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Key to Tasks

Unit 1
Task 1
Suggested answers:

1.
B  2. D  3. A  4. A  5. B

Task 2

Suggested answers:

1.
K. M. Abduah, the exporter.
2.
The exporter replies the importer for establishing business relationships and informs of their sending some relevant materials.

3.
The recipient asked about the products categories and the prices.

4.
The writer tries to reply in a concise and courteous way.

Task 3

Suggested answers:

1.
The writer gave a brief introduction of the background and aim of the report.

2.
The writer briefly introduced the methodology applied in conducting the research.
3.
The writer presented the facts and ideas afterthe investigation.

4.
The writer made a conclusion on the research reult of the employees’ job satisfaction.

5. The writer presented some suggestion for dealing with the problem.
Task 4

Suggested answers:

1.
很高兴得知您获得ABC公司那份工作。

2.
贵公司新店开张，谨致以我们最热烈的祝贺。

3.
我相信将来您一定大有作为，现在仅仅是个开始。

4.
凭借在饮食业的丰富经验，我们能为顾客提供最好的服务。

5.
我们希望贵方能对货物满意，并期待收到贵方更多的订单。

6.
We look forward to a happy and successful business relationship with you.

7.
It is exciting to learn that your company has won the first prize in sales in 2012.

8.
Thank you for your immediate/prompt settlement in this matter.

9.
We can provide you with/offer you the most favorable price.

10. We will guarantee prompt delivery.

Task 5

Suggested answers:

1.
enquire  2. advertisement  3. I would like to know  4. possible  5. information

6.
looking forward to

Task 6

Suggested answers:

1.
C  2. E  3. B  4. A  5. D

Unit 2

Task 1

Suggested answers:

1.
C  2. B  3. A  4. B  5. C

Task 2

Suggested answers:

1.
The institution(the sender), the address, the postal code, the telephone number and the date.

2.
The name and title of the recipient, the division and company names, the address and postal code.

3.
The writer expresses their demand of upgrading their upgrading our computer system to the receiver.
4.
They will use the following criteria to choose a system:

(1)
Ability to use their current software and data files.

(2)
Ability to provide auxiliary services, e. g., controlling inventory of drugs and suppliers, monitoring patients’ vital signs, and faster processing of insurance forms.

(3)
Freedom from down time.

Task 3

Suggested answers:

1. Provide background information and stated the purpose of the report;

2. Analyze the existing problems and draw out a possible solution;

3. Provide the specific solutions to the problems which have been performed;

4. Make a conclusion on the slimming-down scheme;

5. Recommend consultation with the union before taking actions.
Task 4

Suggested answers:

1.
Your early reply would be highly appreciated.

2.
We hope you are satisfied with our goods, and look forward to receiving your further orders.

3.
We look forward to further cooperation with you.

4.
Currently, I am engaged in the investigation work of the project, and I’ve made the following achievements.

5.
The research reveals there is a growing market for these kinds of products.

6.
您要求退款的请求已经被批准，相信您得知这一消息后一定很高兴。

7.
顾客将享受到我们技术熟练的员工所提供的最优质服务。

8.
对于任何不便之处我们再次表示歉意。

9.
目前调查的主要结果总结如下。

10.
这个建议是基于我前三年研究提出的。

Task 5

Suggested answers:
1.
With reference to your request for training of your staff

2.
I apologize that
3.
Could you please

4.
Best wishes

Task 6
Suggested answer:
Satisfaction with Employee Benefits

Terms of Reference

Mr. Hua Chen, Director of Personnel, has requested this report on satisfaction with employee benefits. The report was to be submitted to him by June 28.

Procedure

A representative selection of 15% of all employees were interviewed in the period between April 1st and April 15th concerning:

1. Overall satisfaction with our current benefits package;

2. Problems encountered when dealing with the personnel department;

3. Suggestions for the improvement of communication policies;

4. Problems encountered when dealing with our HMO (Health Maintenance Organizations).

Findings

1.
Employees are generally satisfied with the current benefits package. But there are problems when they request vacation due to long approval periods.

