






III

为了帮助广大英语爱好者更好地学习和提高自身的英语口语水平，我们

精心编写了这本口语练习与应用工具书。本书最大的特点就是将英语会话放在

特定的场景中进行，避免了人们孤立地学习英语单句、在不同的场合下错用英

语口语的尴尬局面。本书内容囊括了工作及生活中的点点滴滴，让读者在工作

与生活交际中，真正体会开开心心学口语的轻松快乐。希望本书能够博得大家

的喜爱，更希望本书可以让大家在短时间内提高英语口语交际能力，实现自己

流畅说英语的梦想。

图书在版编目（CIP）数据

外贸英语即听即说 / 周子骏等编著.—2 版.—北京：机械工业

出版社，2017.5 
（职场红人系列）

ISBN  978-7-111-57076-9
Ⅰ.①外…  Ⅱ.①周…  Ⅲ.①对外贸易-英语-听说教学

Ⅳ.①F75

中国版本图书馆 CIP 数据核字（2017）第 131222 号

机械工业出版社（北京市百万庄大街 22 号  邮政编码 100037）

策划编辑：郑文斌     责任编辑：尹小云

版式设计：墨格文慧   责任印制：常天培

中教科（保定）印刷股份有限公司印刷

2017 年7月第 2 版第 1 次印刷

148mm×210mm·4.25 印张·168 千字

0 001—5 000 册
标准书号：ISBN  978-7-111-57076-9
定价：22.80 元

凡购本书，如有缺页、倒页、脱页，由本社发行部调换

电话服务 网络服务

服务咨询热线：010-88361066 机工官网：www.cmpbook.com

读者购书热线：010-68326294 机工官博：weibo.com/cmp1952

010-88379203 金  书  网：www.golden-book.com

封面无防伪标均为盗版 教育服务网：www.cmpedu.com



III

III

前
言 

21世纪，我们生活的时代是信息化的时代，信息流通向世界的每一个

角落。在这样一个时代，语言起着至关重要的作用。而伴随着中国的国际

化，生存、机遇、挑战和竞争给人们带来了前所未有的危机感，英语作为

最重要的语言交流工具，也越来越受到人们的重视。一个人英语水平的高

低总是和事业、前途、地位，甚至命运联系在一起。

尽管在中国学习英语的人很多，但许多人却收效甚微。在学了多年英

语后，能够运用自如的人实在是凤毛麟角。多数人运用英语的能力很差，

无法品尝到英语学习成功的快乐。也有很多人不得不承认自己学英语的目

的只是为了考试。有些人花费了很多时间，盲目地背了大量的单词，但大

部分单词平时用不上，还有很多单词用不对场合，听起来“不地道”。英

语口语有着独特的语言规律和语法规则，只有遵循其独特的规律和规则，

才能学会原汁原味的口语，实现良好的沟通。

为了帮助广大英语爱好者更好地学习和提高自身的英语口语水平，我

们精心编写了这套口语丛书。本丛书共6本，包括商务英语、文秘英语、

外贸英语、酒店英语、旅游英语和社交英语。本丛书最大的特点就是将英

语会话放在特定的场景中进行，避免了人们孤立地学习英语单句、在不同

的场合下错用英语口语的尴尬情形。

从整体上看，本丛书具有如下特点：

实用情景对话  最典型的工作场景，最鲜活的行业气息，最实用的场

景对话。在实战对话中学习英语，无疑是最轻松、最有效的方式。

语言地道  本丛书所采用的句子和对话都尽量保持地道口语的习惯和

语音语调，让广大读者听起来身临其境，学起来朗朗上口。

举一反三  列举从业人员在特定工作场景中最常使用的英语句型。熟

读熟记后，可在工作中举一反三，游刃有余。

文化视角  与行业相关的小知识，富于文化气息，只需轻松一瞥，便

可对相关行业了解更多。

实用性强  本丛书中的对话内容涉及面非常广泛，包含了日常办公事

务、电话沟通、公司会议、商务交际、商贸活动、外出旅游、日常交际等
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工作和生活的各个方面。读者能在不同工作和生活场景中感受中英文说话

