well, we’re nearly out of time. Can we come to a conclusion?

11. So, what we have decided is…
12. So do we all agree that…?

13. Well, thank you very much, everyone.

14. We’ll meet again on the 11th of next month at 2 o’clock.
Dialogues

Dialogue 1

Notes to Dialogue 1
1. Do you mind doing it again? 你介意重做一下吗?

2. hold up: n. 停顿 

3. postpone: v.  推迟  

e.g. The ball game was postponed because of rain. 球赛因雨延期。

4. delete: v.  删除

e.g. We deleted some unnecessary words in the first draft. 我们删去了初稿中不必要的词。
5. redecorate: v.  重新装修

6. bring forward: 提前
Listen to a phone call. Mike is asking Sue to change some items on the agenda for the meeting. Make the changes they agree to.
	Project teams meeting

Central Office Boardroom

15 January 09:00 for 09:15

Chair: Michael Roberts   Secretary: Sue Robinson

Members: DE, JK, NM, LJ, SMck, LJ, AWC, NB, CA, SMG, ZJ, TMJ, CM

a) 09:15  Matters arising from last meeting

b) 09:30  Report from Dan Evans on Monaco Project

c) 09:50  Discussion of Monaco Project

d) 10:00  Presentation on New San Marino products ( Julie King and Nancy Moore )

e) 10:30  Presentation on changes to export procedures ( Carlo Marinelli )

11:00  Coffee break

6. 11:30   Teams meet in Meeting Rooms 2, 4 and 5 ( separate agendas)

7. 13:00   Reports from teams

8. 14:00   Any other business

9. 14:15   Details of next meeting

  14:20   Lunch in canteen ( 13 people )


	Sue: Extension 279, can I help you?

Mike: Ah, hi, Sue, it’s Mike.

Sue: Mike, hello!

Mike: Er…listen, you’re doing the agenda for the meeting on the 15th, aren’t you?

Sue:Mhm, yeah, I’ve just printed it out. Do you want me to fax you a copy?

Mike: Ah…n…no. Er… the thing is there are a few changes. Do you… do you mind doing it again?

Sue:No, that’s OK. What are the changes?

Mike: Right, well, Item 4…er…that was going to be Julie and Nancy’s presentation. Well, now Julie’s just called to say there’s been a…some sort of holdup in production development. So we’re going to postpone that till February. So can you delete item 4, please?

Sue: Mmm, yeah, and renumber the rest. Sure.

Mike: Ah, now…oh…sorry,  no. Er…there are a few more changes. Now, Carlo isn’t going to be coming to the meeting. That presentation…er…it’s going to be given by…er…Andrea Rossi.

Sue: A N D R E A R O double S I?

Mike: Yeah. A…and one more change. Meeting Room 5 is being redecorated. So…er…one of the teams will have to meet in the coffee room.

Sue: Oh, that’s OK. And…er…does that mean all the times after Item 3 can be brought forward by half an hour?

Mike: Ah, yeah, that’s right. Er…and we’ll have coffee 10:30, lunch at ten to two.

Sue: Oh, that’s fine. OK, Mike, I’ll redo this and send you a copy to check before I copy it to all the other people. Will there still be 13 for lunch?

Mike: Er…yeah, I think so.

Sue: All right.

Mike: Thank you, Sue.


Dialogue 2 

 Notes to Dialogue 2
1. We have a lot of material to cover today. 今天我们有许多文件要处理。

2. Let’s run through the major points first. 我们首先来浏览一下今天的主要事项。

3. I propose we accept the minutes. 我提议我们接受这些记录要点。

4. Do I have a second? 大家一致赞成吗？

5. Motion carried. 动议通过。

Listen to the dialogue and answer the following questions.
1. When will the meeting be finished?

2. What’s the first matter of business?

	A: I call this meeting to order. Thank you all in attendance today. I know it’s a busy day for you all. We have a lot of material to cover today. Did everyone get an agenda?

B: I need a copy of the agenda. Also, may I suggest something? I know we have many points to review today, but would it be possible to limit your meeting time to finish before 4 o’clock? Many of us still have a mountain of work to do before the day’s end.

A: We should be able to finish everything up before then. Let’s run through the major points first, and see where we’re at. The first matter of business is to approve the minutes of our last meeting.

B: I propose we accept the minutes.

A: Good. Do I have a second?

C: I second.

A: Motion carried. Now, next on our agenda is our budget review. Margaret, can you please fill us on where the budget review stands?

B: I gave everyone a copy of the manual last week. We’ve had the review board going over everything, and they have come up with a final review. Here’s a copy for everyone, and if you have any questions, you can talk to me after the meeting. Basically, the budget review has been completed, with maybe a few polishing details left.

A: What kind of action is required?

B: If everyone could take a look at the final review handout, if there are any objections or corrections, let me know. Next week we can cast the final approval.


Dialogue 3 

Notes to Dialogue 3
1. statistical analysis:  统计分析
2. handout: n. 分发的印刷品, 新闻稿

3. in favor: 同意

4. nitty-gritty:  事实真相, 本质

5. performance review report:  业绩评估报告
6. get to the bottom of the issue: 从根本上讲
7. qualified:  有资格的

8. I recommend management training for our executive staff. 我建议为行政人员提供管理培训

9. incentive: n. 激励

e.g. Money is still a major incentive in most occupations.在许多职业中, 钱仍是主要的鼓励因素。

10. Our human resources program is failing for a multiple number of reasons.我们人力资源计划没能成功实施有很多原因.

11. Can you please elaborate? 你能说具体点吗?
Listen to the dialogue and answer the following questions. Then act out what you hear.

1. What would they like to discuss in detail?

2. What are their problems with human resources?
	A: Now, where were we? Oh, yes, can you give us an idea about the statistical analysis?

B: Our analysis shows that we’re very competitive. If you refer to the last page of the handout, you will see a plot of our expenses vs. our profits for the last quarter. Do you think it’s necessary to go over the expenses more in detail?

A: Unless anyone has specific question, let’s move on to the next point. Motion to accept statistical analysis report?

B: I move to accept.

A: Second?

C: I second.

A: All in favor? Motion passed. Now, let’s get down to the nitty-gritty. We have all seen the performance review reports, but I would like to discuss in detail our human resources agenda.

C: To get to the bottom of the issue, our problem with human resources is a lack of qualified applicants, as well as not enough incentives to current employees. I recommend management trainging for our executive staff.

A: I’m sorry, I don’t think I understand. Can you please elaborate?

C: I’ll explain again. Our human resources program is failing for a multiple number of reasons, but I think the most important issue here is lack of employee incentives.


Passage reading
　　                        How to Impress Investors
　　You never get a second chance to make a first impression. A poor first impression will doom even the best idea to failure. And, when you are dealing with venture capitalists or loan officers, the executive summary of your business plan is your first impression. Presenting a sloppy or confusing executive summary is like going to a loan interview in a dirty old pair of shorts, or even worse.
　　The executive summary is a short abstract of the business plan designed to grab the reader’s attention. Each plan has to vie with many others just to get a second look from investors. So the aim is to entice investors into reading the rest of the plan for details. In no more than two pages, aspiring entrepreneurs must convince investors of their own integrity, as well as the plausibility of their plan.
　　In order to keep everything clear, the executive summary is usually split into a general summary and financial projections. The general summary introduces a company’s goals, its products and services, and its target market.
　　The financial summary needs to show that there is a tremendous profit potential, but the figures need to be realistic. Otherwise, the management team’s reliability could be called into question. If that happens, no investor will even bother checking the amount of funds requested, let alone grant them.
　　
Notes to the passage

1.doom: v.注定, 判决; be doomed to failure [to fail] 注定要失败
2. sloppy: adj.马虎的，随便的

3. vie: v. 竞争

e.g.vie with one another for the first place  互争第一

4. entice: v. 诱惑, 诱使
  The promise of higher pay enticed me into the new job. 

高薪诱使我从事了这个新工作

5. integrity: n. 正直, 诚实, 完整

6. plausibility: n. 似乎有理, 善辩
Discuss the questions.

1. How do you make yourself a good presenter at a meeting?
2. What do you think you should do to make a good first impression?

3.  Is it important to make a good impression to your investor? Why or why not?
Exercises 
I. Practise saying the following phrases and decide which you would only say at an informal meeting and when talking to someone you are good friends with?

	Asking for views
	Yes, John?                     John, what would you think?

John, what are your views?        John, are you asleep?

	Giving your views
	I think we should…              The best thing to do is…
Why don’t we…?                One thing we could do is…

	Agreeing
	That’s right.                     I have nothing to add, really.

I agree with what Mary said.        Yes, that’s true.

	Disagreeing
	I don’t quite agree that…           I don’t agree with you. 
All right, but don’t you think that…?  That’s wrong.

I see what you mean, but…          That’s not right.


II. Work in groups of four. Sit in a circle or face each other across a table. You are going to take part in a formal meeting with one person in the chair. Begin by deciding who is going to chair the meeting. Before you start the meeting, look at this agenda. How long is your meeting going to last?

	Project: Clothes of New Design

Progress Meeting

1. Report from Design Team

2. Report from Production Team

3. Report from Sales Team

4. Discussion of reports

5. The way ahead

6. Any other business


Discuss the questions:

1. What did you find most difficult in the meeting?

2. What have you learned from doing this role play?
III. Complete the table then use the correct form of the words to complete the sentences.

person              verb                noun

participant           participate          participation
________            speak               ________

________            ________           specialization

attendee             ________            ________

promoter             promote             _________

presenter              _________           _________

________             _________             guide

host/ee                _________            hosting

1. There was a lot of delegate participation—especially in the workshops.

2. The seminar will be of particular interest to IT _________.

3. The catering team did a great job of __________ the visitors.

4. One workshop was very poorly _________ with only six people there.

5. I think our __________ did a great job of advertising the product launch.

6. The CEO gave a very short and humorous ___________ to open the conference.

7. Bob’s generally a good speaker but this ___________ wasn’t very interesting.

8. Samantha was our ___________. She showed us around all the city’s sights.
Task 3  Negotiation
Learning objectives
1. To develop students’ negotiating skills.
2.To learn some useful phrases to use in a negotiation. 
3. To get students to know the qualities of a good negotiator.
Useful expressions and patterns
1. Can I just begin by outlining our proposal?