2.
Older employees repeatedly have problems with HMO prescription drug procedures.

3.
Employees between the ages of 22 and 30 report few problems with HMO.

4.
Most employees complain about the lack of dental insurance in our benefits package.

5.
The most common suggestion for improvement is processing benefits requests online.

Conclusions

1.
Employees over 54 years old, are having serious problems with our HMO’s ability to provide prescription drugs.

2.
Our benefits request system needs to be revised as most complaints concern in-house processing.

3.
Improvements should be made in the response time of personnel department.

4.
Information technology improvements should be considered as employees become more technologically savvy.

Recommendations

1.
Meet with HMO representatives to discuss the serious nature of complaints concerning prescription drug benefits for older employees.

2.
Give priority to response time of vacation request as employees need faster approval in order to be able to plan their vacations.

3.
Take no special actions for the benefits package of younger employees.

4.
Discuss the possibility of adding an online benefits request system to our company’s Intranet.
Unit 3

Task 1

Suggested answers:

1.
B  2. B  3. A  4. D  5. C

Task 2

Suggested answers:

1.
The second notice is written in a complete sentence while the first notice provides only phrases about key information.

2.
The right bottom corner of the notice.

3.
Before Thursday, September 10.

4.
Ms. Margrette Nasmith.

Task 3

Suggested answers:

1.
State the matter.

2.
Give detailed information about the person(s) or the thing(s) concerned, and the related time and place.

3.
Provide the issuer of the notice.

4.
Provide the issuing time of the notice.

Task 4

Suggested answers:

1.
将举办一次关于说服客户的培训课程。
2.
请与订单处理相关的员工于早上10点钟在会议厅集合。
3.
FLN公司荣幸宣布新的连锁店中山路店将于11月22日（星期日）开业。
4.
全部商品打七折。
5.
我们很高兴地宣布新的分公司开业了。
6.
All staff should attend the meeting in Meeting Room II at 10 a.m. this Friday.

7.
Upon the decision of the board of director, Mr. Tony Brown is appointed Manager of Product Development Department.

8.
Someone who has picked up the wallet please give it to Lost and Found.

9.
All the goods are sold at twenty percent discount.

10.
All staff and family members are welcome to join in the Christmas Day activities.

Task 5

Suggested answers:

1.
Psychology Counseling Association

2.
Managing Your Emotions

3.
Pro. XXX of XXX University

4.
From 3 p.m. to 5 p.m. on October 21, 2017

5.
Meeting Hall on the third floor of Jinling Library

Task 6

Suggested answer:

Notice
All staff are required to attend the meeting in the Meeting Hall to discuss the reform proposals on Thursday, July 18, at 2:30 p.m..

参考译文：

通    知
请全体员工于7月18日（星期四）下午两点半在会议厅参加公司全体大会，讨论公司改革方案。
Unit 4

Task 1

Suggested answers:

1. C  2. B  3. D  4. C  5. D

Task 2

Suggested answers:

1.
Because it will be the 20th Anniversary of the founding of New Orange Company.

2.
It is on November 1, 2016.

3.
Mr. Bill Davis invites Mr. and Mrs. Jones to have dinner.

4.
The first invitation is formal and written on the invitation card, while the second one is informal and written in the form of a letter.

Task 3

Suggested answers:

1.
Provide the name of the inviter(s);

2.
Give polite expression of inviting;

3.
Provide the name of the invitee(s);

4.
Give details of the date, time and place of the occasion;

5.
Provide other information, such as the phone number for someone who cannot accept the invitation.

Task 4

Suggested answers:

1.
Erica Burns夫人诚邀恒东先生于12月2日（周五）晚上7点光临珍珠酒店参加宴会。
2.
若您能参加这次会议，我们将非常高兴。
3.
我非常高兴接受邀请参加兴达汽车公司的产品展示会。
4.
很抱歉，我不能接受邀请。
5.
很抱歉，我那天已经有其他约会了。
6.
We cordially invite you to be the host of the opening ceremony of the exhibition.

7.
We are looking forward to the participation of you and your wife.

8.
We are happy to accept your invitation.

9.
Thank you for inviting us to the cocktail party.

10.
I’m so sorry that due to the previous schedule I cannot join in the new product launching party.

Task 5

Suggested answers:

1. on behalf of          2. would be a great pleasure          3. reception party

4. due to the previous schedule         5. the party is a great success

Task 6

Suggested answer:


On the occasion of 15th anniversary of the founding of KEP Group
Mr. Alfred Wang, the President
requests the pleasure of
Mr. and Mrs. Barton Smith
to a reception at 9:00 a.m. on August 27
at Maple Hall, KEP Group Building
参考译文：
正值KEP集团成立十五周年，董事长Alfred Wang诚邀Barton Smith夫妇参加8月27日早上9点在KEP集团大厦枫叶厅举办的招待会。
Unit 5