方式的差异，并且进一步充电，掌握最实用、最时尚的英语表达。

简单易学  本丛书各场景所选用的对话通俗易懂，便于读者模仿练

习。每段英文会话都带有相应的中文翻译，能为广大读者扫除学习障碍。

无论就工作还是学习而言，我们编写的这套针对英语学习者的口语丛

书，都有其独特的延展性和灵活性。本丛书让读者在工作与生活交际中，

真正体会开开心心学口语的轻松快乐。希望本丛书能够博得大家的喜爱，

更希望本丛书能让大家在短时间内提高英语口语交际能力，实现流畅说英

语的梦想。

凡购买正版图书，赠送智课名师线上课程1278元、78课时大礼包

（《高级商务英语》价值980元、60课时；《许岑看电影学英语》价值298
元、18课时）。读者扫描封底智课二维码，注册登录成功后，输入课程卡

激活码，立即激活。注：激活码有效期为120天，自激活码激活时开始计

算有效期，过期作废。

参加本书编写的除了周子骏、云唯真、李雪外，还有耿淑玉、王德

军、范宏博、唐淑华、王春华、刘岩、王芳、陈欢、欧阳倩、唐瑭、古

丽、张生云、王欢、黎兴刚、王印有、吴经林、高鹏、范秋杏、姜宝静、

刘杰、刘梦鑫、陈冬冬、连庆玲、刘东和、陈杨庆、黄艳、黄春丽、董

亮、李铁红、王宇、刘爽、王英、张一平、沈二婵、陈明慧、李建霞、

赵娜、涂振旗、张永艳、王迎秋、刘仕文、王艳平、曹银菊、孟楠、张秀

娟、成芬、朱振华、汪华、张艳霜、佟琳、孙源龙、刘颖。另外，美国的

朋友Michael Anderson对本丛书的审订工作付出了很多艰辛，在此一并表示

感谢。

由于作者水平和时间有限，书中不足之处在所难免，敬请专家和读者

指正。

编  者
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1 打电话

你一定要会说的场景句

1. 我能请史密斯先生接电话吗？

May I speak to Mr. Smith， please？

2. 请问您是哪位？

May I ask who’s calling， please？ 

3. 对不起，史密斯先生出去了。

I’m sorry； Mr. Smith is out.

4. 很不巧，瓦特先生现在正忙着。

Unfortunately， Mr. Watt is not available at the moment.

5. 你听得到我说话吗？

Can you hear me？

6. 你一定是打错电话了。

You must have the wrong number.

7. 您要不要留话？

May I take a message？

8. 我以后再打给你，好吗？

I’ll call you again later， OK？

CHAPTER 1  建立外贸联系
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要求某人接电话

A： Hello！ May I speak to Mr. Smith， please？  您好！我能请史密斯先生接电

话吗？

B： Hold on for a minute. I’ll see if he’s in…I’m sorry， but he’s out right now.  
请等一会儿，我看看他是否在……对不起，他现在不在。

 

延伸  I’d like to speak to Mr. Li of the National Bank.  我想与国家银行的李先生通个电话。

 Would you put me through to the international operator 1 ， please？  请帮我接通国

际长途电话接线员，好吗？ 

询问信息

A： Can I speak to the manager？  请问经理在吗？

B： May I ask who’s calling， please？  请问您是哪位？
 

延伸  May I have your name， please？  请问您是哪位？

 Could you tell me when he’ll be back？  可以告诉我他什么时候回来吗？

 What number are you calling from？  您的号码是多少？

受话人不在时

A： Is Mr. Smith there， please？  请问史密斯先生在吗？

B： I’m sorry； Mr. Smith is out.  对不起，史密斯先生出去了。
 

延伸  He has been transferred 2  to the Taipei offce.  他已经调到台北办公室去了。

 He is on a business trip 3  to Hong Kong.  他去香港出差了。

 He is not working today.  他今天请假。

受话人没空时

A： May I talk with Mr. Watt？ Is he available now？  我能否与瓦特先生通话？

他现在有空吗？

B： Unfortunately， Mr. Watt is not available at the moment. Would you like me 
to put you through to his Assistant Manager， Ms. Brown？  很不巧，瓦特先

场景词汇
1  international operator  国际长途电话接线员	 2  transfer  调动
3  business trip  因公出差
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生现在正忙着。您要我帮您接通他的助理经理布朗女士吗？
 

延伸  He said he’d be free this evening.  他说他今晚有空。

 I’m afraid he’ll be busy all day.  我恐怕他全天都没空。

 Oh， I see. In that case， may I put you through to Mr. Green？ He’s the Vice President.  
哦，明白了。那样的话，可否为您接通格林先生？他是副总裁。