2. The advantages of our proposal are…
3. One of the problems I can foresee is…
4. I can see the advantages, but from our point of view…
5. It’s difficult for us to…
6. Maybe we could increase the size of our order. Could you reduce the price by…?

7. Delivering by May 30 is difficult for us. Maybe we could ship in two batches.

8. We do need to get it installed by the end of May. Could you do it on the 28th?

9. That seems fine. We seem to be agreed.

10. I’ll put something in writing by the end of the week and send it to you.

I. Read this text about negotiation. Fill in the blanks in the text with words from this list:

agreement   bargaining   compromise   concessions   deadlock    gain   offers  priorities     reactions

Why do business people negotiate?
A negotiation is a way of reaching an agreement by means of discussion and _________. Each side has something the other wants and both sides are trying to reach an agreement. Negotiators bargain with each other as they make _________ ( “We will…if you…?) and ask for _______(“If we…,will you…?”). Negotiations don’t enter a negotiation expecting to get everything they want, they know they’ll have to _________. If they don’t, there will be __________ and the negotiation will break down. 

The purpose of every negotiation is to reach an agreement. Usually both sides are meeting because they have something to __________. In a sales negotiation, the seller wants to sell the goods or services and the buyer wants to buy them. In a pay negotiation, the employer wants the workers to work and the workers want to work. Both sides want to reach an __________, but they have different ____________.

A long, important negotiation is conducted differently from a smaller, less important one, but most negotiations include these stages:

1 Preparation  Both sides decide what they want, and prioritize their wants. They anticipate the other side’s __________ and decide what concessions they can make.

2  Proposal    Each side explains its proposal: Our proposal is…
3  Debate   The sides discuss the proposals:  Can you explain why…?
4  Bargaining  The sides make or ask for concessions:  If we agree to…, are you prepared to…?

5  Closing   The sides reach an agreement:  Do we have a deal then?
Notes to the passage

1.reach an agreement: 达成协议
2.negotiator:  谈判者
3.prioritize: v. 把...区分优先次序
e.g. Everyone should take time to be alone, to prioritize and meditate.

每个人都应花时间独处，以理清事物的轻重缓急和进行反省.
4.anticipate: v. 预期

5.concession: n. 让步

6.deal: n. 交易

II. Discuss the questions:  

1. How are the negotiations in your company and in your country different from the ones described in the text?

2. What everyday examples of negotiations can you think of, e.g. deciding who is going to do the chores at home—and when?
Monologue 1
Notes to Monologue 1

1.lay the ground work: 打基础

2.clash: v.（使)发出撞击声, 猛撞, 冲突
3. be minded to: 想要做…
4.decency period: 犹豫期

5.reflection: n. 沉思, 反省, 思考
You’ll hear two experienced businessmen talking about negotiating around the world. First listen to Charles Cotton and write America Or Asia beside the summaries of what he said

People need to build a personal relationship before they trust eac other.      _________

They trust the companies the others represent.                          _________

Reaching agreement might take two weeks.                            _________

Reaching agreement might take two months.                           _________

	Charles Cotton: Relationships are… are very important in…er…in…in Asia generally. You need to have a number of meetings really to, you know, lay the ground work, to get to know each other, to get to know each other’s companies and to build trust. I think that that’s important. I think, in an American context…um…the trust is much more represented by the…er…the nature of the companies that you represent, rather than the individual trust between the people who are negotiating the particular contract that’s…er…in place. That’s aslo important that the…that the personalities don’t clash, but…er…er…people are generally minded to want to get to a conclusion much more quickly in…in America. It’s a rather slower process in…in Asia…um…and a contract which in America perhaps could be drawn up, negotiated, signed, sealed and delivered in two weeks, could take you two months or more in…in Asian with a…a ‘decency period’ between each meeting and a…a time for reflection and so on.


Monologue 2
Notes to Monologue 2

1. sort of: 有几分地

2. compromise: 妥协, 折衷
3. tick off: 用记号勾出, 列举, 简略地描述 

4. hammer out: 锤成, 苦心想出, 推敲出
5. contentious: adj. 好争吵的, 争论的, 有异议的
6. reputation: 名誉, 名声
7. commit: v. 把...交托给, 提交, 答应负责
e.g. They were committed to follow orders.  他们对命令全力以赴。

8. innocently: adv. 无罪地, 纯洁地
9. disadvantage: v. 使处于不利地位；损害，危害
10. implication: n.  含意, 暗示
11. incredibly: adv. 不能相信地
Listen to Peter Callaghan and write Europe or Australia beside the summaries of what he said.
People first outline what they want to achieve.                     __________

People soon begin to discuss the points the need to compromise on.    __________

It takes a long time to explain what you want to achieve.             ___________

It doesn’t take long to explain what you want to achieve.             ___________

If you make a mistake, you lose face.                             __________

Making a mistake doesn’t matter too much.                        __________

People don't want to commit themselves too soon.                   __________

It’s OK to change your mind about a decision after a meeting.          __________

	Peter Callaghan: In Australia what you do is you just sort of say, ‘Well, this is what I would like to achieve, these are the points I think we’ve got to make some compromises on.’ The other party would say the same thing. You’d tick off the ones where you’ve got agreement and you’d start to hammer out some sort of compromise on the ones that you are in disagreement. Whereas here…ah…you’d…you’d outline perhaps what you want or what you’d like to achieve. Er…and the first meeting it would appear that none of it’s contentious, but clearly it would be, but you…it’d take several meetings and several rounds of negotiation. Because I think…um…in Europe there’s a lot more…there’s a lots…lots…much greater awareness of the ‘hidden agenda’. So you…you’ve really got to spend a lot of time…um…explaining what you'd like and why you want it and, you know, trying to understand the other person’s point of view. And it might take weeks, whereas in Australia you’d do that in a day.

The personal dangers to reputations, to position are a lot greater in Europe, ‘face’…um…is a lot greater here. But if you get somethingg wrong, you lose your face a lot…it’s a bit like Japan. Japan is, you know, they talk about it here. Europe is much the same. It…you have to be…o…in my experience you have to be very careful about committing to things. Whereas in Australia you could negotiate with something and you might innocently get something wrong and you’d think, ‘Well, hang on, I’m going to be disadvantaged by this.’ In Australia you’d just go back to the other party and say, ‘Look, I don’t agree nnow, I want to change this.’ And you could start again. Whereas I think in Europe you have to be a lot…people are a lot more careful about before they commit. They…they want to understand in detail…um…what the implications are for them.

Whereas Japanese are pretty straight to negotiate with. They…they will take their time. Um…and they are like the Europeans, they…they don’t want to make a mistake. But once they commit they are incredibly diligent, and very committed to a project. Oftern when a European or an Anglo-Saxon would have given up, the Japanese will keep going. They’ll want to make a success of it once they’ve committed.


Dialogues
Dialogue 1

Notes to Dialogue 1

1. agreeable: adj. 适合的，同意的

2. ventilation system: 通风系统

3. disrupt: v. 破坏，使中断

4. Would you be prepared to split the extra labour costs with us? 

你愿意跟我们共同分担额外劳动成本吗？

5. maintenance: n. 维修，保养
Listen to Kevin and Donna negotiating the installation of a new ventilation system. Complete this table to show who makes each suggestion and if the other agrees.
	Suggestion                     Who suggests this     Does the other agree?

	 Intalltion        

This month                      _______________      ______________

During the day                   _______________      _______________

At night so as not to disrupt office    _______________      ______________

At the weekend                   ________________     _______________


	Kevin:…so that’s our proposal. And now we can start work…er…next month if you’re agreeable.

Donna: Well, the thing is we actually need to get it installed by the end of this month. The ventilation system we have now is so noisy!

Kevin:Mm…ours is totally silent! Er…well, we might be able to do it this month, but then we would have to do the work during normal office hours.

Donna: Well, that’s not going to work at all, is it? Couldn’t you install it at night so as not to disrupt the office?

Kevin:Well, we could do that, er, but not this month, I’m afraid. Our installation team could fit in a Saturday if you can close the office on a Saturday. But they would have to be paid overtime for that, so of course that would increase the cost.

Donna:Well, that’s going to be difficult, isn’t it, because we normally work on Saturdays. Well, I mean, maybe the last Saturday of the month might be a possibility.

Kevin:Let me just check that, that’s the…the…um…27th. Oh, yes, our team are available then. Er…would you be prepared to split the extra labour costs with us?

Donna:Well, I suppose that sounds reasonable. Well, all right, all right, I’ll…I’ll agree to that. Now th…the other thing is we have to decide is labor maintenance…


Dialogue 2

Read the following dialogue and translate the Chinese into English.

	Tom: I’m glad to have the chance to visit your company. I hope to conclude some substantial business with you.

Chen: 汤姆先生，有机会见到您很高兴。相信您已在样品间参观了展品，对岸哪几种产品感兴趣啊？

Tom: I’m interested in your jeans. I have seen the exhibits and studied your catalogues. I think some of the items will find a ready market in Holland. Here is a list of my requirements, for which I’d like to have your lowest quotaions, CIF Sydney.

Chen: 多谢你们询价。为方便我们报价，告诉你们所要的数量好吗？

Tom: I’ll do that. Meanwhille, would you give me an indication of price?

Chen: 这是我们的装运港船上交货的价格单，所有价格以我们最后确认为准。

Tom: What about the commission: from European suppliers I usually get a 3 to 5 percent commission for my imports. It’s the general practice.

Chen: 我们通常是不给佣金的。但是订货如果数量大，我们可以考虑。

Tom: I see, but I do business on a commission basis. Even a 2 or 3 percent would help.