Task 1

Suggested answers:

1.
A  2. B  3. C  4. B  5. D

Task 2

Suggested answers:

1. The memo is about the second session of online training program.

2. It is a request memo.

3. The department managers.

4. Lucy probably works in the Department of Human Resources.

Task 3

Suggested answers:

1.
Give the four key elements at the begginning.
2.State the purpose of the memo and the problem to be solved.

3.
Present the chairperson’s specific plan and tasks.

4. Restate the main point, thanking the readers, and looking to future action.

Task 4

Suggested answers:

1.
在培训前，每个人需熟悉网上聊天功能和白板选项。
2.
董事会急需获得个人电脑在中国市场体验的反馈情况。
3.
你表达了对我所期待的担忧，但我相信通过你的努力定能完成相关工作。
4.
如对备忘录中所提及事项有任何疑问，请随时咨询。
5.
根据需要我们应常会面，并且每月至少召开一次例会。
6.
Please encourage your staff to attend the session.

7.
Travel arrangements are subject to confirmation by the head office.

8.
I should like to know exactly what action has been taken.

9.
I’d like to remind you that next week’s special meeting of the board of directors has been postponed until May 2.

10.
Please urge him to look into this matter and give me a satisfactory solution.

Task 5

Suggested answers:

1.
feedback

2.
asks me to hand in a report to the Logistics Department

3.
I would like you to provide me with the following information

4.
Thank you for your kind cooperation

Task 6

Suggested answer:

Memo
To: All staff
From: Henry Smith, manager

Date: March 23, 2017

Subject: A proposal to donate used books
These days, it is frequently reported that students in the disaster-hit areas are desperately 


lacking educational resources. I put forward the proposal to donate used books to them. This donation can help enhance our social responsibility to help those in need. The used books will be collected in Room 201 before next Friday.

I hope everyone can give a hand to the students in urgent need.

Unit 6

Task 1

Suggested answers:

1.
D  2. B  3. A  4. B  5. A

Task 2

Suggested answers:

1.
Susan Tim was absent in the meeting.

2.
About $3,000 will be spent on the promotional efforts on the target market located in Argentina.
3.
The meeting was adjourned at 4:00 p.m..

4.
The meeting was seconded by Angel Wang.

Task 3

Suggested answers:

1.
The minutes of the previous meeting was read.

2.
A list of proposals were put forward and the motions were made.

3.
The plan for the next meeting was presented.

Task 4

Suggested answers:

1.
此项计划有布朗提议，得到了约翰逊的附议。
2.
卡尔•布莱克做了市场营销支出的汇报。
3.
大约3 000美元将用于阿根廷目标市场的促销工作。
4.
本次会议主要讨论关于年底前购置的主要设备。
5.
基于她所做的成本效益分析和相对性能统计数据，多数人投票赞成购置一台CBM X-12复印机。
6.
The meeting is presided over by Mr. Smith in the Meeting Room.

7.
The meeting was adjourned at 14:50.

8.
Several appointments and dismissals were announced at the meeting.

9.
The minutes of the last meeting was read and approved.

10.
The general manager has no right to make the decision.

Task 5

Suggested answers:

1.
Present

2.
was called

3.
presided over

4.
The motion/proposal was unanimously approved.
5.
will be held

6.
was adjourned

7.
Respectfully submitted

Task 6

Suggested answer:

Minutes of the Meeting of Class Two

Date：May 11

Present: The whole class

Apologies for absence：Li Yang, Wang Jing

The class meeting was called to order at 2:00 p.m. in Room 205, by Miss Wang. Ms. Fang gave a lecture on job hunting.

Ms. Fang mainly touched upon the aspects as follows：discovering who you are; deciding what to do; finding out about work; getting ready to apply; making applications; going for an interview.

Four students volunteered to ask questions. Li Yingzi asked which is better, go to work or further her study. Yang Chang’s question was how to deal with graduation stress. Chen Ting asked whether it is better for college graduates to enter military service. Yang Yaohui was worried about the choice of working in big cities or small cities.

Ms. Fang answered the students’ questions and gave some advice. She suggested that the new graduates should be passionate about work, make good use of time, and put in honest labor. Ms. Fang taught the students some skills in dealing with interpersonal skills, and told them to make self-examination sometimes.

