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内容概要

　　《商务英语会话手册》的内容涵盖人们日常生活的方方面面，将进行口语对话时遇到的各种情况
、场合所需的英语句子囊括其中，易查易用，即学即用。
易于举一反三，触类旁通。
　　相信本套新版&ldquo;英语会话突破书系&rdquo;能帮助您扫清英语学习中的一切障碍，顺畅地与
外国人进行英语口语的交流。
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书籍目录

商业英语会话English Conversation for Commerce一、电话（英语会话）Phone Calls1．回电话Answering
Phone Calls2．留口信Taking a Message3．打电话Making Phone Calls4．商务处理Conducting Business二、
办公室内（英语会话）In the Office1．与同事交谈Talking with Colleagues2．与老板交谈Talking with the
Boss3．与部属交谈Talking with Employees三、问候和演说Greetings and Speeches1．问候Greetings2．致
词Speeches四、谈判（英语会话）Negotiations1．开始谈判Opening Negotiations2．关于我方产品About
Our Products3．关于其他公司产品About the Other Party&rsquo;s Products4．运输和付款条件Conditions
of Shipment and Payment5．谈判终结Closing the Deal6．签订合约Contracts五、会议（英语会话
）Meetings1．程序Procedure2．问与答Questions and Answers3．讨论事项Discussions六、商品推介（英
语会话）Introduction1．介绍开始Beginning2．商品介绍Description of Products3．结论Conclusion七、人
事（英语会话）Personnel Matters1．应聘人员面试Interviewing the Applicants2．与员工交谈Talking with
Employees3．应聘工作Applying for a Job八、接待外宾Reception of Foreign Guests1．到机场接外宾Picking
Foreign Guests up at the Airport2．客人的膳宿Accommodations3．从饭店到办公室From the Hotel to the
Office4．带贵宾参观工厂Showing Guests around the Factory九、款待（英语会话）Dinners1．商务午
餐Business Lunch2．商务宴会Business Parties3．晚宴Dinners十、商务旅行（英语会话）Business Travel1
．从机场到饭店From Airport to Hotel2．在饭店At the Hotel3．访问公司Visiting the Company4．回
国Coming Back Home十一、附录Appendix1．英语会话短语集Phrases for English Conversation2．英语面
试问答English Interview餐饮英语会话English Conversation for Restaurant一、早餐会话Breakfast二、咖啡店
会话Coffee Shop三、购票制餐馆Ticket System Restaurant四、烤肉餐厅Grill-Dining Room五、在餐厅内会
话In the Restaurant六、餐饮常用语Phrases for Restaurant女性上班族英语会话English Conversation for
Working Women一、单身生活篇Single Lifo1．每天早晨洗头发A Shampoo Every Morning2．工作中睡着
了Falling Asleep at work3．亲手做健康午餐Health Conscious Lunch4．期待发薪日Can&rsquo;t Wait till
Pay&mdash;Day5．找房间Hunting for a Room6．我需要一辆汽车I Want a Car7．你是什么星座？
What Star Sign Are You？
8．向高尔夫球挑战Challenging Golf9．你知道经理的血型吗？
Do You Know the Manager&rsquo;s Blood Type？
10．从家乡来的电话Telephone from Home11．参加朋友的结婚典礼Going to a Friend&rsquo;s Wedding12
．高龄生育Having a Child Over Age13．倒茶须知Being a Good Tea Maker14．恶劣的同事Nasty
Colleague15．花整天时间打扫Spending a Whole Day Cleaning16．我喜爱独居生活I Love Living on My
Own17．厕所里的谣言Gossiping in the Lady&rsquo;s Room18．我们要去欧洲吗？
Shall We GO to Europe？
二、事业成就篇Career1．要以笑容接听电话Answering the Phone with a Big Smile2．不要忘记做笔
记Don&rsquo;t Forget to Take Notes3．错误要立刻更正Errors Must Be Corrected Right Away4．我是电脑高
手Ask Me Anything About Computers5．加班无怨言No Complaints Against Overtime6．社交是工作的一部
分Socializing Is Part of Work7．我能处理任何怨言I Can Handle Any Complaints8．嗜好迟早会有用处
的Extra Skill Comes in Handy9．喜爱卡拉OK歌唱Favorite Songs for Karaoke10．换工作提升工作经