 I’ll ask him to call you as soon as he’s off the line.  他一打完电话，我就叫他给您

回过去。

能听到吗

A： Can you hear me？  你听得到我说话吗？

B： I can’t hear you too well.  我听不太清楚。
 

延伸  Excuse me. Are you having trouble hearing me？  喂，你能听清楚我的声音吗？

 It’s hard to hear you.  我很难听清你在说什么。

 There’s noise on the line.  电话里有杂音。

打错电话

A： You must have the wrong number.  你一定是打错电话了。

B： Is that 5218835？  是5218835吗？
 

延伸  What number are you trying to dial 1 ？  你要打的电话是什么号码？

 No one lives here by that name.  这里没有人叫那个名字。

 I’m sorry. I dialed the wrong number.  对不起，我拨错电话号码了。

 Oh， I’m sorry.  哦，对不起。

留言

A： Mr. Liu is out right now. May I take a message？  刘先生现在不在。您要不

要留话？

B： Yes. Could you ask him to call me at the Hilton Hotel， Room No. 579？  好。

请转告他打电话到希尔顿饭店579号房来找我，好吗？
 

延伸  I’d like to leave a message for him， if you don’t mind 2 .  您若不介意的话，我想

留话给他。

场景词汇
1  dial  拨打	 2  mind  介意
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 Would you like him to return your call？  您要他回电话吗？

 Could you ask him to call me back？ This is Lin Qing and my number is 20232675.  

您能叫他给我回电话吗？我叫林清，电话号码是20232675。
 Could you tell him to call me at the Beijing Hotel？  请您叫他打电话到北京饭店找

我，好吗？

结束电话时

A： I’ll call you again later， OK？  我以后再打给你，好吗？

B： OK.  好的。
 

延伸  Sorry. I’d better go now.  抱歉。我要挂电话了。

 Oh， somebody’s at the door. I have to go.  噢，有人来了，我得去开门。

 Sorry， I have to say goodbye.  抱歉，我不得不说再见了。

 Same here， bye-bye.  我也是，再见。



2 约会

你一定要会说的场景句

1. 我想和史密斯先生订一个约会。

I’d like to make an appointment with Mr. Smith.

2. 下星期二下午怎么样？

How about next Tuesday afternoon？

3. 对不起，布朗博士星期三以前的时间都排满了。

Sorry， but Dr. Brown is fully booked until Wednesday. 

4. 我们不得不另约时间。

We’ll have to make it some other time. 

5. 但是恐怕布莱克先生不能出席聚会了。

But I’m afraid Mr. Black will not be able to attend the party. 

6. 让我看看威尔逊先生下周的日程安排。

Let me check Mr. Wilson’s schedule for next week.

7. 我想确认一下我和经理1月21日星期四上午9点的约会。

I’m calling to confrm my appointment with the manager on Thursday， 

January 21 at 9 a.m.

8. 我马上转告他您在这里。

I’ll just let him know you’re here.

9. 请问您预约了吗？

Do you have an appointment？

10. 我想您最好留下您的名片，迟些时候我再和您联系。

I think you’d better leave your card here， and I will contact you later.

CHAPTER 1  建立外贸联系
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见面意向

A： I’d like to make an appointment 1  with Mr. Smith. Could you arrange it for 
me？  我想和史密斯先生订一个约会。您能为我安排一下吗？

B： Yes. Would tomorrow morning be all right with you？  行。明天上午可

以吗？
 

延伸  Well， I’d like to make an appointment with him.  好的，我想和他约个时间

见面。

 I want to see him next week.  我想下星期和他见面。

 Well， Mr. Smith would like to make an appointment to see Mr. Li sometime this 
week.  哦，史密斯先生想在这个星期与李先生约个时间见面。

 Hello. I’m calling on behalf of Mr. Smith. Would it be possible to make an 
appointment with Dr. Avelin？  您好！我是代表史密斯先生打此电话的，他能和

艾夫林博士约个时间见面吗？

 I’d like to make an appointment with him for a meeting these days.  我想与他最近

几天内约个时间见面。

 Mr. Yu would like to arrange an appointment with you.  于先生想和您约个时间

见面。

 I’m calling to see if it’s possible for you to meet me sometime tomorrow morning.   
我给您打电话是想看看明天上午您有没有时间与我见个面。

见面时间

A： How about next Tuesday afternoon？  下星期二下午怎么样？

B： Yes， that’s fne. See you then.  行，就这么定了。到时见。
 

延伸  Mr. Black， do you have any particular 2  time in mind？  布莱克先生，您希望什

么时间呢？

 Would it be possible on Friday instead？  有可能改在星期五吗？

 Could you manage Tuesday， at about six？ Or would you prefer to come a bit later？  
安排在星期二6点左右，行吗？或者您愿意晚点儿来？

 No， six o’clock suits me fne.  不用了，6点可以。

场景词汇
1  make an appointment  约会，预约	 2  particular  特别的
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更改时间

A： Could you suggest the time for an appointment？ Early next week， say？  您建

议一个见面的时间，好吗？比如说，下星期早些时候怎么样？

B： Sorry， but Dr. Brown is fully booked until Wednesday. The earliest possible 
time he could see you is Wednesday afternoon.  对不起，布朗博士星期三