The next meeting will be held on May 26.

Respectfully submitted,

Li Xue

Unit 7

Task 1

Suggested answers:

1.
B  2. C  3. A  4. D  5. C

Task 2

Suggested answers:

1.
Stainless steel cutlery, kitchenware and cookware.

2.
The company now employs more than 1,500 people.

3.
The vision is “To build a bright tomorrow with top quality”.

4.
It is an ISO9001:2008 certified company. The brand “Jiaqing(JQ)” has been successfully recognized as one of the Famous Trademarks of China.

Task 3

Suggested answers:

1.
The introduction part should provide the background information. It includes the business nature, history, location and reputation of the company.

2.
In the body part, a company is introduced in respects of: business scope, equipments, ranges of products, market, business contacts, strategic objectives, sales volume, etc.

3.
In the last part, express the goodwill and hope.

Task 4

Suggested answers:

1.
我们真诚欢迎世界各国朋友与我公司进行经济技术合作。
2.
本公司获市一级先进企业和明星企业称号。
3.
产品远销东南亚、南美、东欧等20多个国家和地区。
4.
我们产品严格按照国际标准生产制造。
5.
公司在过去几年里荣获多项荣誉称号。
6.
The company has more than 80 personnel in the research, development and design team.

7.
The excellent products and service of the company have won the favor of the domestic and foreign users.

8.
It covers a total land area of 23,000 square meters.

9.
The company has strictly complied with the quality control system.

10.
Our products enjoy a high reputation at home and abroad with the best quality and the lower price.

Task 5

Suggested answers:

1.
was founded  2. importing foreign-made products  3. headquarter  4. annual sales

5.
growing rapidly

Task 6

Suggested answer:

ABC Garment Co., Ltd. was initially involved with the garment industry in 2008. Over years, it has won the loyalty and trust from the customers at large with its honesty and trustworthiness and the superior quality, with its products widely sold to Malaysia, Singapore, Indonesia, Thailand and other countries in Southeast Asia.

At present the company has developed into a fashion garment enterprise highly integrating R&D, design, production, sales and service.

Unit 8

Task 1

Suggested answers:

1.
C  2. A  3. A  4. C  5. C

Task 2

Suggested answers:

1.
A name card includes the giver’s name, job position, company affiliation (usually with a logo) and contact information.

2.
All the contents on a name card should be arranged orderly with one’s name and company logo in a prominent position.

3.
Vice Sales Manager

4.
No.25 Zhongshan Road, Jieyang, Guangdong Province, China.

Task 3

Suggested answers:

1.
Personal employment organization is given above or in the upper left corner of a name card.

2.
Personal name is placed in the middle of a name card and title in the middle of a name card, under the name.

3.
Contact information is provided at the bottom of a name card.

Task 4

Suggested answers:

1.
嘉庆科技有限公司
2.
经济合作与开发组织
3.
机械设备进出口公司
4.
广东省深圳市福田区深南中路福田大厦28室
5.
山东省济宁市任城区太白东路12号
6.
Human resources manager, Beijing Xinhua Industrial Co., Ltd.

7.
Guangzhou Jite Logistics System Engineering Co., Ltd.

8.
Assistant Marketing Manager, Western Europe Section, Europe Department, Dongfang  Textiles Trading Co.,Ltd.

9.
No. 200, Linjiang North Road, Rongcheng District, Jieyang City, Guangdong Province.

10.
No. 220, North First Street, San Jose, California, USA. Postal code: 95131-2022

Task 5

Suggested answers:
1. Sales Manager

2. Address

3. Postal code

4. Fax

5. Website

Task 6

Suggested answer:


Guangzhou Dongfeng Technologies Co.，Ltd.
Liu Lihua

Human Resources Manager

Address: No. 28, Zhongshan Road, Huadu District, Guangzhou City

Tel: 86-20-88810333 
Fax: 86-20-88812336

Website: www.dongfeng.com.cn  E-mail: lihua@dongfeng-group.com

Unit 9

Task 1

Suggested answers:
1.
A  2. C  3. A  4. C  5. A

Task 2

Suggested answers:

1.
Promoting the Ocean Park.

2.
Cable Car, Shark Aquarium, Ocean Theatre and Middle Kingdom.

3.
Open-ended answer.

4.
Open-ended answer.

Task 3

Suggested answers:

1.
Attractive and clear title for the advertisement.

2.
Giving a general description of the target product, often including the advantages of the product.

3.
The supplementary items, such as contact information.

Task 4

Suggested answers:

1.
如果贵方能够在交货后15天内付款，将可以享受货物总价值百分之二的折扣。
2.
其尺寸为100×50×20立方毫米，重140克。
3.
我们是广州专门从事鞋类制造的领先公司之一。
4.
记住该价格有效期仅一周。
5.
我们的产品深受国内外顾客的欢迎。
6.
You can try our product free of charge for one week.