验Change Jobs and Upgrade Your Career11．我想拥有自己的店I Want My Own Shop12．管理自己的财
务Managing Your Finance三、工作压力篇Working Pressure1．我好像患了五月病I&lsquo;ve
Get&ldquo;GOGATSU-BYO&rdquo;2．繁忙累死人Rush Hour Is Tough3．老板生气&mdash;&mdash;恐
慌The Boss Is Angry！
&mdash;Pamic！
4．我的工作真烦人My Job Is Boring5．我很想结婚I Feel Like Getting Married6．我们反对性骚
扰We&rsquo;re Against Sexual Harassment！
7．用运动解除压力Spots Feel Good8．什么叫做松弛？
What Is&ldquo;Relaxation&rdquo;？
9．辞去公司工作Leaving The Company四、谈情说爱篇Love1．秘密恋爱是很刺激的Secret Love Is
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Exciting2．每晚打恋爱电话Love Calls Every Night3．他爱吃中国菜He Likes Chinese Food4．他的生日送
什么礼物呢？
What to Get for His Biahday？
5．我为他做巧克力糖I Made Chocolate for Him6．他会送更多吗？
Will He Give Me More？
7．跟谁度圣诞呢？
With Whom on Christmas？
8．跟他滑雪度新年Spending the New Year Skiing With Him9．我被甩了1 was Dumped10．有人来相亲An
Offer for an Arranged Marriage11．她要结婚了She&lsquo;s Getting Married12．虽然说&ldquo;三
高&lsquo;Three High&rdquo;Guy13．我的新男友是个商人My New Boyfriend is a Businessman14．她订婚
了She&rsquo;S Engaged！
五、听说内心话Listening and Speaking Words in One&rsquo;S Heart1．和小猫聊天My Darling Pet Cat2．还
不到结婚的时候Too Early To Get Married3．电话长聊Phone Chat4．吵架后重修好Making up After a
Quarrel5．近来吸烟量增加了Smoking a Little Heavily These Days6．贪吃体重增加了Putting On Weight
After a Breakup六、娱乐篇Entertainment1．做有氧体操使心情愉快Doing Aerobics Feels Great2．开车兜
风Out for a Drive3．喧闹的网球Uproarious Tennis4．在冲绳岛潜水Diving in Okinawa5．在我家举行宴
会Let&rsquo;S Have a Party at My House6．试吃民族菜Trying Ethnic Food7．欢迎参加我们的茶
座Welcome to Our Tea Ceremony8．周末约会Date on Weekends9．我找到一家好餐馆I Found a Nice
Restaurant10．我在赛马中获大奖I Won the Home Race11．洗温泉恢复精神Hot Spas Refresh Me12．音乐
会充满兴奋Concerts Are Exciting七、打扮光彩亮丽篇Dressing1．性感按摩对减肥有效吗？
What&rsquo;S Aesthetic Treatment？
2．我们去购物Let&rsquo;S Go Shopping3．熬夜是美容的敌人It&rsquo;S Bad to Stay up late4．发型是美容
师决定的The Beautician Does it5．我用天然化妆品I&lsquo;m Using Natural Make&mdash;up6．我节食成
功了I Sueceeded in Dieting7．恋爱能使肌肤光滑有活力Love Can Make Your Skin Glow八、想要出国留学
篇To Study Overseas1．请假出国留学Taking Time Off Work to Stuay Overseas2．带什么礼物给住的人
家Present for the Host Family3．自我介绍Self-Introduction4．请说慢一点Please Speak Slowly5．思
乡Homesick6．我有朋友了I&rsquo;ve Got a Friend7．和男朋友跳迪斯科Disco Dancing with a Boyfriend8．
跟不上课程Can&rsquo;t follow the Classes9．听不懂笑话Don&rsquo;t Get the Joke10．告别会Farewell Party
九、怀孕与生产Pregnancy and Giving Biah1．预约检查Appointment with a Doctor2．通知流产Miscarriage3
．怀孕初诊First Inspection4．生产当天Day of Childbirth十、美发与购物Hairdressing and Shopping1．在
美容院At the Beauty Parlor2．在百货公司In Department Store3．看目录购物Shopping by the Catalog十一、
宴会与社交Party and Sociality1．举行晚餐会Having a Dinner Pafly2．把孩子托管Having a Babysitter3．在
餐厅吃饭In the Restaurant十二、表示爱的100句One Hundred Expressions Regarding Love
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