Chen: 到你们订货时，再讨论这个问题吧。



Passage reading 
I. Read this extract from a company report. Choose a title for each paragraph from the topics in the box.

sales     personnel     investment     new developments    new business

Cathy pacific Results
_______________ (1)

The year began very well for Cathay pacific. However, there have been a number of problems this year which have made this a very difficult year for the airline industry. Passenger numbers have fallen as fewer tourists come to Hong Kong. Troubles in the Asian economies have also had a strong effect on the airline industry throughout the region. Cathay pacific remains the best airline in the Asian-Pacific region, and once current troubles pass the airline should return to its usual strong performance.

_______________(2)

The cargo division has done very well this year, with strong demand on most routes. The new cargo routes have been especially successful. The excellent performance from the cargo division has helped increase the company’s overall results.

_______________(3)

Unfortunately, because of the economic problems, we have had to make 760 staff redundant. This was a very difficult decision, but it was necessary to help the company survive. We have also had to remove five of our 747 aircraft from service.

_______________(4)

There have been a number of exciting developments. The company announced an agreement with new suppliers of information technology. This should keep Cathay Pacific’s computer systems among the best in the industry. The company has also had a special offer for visitors to Hong Kong, and one of its aircraft was painted especially for the return of Hong Kong to Chinese rule.

_______________(5)

Cathay Pacific has invested heavily in Hong Kong’s new airport. A lot of work went into making sure that the move went smoothly and that everything was ready when the airport opened. Hong Kong is now one of Asia’s most important air centres.

Notes to the passage

1. have s strong effect on  对…有重大影响

2. cargo division   货运部

3. make…redundant 使…过剩

4. remove…from…   从…去除

5. invest in    投资

II. Read the following passage and discuss the questions.

Negotiation Strategies

Negotiations work wonders. This is particular so in international business since it is mostly through negotiations that exporters bridge their differences and reach a fair and mutually satisfactory deal.

By presenting a more comprehensive negotiating package in a well planned and organized manner, exporters should be able to improve the effectiveness of their business discussions and in the long term the profitability of their export operations.

     To avoid being confronted by costly demands, an exporter should try to determine the buyer’s real interest in the product from the outset. This can be ascertained through appropriate questions but must be based on research and other preparations before the negotiations. Only then can a suitable counter-proposal be presented.

     To achieve a favorable outcome from the negotiations, an exporter should draw up a plan of action beforehand, which adresses a few key issues. Experienced negotiators consider that as much as 80% of their overall time devoted to negotiations should go to such preparations. The preliminary work should be aimed at obtainging relevant information on the target market and the buyers of the product. It should also include developing counter-proposals if objections are raised on any of the exporter’s opening negotiating points. The preparations should thus involve formulating the negotiating strategy and tactics.

     In international marketing negotiations, it is inadvisable for small and medium-sized exporters to limit their discussions to pricing issues, althgough pricing is a key factor in any business transaction. Exporters should give more attentions to the full range of marketing factors. They should stress the strengths of their firms and products and match them with the perceived needs of the buyers. Once these issues have been covered, they can consider the question of price and are able to develop a profitable business.
Notes to the passage.

1. bridge differences: 消除异议
2. in the long term: 长远来看

3. be confronted by: 面临

4. outset: n. 开端

5. ascertain: v. 确定，探知

6. counter-proposal:  相对意见

7. devote: v. 投入于

8. formulate: v. 明确表达

9. inadvisable: adj.失策的

10. perceive: v. 察觉，感知

Discuss the questions..

1. How does an exporter avoid being confronted by costly demands?

2. Why should negotiators make preparations before a negotiation?

3. Do you think pricing is the most important issue in negotiations? Why or why not?
Exercises
I. Which of these negotiations have you taken part in? Describe what happened?

     ·buying something in a market
     ·a commercial business negotiation

·buying/selling something second-hand

·persuading a co-worker to help you with a time-consuming task

·convincing your office manager to give you an extra bookshelf or new computer

·asking your manager for a day off at short notice.

II. Work in groups of four. Two of you are from King and Co, and you want to buy the Prima Nova. The other two are sellers from Prima products. You make a negotiation according to the following directions. Prioritize your requirements:
√√√= high priority     √√=medium priority     √=low priority

For buyers: you do want to buy the Prima Nova.

	It is a good product and ideal for your needs.

2-year warranty          Ask for full warranty with free parts and labour.    _______

Shipping                Ask for delivery within 24 hours.               _______

Special labelling         Ask for King logo on each unit at no extra charge.  ________

Price per unit            Offer to pay $90.                            ________

Size of order and discount  Offer to place initial order for 40 units now, and another 60 in 6 months.                                 ________

                       Try to get discount of 20% for all 100 units ordered._______

( Normal discount: 20% for orders over 100 units, 10% for orders over 50 units)

Further orders           Offer to place a regular order every 6 months for 

two years.                                 ________




For sellers: You do want to sell the Prima Nova to King and Co.

	You want them to place a regular order.

2-year warranty          Offer full warranty with parts and labour at $5 per unit. _____

                      Offer warranty with free parts ( but not labour).      ______

Shipping               Offer delivery in 3 working days.                _______

Special labelling         Offer to print King logo on each unit for an extra $ 2._______

Price per unit            Ask for $110.                               _______

Size of order and discount  If they order 40 units now+ another 60 in 6 months, offer

10% discount for both orders.                  _______

( Normal discount: 20% for orders over 100 units, 10% for orders over 50 units)

Future orders            Offer 20% discount it they place a regular order once a month

for two years.                               _______


II. Translate the following sentences into English.
1. 我们很愿意就这个项目与贵方合作，并乐意给予必要的协助。

2. 今天上午在进行业务洽谈前，我们用半个小时谈了一下技术方面的问题。

3. 双方价格差距很大，先谈到这里吧！您的意见如何？

4. 我们怎么说服用户相信贵方的报价是有竞争力的呢

5. 应根据国际市场情况决定价格，所以我们把这笔交易当作特殊情况来处理。

Suggested answers and tapescript
Module One 
Exercises:

I. 1. a   2. e   3. d   4. b   5. c 

II. 1. pure fabric  2. blended fabric. 3. mixed fabric   4. warp   5.weft

6. woven fabric 7. knitted fabric  8. nonwoven fabric 9. pacing of warp 10. take-up

11. China’s export-oriented textile industry 12. export tax rebate 

13. high-end product

Module Two 

Task 1
Dialogue 2

Listen to dialogue 2 and complete the following answers:

10. Hongda Textile Company
11. Julia walker
12. need some information about Peter Walker

13. Oceania
5.  sales representative
6.  310 3837 4646
Exercises:

III.1. B. 请问您是谁？有什么事吗？

Who’s calling, please? And What’s it about, please?

B. 请稍等。 

Just a minute, please）
2.  B. 请别挂机，我给您接过去。

Hold on, please. I’m putting you through now）

3 .  A. 确定一下明天上午10点与帕克总裁的约会。

to confirm the appointment for tomorrow morning at 10 with President Parker.
   B. 他对行程有冲突了, 无法这么早。

He has a scheduling conflict. He can’t make it that early.
Task 2
A Host Program 

Suggested translation of Reading 

	常州纺织服装职业技术学院2009年9月11 – 17日

赴意大利接待安排


	9月10日

	12:00
18.00
20.00
	机场欢迎，前往卡斯泰拉娜 (BA) 
到达卡斯泰拉娜 – 塞密拉米德宫宾馆住宿－观赏当地特色寓意橱窗

晚餐

	9月11日

	08.30
10:30
13.00

15.00

20.00
21:30
	会见当地政府官员及学校管理人员－参观I.I.S.S. "Agherbino of Putignano – Nci

参加Putignano会议，会议主题"中意专业教育" 
午餐
参观服装企业或服装展示 – 地点I.I.S.S. "Agherbino of Putignano – Noci
晚餐

参观城市

	9月12日

	08.30

13.00

16.00
19:00
20.00
	参观参观达卡斯泰拉娜岩洞
午餐
参观阿贝洛贝罗镇
前往巴里

住宿

	9月13日

	09.00

10:00

13.00

16.00
18:30
20.00
21:30
	参观费奥雷的Levante 大厅
意大利服装论坛-中国，地点在 "Fiera del Levante" -  政府官员、纺织服装企业、学校演讲

午餐 

时装展示
参观玛拉约那学院

晚餐

住宿巴里

	9月14日

	09.00

10:00
12.00

16.00

19:00

21.00
	会见举办服装论坛的普利亚教育委员会及省市官员

前往San Ferdinando

到达并参观斯隆学院

讲座：“孔子在中国及世界对教育的影响" 
前往福贾－路上参观城堡

住宿福贾

	9月15日

	08.30

10:00
13.00

16.00

18:00

20.00
	参观帕西诺蒂学院

会见当地大学、政府、企业人员

阿哥宾诺学院午餐

关于进一步扩大合作的会议

帕西诺蒂学院举行服装表演

住宿


	9月16日

	09.00

07:00
10:00


	中意服装论坛，地点：I.I.S.S. “E. Majorana” di Bari” – Interventi 
离福贾，前往并住宿罗马 参观首都

参观城市

	9月17日
	07:00
	前往那不勒斯，回国


Exercises:
I. 

1.  If you don’t mind, let’s discuss our agenda first. 

Let’s decide who is going to Shanghai for pick-up.

  2. Do you have any ideas about it?

 But if possible, we’d like to finish the negotiation one day ahead. 

3. Do you have any places which you particularly like to visit?

  I really appreciate your arrangement. If you can take me to Tianning Temple, I will be deeply grateful.