7.
Honor 8 will offer you most convenience and efficiency in your work.

8.
Star products of our company are highly praised by customers.

9.
Pehchaolin products have a long history and reliable reputation.

10.
The products in our shop are complete in specifications, with a great variety of styles.

Task 5

Suggested answers:

1.High Quality    
2. With the development of economy and improvement of living standards

3. we focus on Quality    
4. price from $99 to $999 per pair

5. We are looking forward to your order

Task 6

Suggested answer:


Best Bread from Best Baker

Cakes, bread, fresh milk

Super quality and various choices


Arrangement for children birthday party

An extra 25% off for orders within one month of opening

Best Baker offers you best breakfast.

Contact Best Baker

Tel: 188 8888 8888

Unit 10

Task 1

Suggested answers:

1.
C  2. B  3. A  4. A  5. C

Task 2

Suggested answers:

1. Metal Garden Model Decor

2. No, it isn’t.

3. Brightrade Handicrafts Manufacturing Co., Ltd.

4. Five.

Task 3

Suggested answers:

1.
Give the name of the product.

2.
Introduce the products features.
3.
State some technical parameters.

4.
Provide operating procedures.

Task 4

Suggested answers:

1.
物美价廉的产品最受人喜爱。
2.
这款山地自行车适合年龄10～16岁小孩。
3.
服用本品过程中请禁食辣椒、韭菜以及油炸、煎、炒类食物，忌食生、冷瓜果。
4.
请妥善保管好本说明书以便将来查询。
5.
来看看我们多种多样的电脑和打印机。
6.
Our products can fully satisfy the specific requirements of every customer.

7.
Our products are widely applied to medicines and food.

8.
Place the fridge on a flat, even surface.

9.
Avoid rain and soaking with water before the surface is dry.

10.
If you need any information or services, please visit the Philipson Website www.Philipson.com.
Task 5

Suggested answers:

1. Rules are meant to be broken.

2. provide the explosive speed needed

3. offers supreme comfort

4. for supreme comfort and feel

5. Imported

Task 6

Suggested answers:

1. Insert your card face up into the card slot on the teller machine．
2.
Enter your six-digit identification number on the numbered buttons.
3.
Press the button for checking or the button for saving．
4.
Enter the amount of withdrawal, either fifty or one hundred on the numbered buttons, and wait for your receipt to be printed.
5.
Remove your card from the slot. The drawer will open with receipt and your cash withdrawal in fifty-dollar packets.

All customers are limited to withdrawals of five thousand RMB in one twenty-four-hour period.

Unit 11
Task 1

Suggested answers:

1.
C  2. A  3. C  4. A  5. C
Task 2
Suggested answers:
1.
Any potential buyers.
2.
The company is one of the first mover for stainless steel cutlery and cookware business in    China since 1989.

3.
The company has internal sales competition in March, so they get very attractive discount    promotion with attached product list(most hot-sellers). If you order and pay deposit before March 30th, then you will get: 5% discount lower than normal selling price (as attached fixed price);1/4 MOQ than normal MOQ; normally their MOQ is 2,000doz for cutlery and 2,000 sets for cookware. Now is 500 doz for cutlery and 500 sets for cookware; full payment refunded if case of bad quality problem.

4.
Please be kindly to check the price list and back your comments. Anything referring price, quantity, service, please feel free to tell me for prompt solution. The promotion is specially and only for this March.

Task 3
Suggested answers:
1.
Get the readers’ attention by introducing Eagle’s sister company Net-Thing and its family of products designed to keep the customers connected to their network of customers and employees.

2.
Arouse the reader’s interest by introducing the Net-thing’s advantages.

3.
Emphasize the solid growth and great service of Net-thing and proving its benefits.
4.
Encourage the customers to find out more about Net-thing.
Task 4

Suggested answers:
1.
很冒昧给您寄送我们公司的简介和产品目录。
2.
我们很高兴为您献上一份我们生产的电话的目录，这里面包括各系列电话的详细说明及价格。
3.
我们是广州专门造鞋的最大公司之一。
4.
该产品受到国内外消费者的赞誉与青睐。
5.
我们的商品在国内外市场很受顾客欢迎。
6.
This product is the result of our latest technology.
7.
We would particularly like to draw your attention to our new set of products.
8.
Let us take the worry out of your travel arrangements by our excellent service.
9.
Our express/delivery service will provide you with precious extra time.

10.
There is other information which will help you know more about the company.

Task 5
Suggested answers:
1.
Do you want to know

2.
That is 25% off the regular price

3.
Any dissatisfaction having occurred

4.
Don’t miss the opportunity

5.
return the enclosed card

Task 6
Suggested answer:

Dear Sirs or Madams,
Are you searching for good-quality modern office appliances for higher work efficiency? Then ABC Best-Tech is right here for your choice. It will fulfill your business dream in all aspect.
We are a company specializing in manufacturing and selling modern office equipments such as printers, photocopiers and fax machines for over ten years. With excellent performance, high degree of reliability and a long period of use, our products enjoy a good reputation among our customers. Reports from all over the country can confirm this through the comments given by managers, office clerks, sales persons, etc.
You have already known our terms of dealing, but to encourage you to better try our facilities, for any initial transaction. we are pleased to offer you a special discount of 3%.

Hope to hear from you soon.
Yours sincerely,
Patty White
Sales Department
Unit 12
Task 1

Suggested answers:

1.
B  2. A  3. C  4. D  5. B

Task 2

Suggested answers:

1.
There are number of the contract, date of the contract, signing parties, place of business, place of signing, each party’s authority and recitals of whereas clause.

2.
There are the type of contract, the categories or scope of the contract, the technical conditions, quality, standards, specifications, quantities, the time limit, place and ways of performance, the price term, amounts to be paid, way of payment, various types of additional charges, whether the contract may be assigned of the conditions for assignment, the compensation and the other liabilities for breach of contract, and the methods for resolving disputes arising under the contract.

3.
The language of the contract, validity and signature.

4.
There are four parts.

Task 3

Suggested answers:

1.
Give background information of the two parties including their names and addresses.
2.
Provide the detailed information of the contract including the commodity and specification, quantity, unit price and the amount.

3.
State the time of shipment and term of payment.
4.
Relevant issues on copies and signature by both parties.
Task 4

Suggested answers:

1.
本协议书于1998年5月12号由良泰公司（以下简称甲方）为一方，与复意公司(以下简称乙方)为另一方签订。
2.
本合作经营企业合同，此后应持续有效两年。
3.
我方于2010年9月20日签署本文件，特此为证。
4.
如果因为卖方未能以电报或电传形式发出上述装运通知，买方不能及时安排保险，则卖方应对此产生的损失和/或损害赔偿承担责任。
5.
合同双方就本合同规定交易任一条款的适用和解释所产生的所有争议同意力求通过友好协商予以解决。
6.
The Certificate of Quality and Weight issued by P. R. China at the port of shipment shall be taken as the basis of delivery.

7.
The Seller is allowed to load 5% more or less and the price shall be calculated according to the unit price.

8.
Claims in respect to matters within the responsibility of the insurance company or of the shipping company will not be considered or entertained by the Seller.

9.
The Letter of Credit is valid for negotiation in China until the 15th day after the time of shipment.

10.
The Buyer shall open an Irrevocable Letter of Credit at sight.

Task 5

Suggested answers:

1.
compensation trade, the terms and conditions

2.
original copies, signing

3.
Force Majeure

4.
arbitration

5.
claim

Task 6

Suggested answers:

1.
dispute → disputes

2.
By → In

3.
Organization → Commission

4.
at → in

5.
Rule → Rules

Unit 13

Task 1

Suggested answers:

1.
B  2. D  3. C  4. B  5. A

Task 2

Suggested answers:

1.
Late delivery.

2.
1st, July

3.
The complainant asks for delivery within 5 days.

4.
They will cancel their order and ask for compensation.

Task 3

Suggested answers:

1.
Give the reason for the complaint, stating clearly the main problem of the product and the actions they will take.

2.
Provide a fully detailed narrative or description of the problem.

3.
State the expectation on how to deal with the situation.

4.
End politely to ask for response.

Task 4

Suggested answers:

1.
就个人而言，我觉得这完全不能接受。
2.
贵公司的产品远不及我的期望，我对此感到非常失望。
3.
我希望贵公司更换另一台新的电子词典，否则我将要求全额退款。
4.
我方对贵方在这件事情上所做出的的迅速回应表示感激。
5.
我们相信贵方会彻底调查此事并确保未来不会发生同样的情况。
6.
We found there was a shortage in delivery in the goods delivered by your company on August 3rd.