II. 
1.  schedule

2. agenda

3.  considerate

4. draw up

5. hospitality

6. business talk 

7. We’ve drawn up a meeting agenda. Mr. Brown, I’d like to know your ideas about it.

8. I think you should have a good rest tonight so as to recover from the jet lag. 

9. If possible, would you please arrange a visit to a textile factory tomorrow?

10. Is it convenient to pay you a visit at 9 tomorrow morning?
III. 

	星期日晚上
	Sunday evening

	下午3点半
	at half past three in the afternoon

	2009年11月1日
	November 1, 2009

	星期四下午3点
	at 3 Thursday afternoon

	明早8点10分
	ten past eight tomorrow morning 

	明年的这个时候
	at this time next year

	6点整
	at six sharp

	一周之后
	a week later

	后天中午
	at noon the day after tomorrow

	星期三上午
	Wednesday morning


IV. 

                    WEEKLY  AGENDA

	 Monday 9：30 — 11：30 a.m.  Meeting with new staff (会见新员工)

        2:30p.m.             Flight Number AE370 to Shanghai(AE370航班飞往上海)

        6:00 p.m.               Arrive in Shanghai ,stay at Holiday Inn

  Tuesday 10:00—11:45 a.m.      _ Visit new distribution center(参观新销售中心) 

         1:00 p.m.               Meeting with manager of Shanghai Branch

Wednesday 12:00 noon          _ Lunch meeting with clients（午餐约见顾客）
  Thursday 9:00—11:30a.m.        Sales meeting

         6:00p.m.              _ Annual Sales Award dinner party（年度销售奖晚宴）
  Friday 9:25 a.m.               Flight Number AE371 back to Beijing


Module Three

Task 1
Dialogue 1

1. JOO Textile Company 

2. There are more than 10,000 employees   

3. in Bombay  

4. Yes, they have    

5. They specialize in textile fabrics.
Dialogue 2
I’ve heard a lot about it. Your factory seems to have a good fame.
1978
it gained fame only a decade ago.
70%

1200

Passage Reading One
1) Western Europe, North America, Australia and Japan  

2) ladies' fashion underwear and swimwear  

3) with qualified ISO 9001:2000 management systems, market-driven research & development, advanced facilities and techniques, and its highly skilled workforce
Passage Reading Two

1. 1) 1    2) 3      3) 2

2. 1) F    2) F      3)F     4)T      5) T

Passage Reading Three

It is Black Peony (Group) Co. Ltd. They’re in the denim manufacturing. Their main markets are the U.S., Belgium, Italy, Swiss, Japan and Germany.

Exercises

 I

1) office     2) branches  3) office furniture  4)manufacturers   5)products   

6) employ    7) based    8) subsidiary      9)office        10)turnover  

11) HQ      12)exports  13) specialized in   14)founded     15) client  

16) pre-tax profits

IV

Hugo Boss        Metzingen 

Prada            Milan 

Christian Dior     Paris
Burberry         London
VII
1) C   2) G   3) F   4) E   5) B   6)A   7) D

VIII
1) Marketing  2) personnel  3) accounting  4) R&D  

5) sales       6) dispatch  7) production   8) after-sales

 XI
1) F    2) T    3) T

Task 2

Dialogue 1

1. F   2. T   3. F  

Dialogue 2

1. He wanted to see the production line. 

2. Yes, they will. Because of safety. 

3. The assembly line is half-automated. 

4. Yes, it is.
Dialogue 3
1. 75,000   2. the 30th   3. 500   4. five   5. 1,200
Exercises

II
Thanks for your invitation.  

Can you tell me something about the workshop? 

Joint-venture  

bright and neat    

How do you think about the evening dress in China in future?  

Several years later 

I hope so

V
(1) appointment  (2)could    (3)sign   (4)must    (5)badge   (6)need
     Task 3
Dialogue 1

1. Yes, I have   

2. commercials   

3. help improve your company image and open the overseas market for your fabrics.

4. book booth, send samples, decorate the booth and have enough staff equipped for the fair.
Dialogue 2
1. No.10 booth, quite close to the entrance  

2. The golden logo in the middle is set against the green  

3. for those visitors who just come and have a look. It’ll save the costs
Dialogue 3
1. Gathering  

2. leather products  

3. the City Bank
Passage Reading One

Domestic     suppliers       Customers    services   ideal 
compare      specialized      innovative   get     up-to-date
1. attend a trade fair

2. see and compare new and relevant products or services, find new and specialized suppliers, encounter new ideas and innovative companies, get up-to-date with new technologies and make contact with other people in their area of business.
Passage Reading Two
1. to consolidate business relationships; to solve specific problems; to find new marks;  to appoint agents/seek principals; to discuss specific terms/conditions/pricing; to obtain technical knowledge; to discuss business needs in a neutral environment
2. You can compile a wide range of competitive information on products and suppliers in a concentrated period of time.Keep informed of industry and market developments

Exhibitions are a rich source of new ideas and applications and they play an important role in strategic planning and business generation. Network/Develop business contacts

Exhibitions are a focal point for industry, attracting a broad cross-section of representatives, form buyers and sellers to trade associations and the media.
Passage Reading Three

1. T   2. F   3. T
Exercises

I

”Canton Fair”   biannually   renown   variety    turnover   

exhibitors    opportunities   quality   promotion   volume 
II
Exhibiting at trade fairs

John: Good morning, Mr. Robbins.

Mr. Robbins: Good morning, John. How’s it going?

John: Not too bad. I’m reading some articles about trade fairs. I’d like to ask you some questions. What benefits can I expect if I exhibit at trade fairs?

Mr. Robbins: Well, you can use trade fairs to promote your products or services.

John: Yes, but can you be more specific?

Mr. Robbins: Certainly. You must know that exhibiting at trade fairs is at an effective way to test new markets or launch new products and services. Trade fairs offer you a chance to demonstrate your products or services to customers face-to-face. This way you can get feedback and find out what customers want.

John: I see.

Mr. Robbins: Trade fairs are also good opportunities for building new businesses since many potential customers and suppliers are concentrated in one peace.

John: OK, thank you. I wonder, what’s the most important thing to know about if I want to exhibit at a trade fair?

Mr. Robbins: As an exhibitor, choosing the right trade fair is essential. If the trade fair is too specialist or too broad, it’s unlucky to attract visitors who want to buy what you sell, when you attend a trade fair, you should make sure you know what kind of customers you want to reach and what you want to achieve.

John: Anything else I should know?

Mr. Robbins: One more thing. You should make specific and measurable goals. If you choose your fair carefully and give yourself plenty of time to plan your goals, you’ll have a good chance of doing good business.

John: Good. You really are a specialist. Thank you.

Mr. Robbins: You’re welcome, John. By the way, there’s an clothing trade show being held now. It might be a good idea for you to go and have a look. You’d get an idea of what’s going on.

John: Thank you, I will. That’s a good idea.

Task 4

Dialogue 1

1. $ 5

2. embroidered lace 
3. rich

Dialogue 2

1.They are natural, soft, colorful and elegant.
2. I would like some baby-blue, pink or white, and preferably some pattern with a light blue background.

3. I would like some baby-blue, pink or white, and preferably some pattern with a light blue background.
Passage Reading

1. F  2. T   3. T   4. T   5. T

 I 

showroom    serve     our export markets    reputation  
superior      trend      Odd shapes         considerations
II

(1) I am looking for pure silk. I want to make a dress for my daughter.
(2) This silk is soft and light.
(3) It is comfortable to wear.

(4) I think she wears crimson dress.
(5) The color looks active.
(6) Then you take red one with pattern of dragon
(7) It is made in Hangzhou, capital of silk.

 III

We manly produce quality while steam filature of Grade 4A and 5A,being popular both at home and abroad and well receives among the customers. It is gentle color and lustre, fine handle, little windage, equal fiber structure, high cleanness and purity.

V
	Nationalities
	Designers

	French
	Rene Lalique, Madeleine Vionnet, Coco Chanel, Jean Patou, Christian Dior

	American
	Calvin Klein, Donna Karan.

	Spanish
	Cristobal Balenciaga, Mariano Fortuny

	Italian
	Elsa Schiaparelli, Valentino Garabani, Gianni Versace


Module Four 

Task 1

Dialogue 1

1. invite Karen to lunch next week.

2. the Holiday Inn
Dialogue 2
A: Hello, Don. It’s Mary. I’m meeting Ken for lunch next week. Would you like to join us?
B: That would be nice. When exactly?

A: Wednesday. At one o’clock at the Holiday Inn.

B: Oh, I’m afraid I can’t make Wednesday. I’ve got to go down the factory then.

A: That’s a pity.

B: Thank you for asking me, anyway.

A: Another time. Bye.

B: Bye.

Dialogue 3
1. F  2. F  3. T

Passage Reading One
Invitation 1 and 3 are informal, invitation 2 is a formal one. We can know it because its language and formality.
Passage Reading Two

1) The first one is about business and very formal; the second one is a party and informal.

2) For the first occasion, I will make a telephone and ask more details about the event. For the second one, I will prepare nothing.

3) I will a suit on the first occasion, and I wear casually for the second one.

4) I will bring nothing on the first occasion and I will bring a friend and a bottle of wine.

Passage Reading Three
Dear Mr. Estrada,

Thank you for your letter of September 18. Unfortunately, I will have another arrangement for 11 October. So I am sorry I can’t attend your company’s activity.

I look forward to hearing from you soon.

Yours sincerely

Perez

I
A: Hello, Don. It’s Mary. I’d like to invite you out for dinner next week.

B: That would be nice. When exactly?

A: Wednesday. At one o’clock at the Quan Jude restaurant.

B: Oh, I’m afraid I can’t make Wednesday. I’ve got to go down the factory then.

A: It’s a pity. How about Friday?

B: Let me check. That’s ok. See you Friday.

A: See you.

II

Pat Barton: Hi, Chris, nice to see you here in Sydney. How about your flight?

Chris James: Nice to see you, too. The journey is quiet good.

Pat Barton: Ok, I’d like to invite you to visit the Sydney Opera house today.

Chris James: I’m afraid I can’t make today because I am a bit tired after a long trip.

Pat Barton: Er, how about tomorrow?

Chris James: Tomorrow will be ok.

Pat Barton: Let’s say 9 o’clock.

Chris James: Ok, goodbye.

Pat Barton: Bye.