7.
We have to cancel the order if you could not deliver the batch of laptop computers by September 27th.

8.
We hope you could find the source of the problem and deal with it properly as soon as possible.

9.
This is well below the quality service provided by your company.

10.
We could hardly understand why the same problem with product quality could occur again in such short period.

Task 5

Suggested answers:

1.
our order number B587 of 4th, March

2.
when we took off the wrapping

3.
that we have to write to you about the same problem

4.
We hope that you will bear in mind

5.
we will ask for refund

Task 6

Suggested answer:


Dear Sirs or Madams,

We order 8 filing cabinets from you on 5th April on the understanding that they would be delivered within one week. However we still have not received them until this morning.

Unfortunately there have been similar delays on several previous occasions, and their increasing frequency in recent months compels us to say that business between us cannot continue in such conditions.


We have felt it necessary to make our feelings known since we cannot give reliable dates to our customers unless we can count on undertakings given by our suppliers.

We hope you will understand our position in this matter, and trust that from now on we can rely on punctual delivery of our orders.

I look forward to receiving your comments on this matter.

Yours faithfully,

Stephan

Purchasing manager

Unit 14

Task 1

Suggested answers:

1.
B  2. A  3. C  4. A  5. A

Task 2

Suggested answers:

1.
The order has been dispatched with wrong quantity.

2.
A typing error.

3.
The company has dispatched the balance by express courier and offer a 10% discount off the next order.

4.
They promised that the further orders will be filled correctly.

Task 3

Suggested answers:

1.
Acknowledge the customer’s complain, regret at the inconvenience, express concern, sympathy and understanding.

2.
Reject responsibility for the problem leading to the complaint .

3.
Explain why the fault should be taken by delivery company with reasonable facts.

4.
Provide advice on how to solve the problem and offer help to deal with the customer’s troubles.

Task 4

Suggested answers:

1.
得知错发货物，我方深表歉意。
2.
我方对所造成的麻烦做出真诚道歉并愿意承担所有过失。
3.
从您来信中所描述的细节看来，在这种情况下显然出了差错。
4.
我方对贵公司所面临的问题深表同情，但是很抱歉我们无法接受您的建议。
5.
我方相信您能接受这是一个公平合理的解决方法。
6.
We deeply regret for the serious problem pointed out in your letter on...

7.
With regard to this, we are sure the damage was made through careless handling during delivery and we advise you had better make a claim against the shipping company.

8.
We hope that you would be satisfied with the compensation plan.

9.
We apologize once again for the unfortunate mistake and can assure you that a similar incident will not occur again.

10.
From your comments it is obvious that on this occasion a mistake was made.

Task 5

Suggested answers:

1.
regret the inconvenience that it has caused you

2.
I am quite sure that your request

3.
I must remind you

4.
take place within 2 weeks

5.
this unfortunate accident will not keep you from

Task 6

Suggested answer:


Dear Mr. Jackson,

Thank you for letting us know that the potato chips are too soft to meet the usual taste standard. Please accept my sincere apologies for the trouble we brought.

We have been concentrating on the product quality all the time to make sure the snack to be well-tasted. However, it is obvious from your comments that on this occasion a mistake was made.

We have done some investigation and have learned that the unfortunate mistake came about because there was something wrong with the temperature sensors in the cooker, 


which kept falling or rising suddenly, and that’s why the samples don’t always pick up high fat levels.

We have already change the temperature sensors in the cooker and increase sampling rate to avoid the similar problem. We apologize once again for the mistake and can assure you it will not occur again.

We are pleased to offer a 20% discount for your next order as a gesture of our goodwill, and we hope you will continue to be a valued customer of Cooper.

Yours sincerely,

Winston Wright

Unit 15

Task 1

Suggested answers:

1.
C  2. B  3. C  4. D  5. C

Task 2

Suggested answers:

1.
The resume supplies the information of the applicant’s personal data, career objective, education history, language and computer skills, achievement, work experience, qualifications, and personality.