IV
A: Hello, Tom. It’s Mary. How are things with you for these days? I’d like to invite you to have lunch together?
B: That would be nice. When exactly?

A: How about Wednesday? 

B: That’s great. When exactly?

A: At one o’clock at the Holiday Inn.

B: We make it.

A: See you Wednesday. Bye.

B: Bye.

V

e g f a b d c

VI

	
	Invitation
	Replay(√/×)

	1
	Dinner invitation
	×

	2
	a barbecue invitation
	√

	3
	a harbor cruise
	√


Tape Scripts

Conversation one 

Carey: Would you like to have dinner with me tonight?

Hawley: That’s very nice of you, but I’m afraid I’m still a little jet lagged from my trip and I’d like to make it an early night.

Carey: Perhaps some time later in the week?

Hawley: Yes, that would be nice. Thank you.

Conversation two

Carey: We’re having a barbecue at my place on Wednesday. Would you like to come?

Hawley: Yes, that sounds great. I’d love to. What time?

Carey: Around seven o’clock. Er, would you like me to arrange for someone to pick you up from your hotel?

Hawley: That’s very nice of you. Thanks a lot.

Conversation three

Carey: Do you have any plans for the weekend?

Hawley: Well, I thought I might do a little sightseeing, I haven’t had time to see much of Sydney yet.

Carey: Well, how about a harbor cruise on Saturday? You get a fantastic view of the city.

Hawley: That would be great. I’d love that.

Carey: Good. I’ll get some tickets.

VII

Wang has changed her flight for tomorrow evening and she has a lot of work to do.

Tapescript:

Lee: So, Wang, in a few days you’ll be back in Shanghai.

Wang: No, tomorrow evening actually. I’ve changed my flight.

Lee: Oh, that’s pity. Well, if you’re free this evening, perhaps you’d like to come round for a meal.

Wang: Well, that’s very kind of you, Lee, but I don’t think I can. It’s my last night, and I still have a lot of work to do.

Lee: Sure, I understand. Well, maybe next time, then.

Wang: Yes, I’ll look forward to it.

Supplementary Writing

Practice (1) 

(1) the pleasure of your company   

(2) Baiyun Hotel 

(3) September 9, 2005
(4) 7:00 to 8:00

Practice (2)
(1)have          (2)biannual    (3)manufacture
(4)aware         (5)promote    (6)approaches 

(7)achievements   (8)alternative  (9)preliminary 

(10)reviewed      (11)assure    (12)convenient
Task 2 

Dialogue 1

1. Lily Restaurant 

2. Because they always have many guests 

3. He’d like a table with a view of a garden
Dialogue 2
1. the afternoon of July 5 to the morning of July 8.

2. free of charge.

3. a reservation card
More practice 1

Black               the afternoon of July 5                 three  

Not mentioned        A quiet room away from the street is preferred.

Exercises:

I
Vacancies   make a reservation           available            air conditioner       

$800     a continental breakfast          contact number          456-122
II
(1) three            (2) shower   

(3) the twenty-eighth  (4) the second 
(5) no              (6) the Imperial Hotel
(7) 5865111
Tapescript: 

Clerk: Ambassador Hotel. Can I help you?

Susan: Good morning. This is Susan McLean calling from Hongda Textile Company in China. I’d like to book some accommodation for the textile show.

Clerk: What exactly do you need?

Susan: We need three single rooms with shower. From the twenty-eighth of March to the second of April.

Clerk: Just a minute, I’ll check that…I’m very sorry, but we haven’t got any single rooms with shower. We’re fully booked up because of the fair.

Susan: Oh dear.

Clerk: There are probably some rooms at the Imperial Hotel. Have you got their phone number?

Susan: Er, no I haven’t. Could you give it to me?

Clerk: Sure. It’s 5865111.

Susan: 5865111. OK, I’ll try them.. And thanks very much for your help. Goodbye.

Clerk: Goodbye.

III

A: How can I help you?

B: I'd like to make a ticket reservation, please

A: Where would you like to go?

B: I'd like to a return trip ticket to Hawaii?

A: When would you like to travel?

B: I'd like to begin the trip on November 29th.
A: And you return date?

B: I'd like to stay there for two weeks.

A: Will you require help booking a hotel?

B: Yes. Are there any package tours available? (有套装的旅游行程吗)
A: Yes, let me see if I can find you a good deal.(我看一下是否有不错的行程)

IV

A: How can I help you?

B: I'd like to make (a dinner reservation), please.

A: Is that for tonight?
B: No. I'd like to make a reservation for next Thursday.

A: Is that Thursday the sixth or Thursday (the thirteenth)?
B: Thursday the 13th, please.

A: Ok, the Thursday after next.
B: Do you have an extensive (wine list)? 

A: Yes, our sommelier will be pleased to give you an introduction to our wines.
B: I’d really like a night to remember.
A: We can provide that for you. Is it a special (occasion)?

B: It's our twentieth company anniversary.

A: Congratulation... how many guests will you have?

B: I'd like( a table for 12). Thank you.

A: Are any of your guests (vegetarian)?

B: Yes, there are 3 vegetarians.
A: We have a vegetarian menu available, so that's not a problem. Smoking or non-smoking area?

B: Non-smoking, Please.

A: And what time would you like to dine?

B: I think we'll arrive around 7pm
A: Would seven-thirty be a (convenient) time for your meal?

B: That sounds fine. Thanks

A: Under whose name would you like to make the reservation?

B: My family name is Lin.

A: Thank you Mr. Lin. We look forward to seeing you and your guests then.

Task 3

Dialogue 1

3. minced pork
4. fried and then braised without vegetables

Dialogue 2
1. I had the avocado soup last time and it was very good. But the roasted pepper salad sounds very interesting
2. it’s not too spicy, but it is very delicious!
3.  have the fish

Passage Reading one

4 5 7 8 9 

Passage Reading Four

1 Proper Etiquette For Entertaining Guests
2 try to think of fun things to do; Make your guests comfortable when they come in; give them a brief tour letting them know where things are such as the bathroom and/or kitchen or a spare bedroom
3 We will bring some fruits as gifts.

4 At the restaurant. Because the atmosphere is quite good, and entertaining guests at the restaurant is very conveniently. 

Exercises

 I

Starter: Roasted pepper salad

Main course: Fish with Indian spices

Dessert: Coffee

V

1 in the evening in a restaurant

2 have a dinner; have entertainment

3 culture shock
VI
Art (×)            food (√)            money (×)          sport (√)         

business  (√)    hobbies and interests (√)  movies (√)       TV  (√)       

current events (×)    holidays (√)        music (√)   weather (√)       family and children    local customs  (√)      racial tension (×)    wine (√)

fashion  (√)        local history (×)            relationship(×)

VII
Tapescript: (Waitress; David; Susan)

W: Good evening, sir, madam. Would you like a drink while you look at the menu?

D: Yes, thank you. I’ll have a gin and tonic, please.

W: Certainly, sir. And for you, madam?

S: Same for me ,please.

(Waiter goes to fetch drinks)

D: So what do you fancy?

S: I don’t know. What do you recommend?

D: I had the lamb the last time I was here. That was quite good.

S: Oh, no. I’m not keen on red meats. I think I’ll stick to a salad of some kind. What about you?

D: Oh, I don’t know… Oh, I know. I think I’ll try the steak.

S: Are you sure? You don’t normally like steak. Wouldn’t you rather have fish, or chicken?

D: No, I don’t think so. I’ll have steak, just for a change.

W: (returning with drinks) Your drinks, sir, madam. Are you ready to order?

D: Yes, I’ll have the vegetable soup to start with, I think. Then I’d like the steak.

W: Very well, sir. And for dessert?

D: We’ll order that later, thank you.

W: Certainly. How would you like your steak done?

D: Medium rare, please.

W: And for you, madam.

S: I’ll start with the shrimps with mayonnaise.

W: Yes, madam. And to follow?

S: Then I’d like the chicken…chicken salad.

W: Yes, madam. Would you care for some wine with your meal?

D: Not for me, thanks. I’m driving later. I’ll have some mineral water, please.

S: And I’ll have a glass of dry white wine, please.

W: Yes, madam. So that’s one vegetable soup, followed by steak with mushrooms: and one shrimps with mayonnaise, followed by chicken salad…
D: Oh, I’m sorry. I’ve changed my mind. I think I’ll have the shrimps with mayonnaise as well.

W: Right, sir. So that’s two shrimps with mayonnaise, one steak and one chicken salad…
D: That’s right.

S: Yes.
Module five

Task 1

Passage reading 1

a. First Direct

b. 600 Group

c. Bosch

d. 600 Group

e. First Direct

f. First Direct

practice

1.Omitted

2. 

a. lathe

b. executive dinning room

c. management

d. previous

e. overalls

f. to lock on and out

g. shop floor

h. staff

i. egalitarian

j. warehouse
Passage reading 2

1. B    2. B    3. C    4. A 

Listening

a. T    b. T    c. F    d. F    e. F    f. T

Task 2

1. Y    2. Y    3. N    4. Y    5. N    6. Y

Dialogue 2

1. rely on caffeine or aspirin
2. drink alcohol to reduce stress
3. eat too much or eat badly
4. special relation areas at the bank where people relax and even take a nap
5. free health club membership
6. art and music classes
Monologue

1.
140 Canal Road →114 Canal Street
CT 06540 →CT 06450
2. 

a single room with shower → a sinlge room with bath

from 20 to 23 June → from 21 to 23 July
3. 

5,000 pieces →500 pieces
Passage reading

1. $1.3 billion
2. Because they want to get promotion.
3. Not working longer than their basic hours.
4. When people are tired, they make mistakes—and mistakes cost money.
Exercises

I. 

1. You shouldn’t work so hard.

2. Take a job closer to home.

3. Don’t take everything so serious.

4. You should have a talk with him.

5. Why don’t you get up earlier?

6. Why not? It is useful for your career.

II. 

1. b    2. c    3. a    4. e    5. f    6. d

III.

1. b    2. f    3. e    4. a    5. d    6. c

IV.

1. According to the survey results, teachers (76 percent), nurses (73.8 percent) and journalists (70.3 percent) are the top three most "unharmonious" occupations.
2. Relationships between an individual and their jobs; personal relations with managers, colleagues and customers; relationships between employee and employer; and the employee's own work experiences.
3. The main problem on the human relationships front appears to be that employees felt there was a lack of cooperation, trust and recognition of their efforts by senior management.
Task 3

Passage reading 1

1. 11 million

2. 

a. a way of attracting and keeping employees.;improves worker productivity.

b. spend more time together with family; it allows employees to work where and when they want to work.

c. less pollution

Passage reading 2

1. computer; modem; fax

2. A. F     B. F      C. T     D. F     

Monologue 1

1. F    2. F    3. F    4. T    5. T    6. T     

Monologue 2

1. $1,000    2. seven thirty    3. nine    4. work    5. happier    6. meetings     7. holiday    8. sick
Monologue 3

	Speaker
	Job
	Reasons for telecommuting

	1
	He is a computer consultant.
	He spends a lot of time on the road.

	2
	She works for an investment company.
	She had a child.

	3
	He works in the media relations department of a telecommunications company.
	It is more convenient and he can concentrate better.


Exercises

I. 1. T    2. F    3. F    4. T     5. T    

Module Six
Task 1

Dialogue 1

1. One of the subjects of market research is to find out whether there is a market for the product and whether we can sell the product in the market.

2. In the early stages, only the regional managers do. If we decide to have some test marketing, some of the senior salesmen will be brought in.

Dialogue 3

Thank you very much for attending the meeting this afternoon.

in the next hour or so

I’m going to introduce you the marketing research conducted by the Sales Department.

Our market share is falling.

develop new products

we have two new competitors.

develop new products.

Passage reading

1. Marketing research is the planning for, collection and analysis of data relevant to, marketing decision making, and the communication of the results of this analysis to management.

2. The steps in conducting a marketing research project are as follows: defining the problem, planning the research design, specifying the sampling procedures, collecting the data, preparing the report, and following up.
3. Secondary data are data collected for any purpose other than the one at hand. Primary data is information that is collected for the first time for the purpose of solving the particular problem under investigation.

4. Survey research involves interacting with consumers to get information from them. Observation research involves observing behavior and recording those observations.
5. Three types of organizations actually design and implement marketing research studies: advertising agencies, independent marketing research firms, and corporate marketing research departments.
Exercises

IV. 

1. product    price    promotion    place

2. satisfy    image    design

3. competes    rival

4. commercials    radio spots    newspaper advertisements    posters    labels    materials    public relations

5. distribution    end-users    outlets    hire purchase    mail order

6. strengths    weakness    opportunities    threats
Task 2

Dialogue 2

1. My firm has sent me here to inquire about the possibility of promoting our product export to USA.
2. Our product is over and above our rival’s product, and yet we’re able to sell it at the same price.

3. Our product is brightly colored and beautifully designed. Teenagers would like it.

4. Management and quality control of this product conform to the ISO9000
Dialogue 3

We handle home textiles, such as bed sheets, bedspreads, bath towels, etc.

Do you export tablecloths?
Could you show me your catalogues or brochures?
You will surely find something interesting.
Passage reading

1. Product marketing deals with the first of the "4P"'s of marketing, which are Product, Price, Place, and Promotion.
2. Product marketing in a business addresses five important strategic questions:
What products will be offered (i.e., the breadth and depth of the product line)? 

Who will be the target customers (i.e., the boundaries of the market segments to be served)? 

How will the products reach those (i.e., the distribution channel and are there viable possibilities that create a solid business model 

At what price should the products be offered? 

How will customers be introduced to the products (i.e., advertising)? 

3. Secondary data are data collected for any purpose other than the one at hand. Primary data is information that is collected for the first time for the purpose of solving the particular problem under investigation.
Exercises

I. 

AIDA

attract the ATTENTIONof potential customers

arouse INTEREST in the product

creat a DESIRE for its benefits

encourage customers to take prompt ACTION

Task 3

Dialogue 1

regional marketing manager
Good morning.

I have some questions about launching your new product.

Is it the best time for our product to enter the market?

The new function of televised home shopping is our selling point.

Packaging is not easily to be taken into account.

Thank your for your answers.
Monologue

Promotional gifts for: all customers
No. of items: 5,000
Budget: $2,500
Other: all gifts to have Niche Wear embossed on them
Passage reading

1. Consumer promotions
2. Merchandising
3. Direct mail

4. Advertising

1. T    2. F    3. T    4. F    5. T    6. F

Exercises

III. 

1. Sales literature    2. Point of sale advertising    3. Packaging

4. Sponsorship      5. Showrooms              6. Trade fairs and exhibition

7. Publicity         8. Public relations           9. Word of mouth

10. Telephone sales   11. Personal selling
Module Seven
Task 1

Exercises:

Ⅱ.

1. 我们随函寄上询价单一份。

2. 一接到你方的询价，我们即会寄上样品，并报最优惠的价格。

3. 如果你方报价具有竞争性的话，我们准备大量订购男士衬衫。

4. 先报盘如下，以5天内复到为准。

5. 如果你方认为此报盘可接受，即来传真以便我方确认。

6. 上述报盘以我方最后确认为准。

7. 请报至纽约成本加保险、运费价包括百分之三的佣金。
Ⅲ.

1. We shall be very glad to place our order with you if your quotation is competitive and delivery date acceptable.

2. This is our enquiry list, please quote your lowest price CIF London.

3. If you are interested , please cable us, indicating the quantity you require.

4. This is our latest price list, you will find our price is the most competitive.

5. Could you give some of your sales literature and a price list for all your export 

6. articles?

7. Would you tell us what quantity you require so that we can work out the offer?

8. We’d like to know what kind of discount can you offer if our order is more than 1000 dozens.
Ⅳ. 

1. Inquiry means asking. Now that the importer has established business relations with the exporter, he can ask if the exporter can supply the goods he is interested in.

2. The importer must give the name of the commodity, the specifications, the quantity, the time of delivery and all other points he thinks important.
Ⅴ

	Dear Sirs,

We are very pleased to receive your enquiry of 15th January and are enclosing our illustrated catalogue and price list giving the details you asked for. Also by separate post we are sending you some samples and feel confident that when you have examined them you will agree that the goods are both excellent in quality and reasonable in price.

On regular purchases in quantities of not less than 100 dozen of individual items, we would allow you a discount of 2%. Payment is to be made by irrevocable L/C at sight.

Because of their softness and durability, our cotton bed-sheets and pillowcases are rapidly becoming popular and after studying our prices, you will not be surprised to learn that we are finding it difficult to meet the demand. But if you place your order not later than the end of February, we would ensure prompt shipment.

We invite you attention to our other products such as table clothes and table napkin, details of which you will find in the catalogue, and look forward to receiving your first order.

Yours faithfully,

…………



Task 2
Exercises

Ⅱ.

(1) 接受报盘            (2) 确认报盘

(3) 拒绝报盘            (4) 更新报盘

(5) 延长报盘            (6) 撤销报盘

(7) 最优惠的报盘        (8) 市场情况

(9) 市场波动            (10) 反还盘

(11) 国内市场           (12) 海外市场

(13) 实盘               (14) 虚盘

(15) 我们很遗憾的告诉你们，我们无法接受你方报盘，因为你方价格太高了。

(16) 因为桌布价格是可行的，我们已经电告你方接受此价格。

(17) 此报盘为实盘，以你方11月6日前电告回复为准。

(18) 你方要求我们报成本加运费科威特价格，包括你方百分之的佣金，我们已经给予及时关注。

(19) 因为订单任务繁重，我们很抱歉此刻无法满足你方的要求。

(20) 我们相信此产品在你方会有很好的市场。
Ⅲ.

1. your company will accept the price we provide.

2. making the following favorable offer.

3. we can hardly make a counter-offer.

4. we are prepared to lower our price by 10 percent.

5. if you can’t make any concession

6. subject to your reply reaching us by September 10.

7. Frankly speaking

8. probably we could make a business

9. lowest price C.I.F. New York
Ⅳ.
of, for, by, in, in, On, in, of, of, by, at, after, of, to
Ⅴ.

1. An offer is a promise to supply goods on the terms and conditions stated. In an offer, the seller not only quotes the price of the goods he wishes to sell but also indicates all necessary terms of sales for the buyer’s consideration and acceptance.
2. The difference between them is that in making a firm offer, the exporter cannot take the offer back. A firm offer usually has a time limit. The exporter cannot refuse to sell the goods he offers if it is accepted by the importer. Such as, “We confirm having cabled you a firm order for the Chinese silk reaching here before December 10.

A non-firm offer is made without engagement. It is subject to confirmation by the seller after being accepted by the buyer. For example, “If you think this offer is acceptable, please tell us immediately for our confirmation.”
3. Sometimes the buyer shows disagreement to some contents such as the price, packing, shipment, etc., suggests some changes of the terms and conditions in the offer made by the seller, and states his own terms and conditions to the seller.

Task 3
Exercises

Ⅱ.

1. 假如你方给百分之五的佣金，我们将向你方试定一批货。

2. 遗憾我方不能按6周前所开的价格接受订单。
3. 很高兴收到你方6月16日印花棉布的订单。
4. 由于我方客户急需此货，希望你方尽早发运。
5. 我们已接你方床单和枕套订单第237号，兹寄上销售确认书BP-103 号，一式两份。
6. 请速告我方是否能按修改价订货。
7. 合同经过双方签署后还能修改吗？
8. 应该仔细检查一下合同，以免遗漏什么。

9. 我们很高兴这项交易圆满成功。

Ⅲ.
1. Much to our regret, we don’t think your quotation is practical. Our customers can’t accept it and will turn elsewhere to cover their orders.