2.
It focuses on the most basic information of education experience as well as general personal information. It is clear and concise.

3.
The applicant’s strength is that she has got the professional certificate of international business English in 2016 and the general business knowledge relating to financial.

4. She wants to obtain an entry-level position related to import & export trade.

Task 3

Suggested answers:

1.
Give the applicant’s personal information and contact information.

2.
State the definite career objective.

3.
List the education experience in reverse chronological order.

4.
Present the work experience in reverse chronological order.

5.
Convince employers more information supporting work objective, such as qualifications, certificates and so on.

6.
Information of references is optional.

Task 4

Suggested answers:

1.
主修商务英语，课程涵盖如下：国际金融、综合英语、市场营销。
2.
熟悉计算机操作和微软办公软件。
3.
精通业务和技术。
4.
成功计划并组织所在大学的首届女子足球联赛。
5.
接受过有关人事管理和保持良好人际关系的教育。
6.
To obtain an entry-level position in a foreign trade company.

7.
Have a good command of two foreign languages: English and German.

8.
Good university education with Japanese as my major.

9.
Passed Test for English Majors, Band 8, proficient in English for science and technology.

10.
Ability to organize marketing campaigns and to supervise employees.

Task 5

Suggested answers:

1. Objective   2. Skilled in use   3. Clerk, Campus Copy Shop, 2014

4. Have a good command        5. First-class Scholarship, Sept. 2015

Task 6

Suggested answer:

Résumé

(Providing the applicant’s personal information and contact information.)

Career Objective

To obtain an entry-level position in an import & export company in Shenzhen

Education

2014-present: Foreign Languages Department of ABC Polytechnic

Coursework: English Listening & Speaking, English Reading, BEC, Business English Writing, Business Interpretation, Computers, etc.


Honors

First-class College Scholarship (2015-2016);

Second-prize in College English Speech Contest (Dec., 2016)

Qualification

Passed Band 6 of CET

References:

Available upon request

Unit 16

Task 1

Suggested answers:

1.B  2. A  3. C  4. C  5. B

Task 2

Suggested answers:

1.
Full block style.

2.
The position of business assistant to General Manager.

3.
The body part provides the information of the applicant’s education, qualifications, skills and so on.

4.
Yes.

Task 3

Suggested answers:

1.
Write the heading and the date.

2.
Present the salutation.

3.
Compose the body.

4.
Write the complimentary close.

5.
Add the signature.

6.
Enclose the attachment /Enclosure.

Task 4

Suggested answers:

1.
感谢您对本人的应聘予以考虑，并敬请尽快回复。
2.
如果您愿意接见本人以了解我的能力，我将随时恭候。
3.
据悉贵公司正在招聘一名具有丰富经验，并精通英语的销售经理。
4.
鉴于我在大学市场营销专业及相关学科的学习和对此专业的兴趣，请考虑我的申请。
5.
从报纸上得知贵公司目前尚有空缺，本人特此应聘。
6.
I am proficient in shorthand and typewriting and I have attained a speed of 100 and 90 words per minute respectively.

7.
Your advertised position of assistant to the marketing manager interests me。
8.
I am glad that I feel quite qualified for the position of sales representative you advertised.

9.
I wish to apply for the post of salesman advertised in China Daily of May 21.

10.
I have enclosed my résumé for your reference.

Task 5

Suggested answers:

1. May 12, 2015     2. apply for      3. enclosed        4. additional information

5. look forward to

Task 6

Suggested answer:


Dear Sir or Madam,

I am writing to apply for the post of assistant to the General Manager of your company. Your advertisement online interests me because the position that you described sounds exactly like the kind of job I am seeking.

I am a senior Business English major student in ABC Institute. Subjects which I have learned are relevant to the post mentioned include Business English, Marketing, Business Management, Business Communication, Customer Service and Computer Local Area Network. I have got Good computer skills and English proficiency.

During my studies I have got a part-time job in our department office. The successful office experience has improved my interpersonal skills, out-going personality and communication skills. I think I can be qualified for the post.


The enclosed resume summarizes the full range of my skills and qualifications. Please feel free to contact me if you need any additional information. I would appreciate your consideration and look forward to hearing from you.

Yours sincerely,

××××××
Encl: Resume
28
27