2. Owing to the lack of raw materials, the factory has to stop entertaining new orders.
3. Owing to heavy commitments, we are not in a position to accept new orders. However, as soon as fresh suppliers come in, we’ll immediately contact you by cable.
4. We’d like to state that owing to great demand we can only accept August shipment order.
5. As we are in urgent need of the goods, would you please do your utmost to effect shipment of our ordered goods by the end of June as scheduled.
6. The supply of this product is quite limited, and we hope you will cable us your acceptance as soon as possible.
7. We may be able to supply an additional quantity if you can persuade your clients to buy this commodity.
8. Could we revise the contract tomorrow?
9. We expect to have a final contract ready in a week.
10. Before I sign off, I have to ask my attorney to read it over.
IV.
销售合同

合同编号：2001-128

卖方：湖南纺织服装进出口公司

买房：鹿特丹纺织品进出口公司

兹经买卖双方同意按照以下条款由买方购进卖方售出以下商品：

商品名称：印花布

规格：25米×20米

数量：2000打

单价：每打2500元 成本，保险加运费到鹿特丹价

总值：500万元

包装：结实木箱

保险：卖方投保发票价值110%综合险和战争险

装运时间：2009年11月

装运港：中国湖南岳阳

目的港：鹿特丹

装运唛头：卖方选择

付款方式：不可撤销信用证，即期汇票

由中国湖南长沙2009年9月18日制定签署

买方                       卖方

签名                       签名
Module Eight
Task 1
Dialogue 2 

1. see the sample of the packing     2. beautiful and attractive
3. a transparent plastic bag 4. a standard export carton  5. quite tough 

Dialogue 3  
1. light and easy    2. compensation    3. much higher

Exercises 

I. 
 1 → A       2 → C     3 → B     4 → H

5 → F       6 → E      7 → D     8 → G

II. 
1 container  2  water proof   3  fragile    4  weight

5 country of origin  6 discharge  7  damage  8  padding 

III. 1 F     2 F     3 F    4 T    5 F 
IV. Translate the following sentences into Chinese.
1. 我们的包装实现了标准化，这在许多出口装运中已证明是成功的。

2. 请务必做到包装牢固，以经得起粗暴搬运。

3. 衬有塑料层的纸板箱能防止损坏，也便于搬运。

4. 请按照我方指示包装货物。

5. 为了把运输中的损坏减少到最低程度，我们坚持用坚固的木箱包装。

6. 请采取必要的预防措施使包装保证货物不受潮湿或雨淋，因为这些衬衫在运输途中容易受潮或被雨淋湿。
Task 2  

Dialogue 2 

1. the end of September    2. a month    3. three shifts   

4. by the end of October    5. three months 
Dialogue 3  

1. out of stock, fully committed, fully booked   2. by air,  the retail price    

3. Transshipment via Hong Kong 
Exercises 

I. Put in the missing words:

Dear Sirs，
We thank you __for__ your Letter of Credit No.F-120 amounting __to__ US $ 1,050,000 issued in our favor through The Hong Kong & ShangHai Banking Corporation.

_With__ regard to shipment, we regret very much to inform you that, despite strenuous efforts having been _made__by us, we are still unable to book space of a vessel sailing _to___Jakarta direct. The shipping companies boat told us that, __for__ the time being, there is no regular boat sailing between ports in possible, for us to ship these 10,000 metric tons of sugar to Jakarta direct.

In view _of__ the difficult situation faced by us, you are requested to amend the L/C to allow transshipment of the _goods__ in Hong Kong where arrangements can easily be made _for__ transshipment. Since this is something beyond __our__control, your agreement _to___our request and your understanding of our position will be highly appreciated.

We are anxiously awaiting the amendment __to__ the L/C.

Yours faithfully

II．
1. D    2. A    3. D    4. C   5. D 
III. 
A: Shall we discuss the time of delivery? 

B: Certainly.

A: When is the earliest shipment we can expect? 

B: Within two months after receipt of your L/C.

A: As we are in urgent need of these prints, could you manage to hasten the delivery?

B: Let me see. The fact is that we are heavily committed for the next few months; we’ll do our best to advance the shipment of your present order. What about 40 days after receiving your credit? This is the best we can do for you.

A: That is satisfactory. Thank you for your cooperation. 

IV. 
通常如果您提前租赁一只船或订好仓位，装运不会有任何问题。然而，有时也有一些例外的情况，比如当仓位不足或没有直轮开航的时候，我们就不得不采取转船或分批装运的办法以便赶上交货日期。如果允许分批装运的话，我们就不必等待整批货物备齐再发送，我们可以将现有的货物及时发运以满足顾客的急需。如果没有从上海到纽约的直轮开运，我们可以将货物在香港转船。在这两种情况下，你都必须修改信用证。
Task 3 

Dialogue 2 

1. marine insurance   2. the buyer   3. 150  
4. a survey report    5. prompt and equitable  

Dialogue 3  

1. All Risks, War Risk   2. partial, total   3. broadest, standard
Exercises 

I. 1. cover     2. to be effected   3. against    

4. above    5. take out    6. provided
II. 1. the surveying agent   2. the claim setting agent.  3. a local competent surveyor
4. a Certificate of Loss or Damage  5. Shorthand Memo  6. the consignee 

7. inherent vice   8. normal loss of the insured goods
III. 

保险公司是一个国家最重要的资产来源之一，因为通过对外服务，换取外汇，可平衡对外贸易差额。需要大量进口的国家必须尽可能出口以换取外汇。进口支出超过出口收入时，被称为“贸易逆差”。但这种逆差通常可以由对外服务来弥补，即一般所说的“无形资产”，因为不涉及有形的商品和货物。对于所有国家来说，保险都是最重要的无形资产来源之一。

IV. A: One of my customers is in urgent need of men’s leather shoes, so I have just ordered a lot for him. I would like to have the goods insured. Could you please tell me what sort of insurance policy I should take?

B: Since your shoes are not fragile goods, and they are not likely to be damaged on the voyage, I think FPA will be good enough.

A: What is the scope of coverage of your insurance? And how is the premium is going to be calculated? 

B: For FPA, it is just the normal coverage and you don’t have to worry about the premium. However, if you want to enlarge the coverage, the extra premium will be yours. 

A: If I want to add some extraneous risks, can you give us a premium rebate? 

B: I am afraid you have to talk to PICC, we cannot make the decision. We can just insure the goods on behalf of you.

A: How long is the validity of the insurance policy?

B: One year. By the way, you need to submit an application for insurance to the underwriter if you’d really like to insure your property.

A: OK. I will do that. I hope that we can go through with all the necessary formalities as soon as possible in order to get our goods insured. 

B: OK. Let’s look at the insurance contract now.
Module Eight

Task 1  

Exercises

1. Marketing  2. Accounts  3. After-sales  4.Sales  5. Order Processing

Ⅱ.
(1) What’s the matter?

(2) What about checking with other hotels with conference facilities. There are quite a few in this area.

(3) Why don’t you tell your boss and ask for two more days? I am sure he will understand.

(4) This is not really your fault. You should check with the Office Supply and let the employees know why the computers have not been delivered.

(5) No Problem.

Ⅲ.
(1) calling (2) seems(3) mistake (4) ordered(5) sent(6) order (7) line(8) check

(9) sorry (10) problems(11) refund(12) delivery
Ⅳ.
1. d  2. b  3. c  4. e  5. a

Task 2 

Exercises

Ⅰ.
1. 你有什么证据来证明你的索赔是合理的？

2. 我们对此没有责任
3. 抱歉我们无法全额赔偿。
4. 为证明我们索赔主张，我们向您发送一份检验检疫局签发的海关调查报告。
5. 改坏损一定是我方不熟练的包装造成的，请接收我们深深地歉意。
6. 我们非常感谢你们对这件事情的处理，我希望我们能在未来的合作中互利互惠。
Ⅱ.

	Dear Mr. Olsen

Thank you for your letter of Jan 20 regarding our order number AS 671.

I am afraid that the fax we sent on Jan 2 was a mistake. The products are damaged and have some flaws when we unpacked them.
Would you please send an expert to examine them as soon as possible? If it cannot be repaired, we will need a replacement.

I look forward to hearing from you.

Yours sincerely

B. Rogers



Module Ten Meetings
Task 1 

Dialogue 1 

How was your holiday?
Are you going away this summer?

OK. Shall we start?
Now, the first thing we need to talk about…
So, your’re going to … and I’m going to…
Let’s meet again next month.

Right, what date would suit you?
Dialogue 2 

1. Two plans

2. Plan A. Because their clients need is fashion and comfort and plan A is the right style.
Dialogue 3

I.   S             S

S             C

C             /

S             S

S             /

C

/

    S             C

II. Sarah’s predictions which didn’t come true were:

There will be two of us at the meeting—There were three of them.

I’m going to take notes—Bob’s assistant made notes.

It will overrun—It finished on time.

Carlos’ predictions which didn’t come true were:

It will be a difficult meeting—It was easy.

There will be three of us at the meeting—There were only two of them.

We are likely to disagree—They agreed about most points.

It will overrun—It finished early.

Passage reading 

1. a 4    b3 (and/ or 2)    c1   d 2(and/or 3)   e 1
2. These questions encourage the students to read the passage carefully.
Exercises

I.1.trade fair        2. attend       3.bring forward      4.rearrange  

5. advance booking    6.  venue    7. invitations       8. crowded

II. These are open-ended questions.

Task 2 
Dialogue 1

	4.10:00  Presentation on New San Marino products ( Julie King and Nancy Moore )

4.10:00  Presentation on changes to export procedures ( Andrea Rossi )

10:30  Coffee break

5. 11:00   Teams meet in Meeting Rooms 2, 4 and coffee room ( separate agendas)

6. 12:30   Reports from teams

7. 13:30   Any other business

8. 13:15   Details of next meeting

  13:50   Lunch in canteen ( 13 people )



Dialogue 2 

1.before four o’clock

2.to approve the minutes of their last meeting

Dialogue 3 

1.their human resources agenda
2.a lack of qualified applicants, as well as not enough incentives to current employees
Passage reading
Exercises 

I. This exercise increases the students’ awareness of the difference of formal and informal expressions in different meetings.
II. This exercise gets the students to practise relevant expressions used in a formal meeting.

III. speaker                           speech

      specialist       specialize

attend            attendance

                                      promotion

present           presentation

guide         guide

host

2. specialists    3.hosting   4. attendance   5. promoters

6. presentation   7. speech    8. guide         

Task 3  
Exercises

I. bargaining   offers   concessions   compromise    deadlock    

gain    agreement    priorities     reactions

Monologue 1

Asia

America  

America

Asia

Monologue 2

Europe

Australia

Europe

Australia

Europe

Australia

Europe

Australia

Dialogue 1

	Suggestion                     Who suggests this     Does the other agree?

	 Intallation        

This month                   __   Donna_____         ____yes_____

During the day                 __   Kevin____          ____no_____

At night so as not to disrupt office  ___  Donna____         __  no_____
At the weekend                 __   Kevin ___          _   yes____


Dialogue 2


It’s a great pleasure to see you, Mr. Tom. I believe you have seen the exhibits in the sample room. May I know what particular items you are interested in?
Thank you for your inquiry. Would you tell us the quantity you require so as to enable us to work out the offers?

Here are our FOB price lists. All the prices in the lists are subject to our confirmation.

As a rule, we do not allow any commission. But if the order is large enough, we’ll consider it.

We’ll discuss this when you place your order with us.
Passage reading 

I. (1) sales  (2)  new business    (3) personnel  
(4) new developments  (5) investment
II. These questions encourage the students to read the passage carefully.

Exercises

III. 1. We are glad to cooperate with you on this project and give necessary assistances.

2. This morning we had a technical discussion for half an hour before entering into business discussions.

3. Since the price gap is very wide between two parties, shall we suspend the discussion?

4. How can we convince users of the competitiveness of your offer?

5. The price should be fixed according to the world market situation, so we take this transaction as a special case.
Planning
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Woman: So tell me something about your new job.


Armel: Well, the work’s very interesting, but it’s also very stressful.


Woman: Oh, really? Why’s that?


Armel: Well, to begin with, I have to work very long hours. I have to be in the office at seven most days. And then I also have to travel a lot.


Woman: Do you? Do you have to go to conferences?


Armel: No, no. I have to, er, visit our customers, and they’re all over the country so I’m hardly ever at home during the week.


Woman: Oh, I see. Do you have to use your own car?


Armel: Fortunately not. I’ve got a company car. That’s one of the perks of the job. And the other good thing is that, er, I can take my holiday when I like. I don’t have to take it in the summer any more.


Woman: Oh, that’s good.








Armel: But I haven’t told you the worst thing. I have to write a monthly report for my boss.


Woman: Well, so do I.


Armel: Yes, but it has to be in English.





Interviewer: People usually think of stress as a bad thing. Is that always true?


Jennifer: Not always. We need stress in order to lead interesting lives, to motivate us to get up in the morning, go to work and so on. But too much stress is bad for us—it can lead to terrible feelings of anxiety, fear and anger.


Interviewer: Aha.


Jennifer: Stress can be caused by something negative like the death of a partner or losing your job. But it could even be something positive like a new partner or going on vacation.


Interviewer: Yes, I suppose you’re right. I hadn’t thought of that!











Jennifer: Anyway, it doesn’t matter what the cause is, you shouldn’t rely on caffeine or aspirin to keep you going , and you certainly shouldn’t eat too much, or eat badly—you know, fast food, hamburgers, that sort of thing.


Interviewer: Ok. What are the other things to avoid?


Jennifer: Well you shouldn’t try to deal with stress by drinking alcohol. That just makes it worse.


Interviewer: Right. Now what do you do in your organization to reduce stress among your employees?


Jennifer: Well, reducing stress among our staff is very important, so we give them space to relax while they are at work. There are special areas where they can relax, take a nap if they want to, play table football……


Interviewer: Table football!


Jennifer: Yes, our employees love table football! But they have the chance to get the real exercise too—we offer free membership at a health club near the company. They can work out at the gym there.


Interviewer: Right…..


Jennifer: And in the evening our employees can go to art or music classes learn a language whatever they like. The company pays for all this.


Interviewer: Wow!


Jennifer: Yes, as I said, we take the well-being of our staff very seriously……





Hello, this is Juliet Taylor from Personnel Potential Incorporated, and I’m calling for Ms Tricia Stuart. We’ve had a lot of enquiries about your executive secretary courses, but we haven’t got any brochures. Could you please send some—about 50—to me at 114 Canal Street, Meriden, Connecticut? That’s 114 Canal Street, Meriden, and the zip code is 06450. Please send us an E-mail to confirm this. Thanks.





This is Eric Jansson from Nordgren, Sweden. I’m calling about Ms. Axelsson’s visit to MacPherson and Company in Glasgow in July. Could you please book a single room with bath from the twenty-first to the twenty-third of July? Please send me confirmation of the booking.





This is Mr. Takamitsu from Yokohama. We’ve got a problem with parts in Production at the moment. Could you send us a batch of F110s by the end of the week? That’s 500 pieces, part number F110 and we’d like them sent to the factory. I’ll send you an E-mail to confirm this. Thanks.





Presenter: Women have been the job market’s big success story in the past twenty years. But as they have found jobs, men have lost them. This week we ask whether women have driven men from the workplace. Over to Ms Holmes.


Holmes: In the past two decades, every country in the Organization for Economic Cooperation and Development has seen a rise in the number of women who enter the workforce. At the same time, the number of men in work has fallen. There are two reasons for this. Firstly, younger men have stayed in education longer; secondary, older men have been taking earlier retirement. As a result, in America, for example, 46 percent of the workforce are now women. And if things continue like this, the typical worker in some rich countries will be a woman by the 21st century.


Presenter: Why are more women going out to work nowadays?


Holmes: Most of the increase is a result of the way married women arrange their lives. In the past, most women stayed at home to look after their children; now they return to work as soon as their youngest child is at school—or often sooner.


Presenter: But is it easier for women to find jobs than for men?


Holmes: Yes, but this is because in all rich countries, most women do just a handful of jobs, they are secretaries, shop assistants, cashiers, nurses, kitchen hands, nannies and so on.


Presenter: So women are not taking men’s jobs.


Holmes: No, not at all. But what has happened is that ‘women’s ’jobs have expanded while traditional ‘male’ jobs have been disappearing. For example, women are less likely than men to work in manufacturing. So as manufacturing jobs have disappeared, it’s mostly men who have been thrown out of work. On the other hand, employment in service industries has increased. And women have benefited from this……








I started working from home a couple of years ago. Er……the first thing I found was that my working week became much shorter……er……when I was in London I would work from nine in the morning until seven at night and then I came down here and found I was doing the same work in two or three hours. The main reason was that I didn’t have to bother about the staff of my holiday company. You see, I became the company’s only employee; the rest of the company went freelance. Take my secretary, for example. She moved to Ireland, bought a house and doubled her salary by working for several bosses instead of one. So, you see, I think telecommuting is a good thing. I’d recommend it to anyone.





I started working from home a few years ago. My season ticket on the train cost me over $1,000 a year, and most days the trains were late or overcrowded. I used to leave home at seven thirty, and if there was an important meeting, I might not get home until nine o’clock! It was the stress of travelling that made me decide to change the way I work.


Now, I find I can get much more work done, and I’m much happier and more relaxed. I can meet friends for lunch, do my shopping, even go away for the day. I still have to go up to the city for meetings, but now I enjoy my trip to the office and the chance to see old colleagues and friends. The bad side is that I don’t get paid while I’m away on holiday or when I’m sick, but I think that the good points outweigh the bad.








I’m a computer consultant. I used to work for IBM, but now I have my own business. I’m based in Connecticut, but I telecommute with clients all over the States and in London and Paris, too. I spend about 100 nights a year on the road, but I manage to keep in touch. Hotels can be a bit of a problem. Some of them don’t understand the kind of things I need, you know, a desk with good lighting, a phone jack, and somewhere to plug the equipment in. But it’s much better than when I first started. In fact, most of them are really computer-friendly now.


I work for an investment company in New York City. When I had the baby last year I worked full-time from home for five months. I then worked as a part-time telecommuter for another six months. It was great. I could work better at home, because there were no distractions. No one coming in and wanting to chat. What I liked best was that I could work for several hours at a time. Then I could take a break and be with my child. I’ve now gone back to work full-time, but I still like to use my home office for overtime work. I do some work-ups at night and I use it for brainstorming on the weekends.


I work in the media relations department of a telecommunications company. I telecommute from home at least one day a week, sometimes more. The company puts through calls from the office, and I use a laptop computer to get information from their computer. I find that it’s much easier to concentrate when working at home because it’s quieter. It’s also more convenient when I have overtime work. I don’t have to get in the car on a weekend and drive 45 minutes to the office. I just go into the study, call up my reports and do it. It’s really very productive.








Li Cheng: Our products are available in various models and sizes. Here is our latest catalogue, which shows most of our products. We will not only supply you with the highest quality goods but also provide a good after-sale service. And if you find the quality of our products unsatisfactory, we’re prepared to accept return of the rejected material within a week.


Black: Thank you for your introduction.





Right. Now, about this new store we’re opening, we’ve decided that on the day it opens, each customer who buys something in the store will receive a promotional gift, I think we can expect a good turnout on the first day. We’ll be advertising in the local press the week beforehand and on billboards, and on local radio. We’ve allocated a budget of $2,500 for this promotional opening, and what I’d like you to do is to find a suitable gift. Or, er, gifts, I don’t think it necessarily has to be the same for everyone. I think we can expect a lot of young mothers, and also a lot of teenagers and I think you should aim for about 5,000 items.





Now the one thing that is important is that the promotional items should have our name embossed on them. If you have any questions I’ll be back in the office at the beginning of next week.
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