以前的时间都排满了。他能与您见面的最早时间是星期三下午。
 

延伸  If you don’t mind， let’s make it a little later. What about three or four？  如果您不介

意的话，咱们往后推一推。3点或4点怎么样？

 Sorry， the whole afternoon is flled up here. Will tomorrow do？  对不起，整个下午

都安排满了。明天行吗？

推迟约会

A： We’ll have to make it some other time. Is that all right？  我们不得不另约时

间。您看行吗？

B： OK. What other days will work？  好吧，其他什么时间可以呢？
 

延伸  Would it be possible to put off 1  our meeting until Saturday？  把我们约定的见面

时间推迟到星期六，可以吗？ 
 We’ve decided to put it off.  我们决定推迟。

 You’d better make it a little later if it’s convenient 2  to you.  如果方便的话，您最好

把时间定得迟一点。

 Something’s come up. Can we make our appointment a little later？  发生了一点状

况，我们是否可以把约会推迟一点？

取消约会

A： Thank you. But I’m afraid Mr. Black will not be able to attend the party. He 
will go on a business trip to Europe.  谢谢。但是恐怕布莱克先生不能出席

聚会了。他将要去欧洲出差。

B： I’m sorry to hear that. We’ll miss the pleasure of his company. Still， we’ll 
expect him to come  next time.  听到这个消息我感到太遗憾了。他不在，

场景词汇
1  put off  推迟	 2  convenient  方便的
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我们会感到很扫兴。但我们还是期望他下次能来。
 

延伸  I’m afraid I must call off Mr. Davidson’s appointment at 11：30.  恐怕我得取消11点
半与戴维森先生的约会。

 I’m sorry I can not visit your factory this afternoon as planned because we are having 
an important meeting.  很抱歉，我无法按计划在今天下午参观你们的工厂，因为

我们要召开一个重要的会议。

 Something urgent 1  has happened， so I won’t be able to keep the appointment this 
afternoon.  发生了紧急的事情，所以下午我不能赴约。

 I have to go to Tianjin tomorrow morning， so I have no time to meet you.  我明天上

午必须去天津，所以没时间与您见面了。 
 I’m afraid I won’t be able to keep my appointment with you on Thursday.  说好星期

四与您见面，现在恐怕我无法赴约了。

处理预约

A： Let me check Mr. Wilson’s schedule for next week.  让我看看威尔逊先生

下周的日程安排。

B： Mr. Wilson won’t be available next Monday until 10：30. Would that be all 
right？  下周一威尔逊先生直到10点半才有空。10点半行吗？ 

 

延伸  Mr. Li will be completely 2  tied up the whole morning.  恐怕整个上午李先生都

会很忙。

 Mr. Smith will be expecting 3  Mr. Li at that time.  到时候史密斯先生会等候李

先生。

同意及确认预约

A： Yes， 3 p. m. tomorrow is perfect.  好的，明天下午3点完全可以。

B： Good morning. This is Ms. Liu. I’m calling to confrm my appointment with 
the manager on Thursday， January 21 at 9 a.m.  早上好，我是刘女士。我

想确认一下我和经理1月21日星期四上午9点的约会。
 

延伸  I’d like to confrm Mr. Smith’s appointment with Ms. Byron tomorrow afternoon.  
我想确认一下史密斯先生明天下午与拜伦女士的会面。

场景词汇
1  urgent  紧急的	 2  completely  完全地
3  expect  等候，期待
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 Would you like me to confirm 1  the appointment？  您想让我确认一下您的预

约吗？

接待预约客人

A： My name’s John Brown. I’ve got an appointment with Mr. Smith， the 
Production Manager.  我叫约翰·布朗。我和生产经理史密斯先生有个

预约。

B： Right. I’ll just let him know you’re here.  好的。我马上转告他您在这里。
 

延伸  Mr. Brown will come down to see you in a minute.  布朗先生马上下来见您。

 Would you please go up to his offce？  请您上楼去他的办公室，好吗？

 Mr. Smith is expecting you.  史密斯先生正在等您。

 Please follow me， and I will take you to his offce.  请跟我来。我带您去他的办

公室。

 Please let me take you to the manager’s offce.  请让我带您去经理的办公室。

 I’ll tell Mr. Chen that you’re here.  我会转告陈先生您来了。

接待无预约的客人

A： Do you have an appointment？  请问您预约了吗？

B： No， I’m afraid I don’t. Is it possible for him to see me now？  不，恐怕没有。

他现在能见我吗？
 

延伸  I have to refer to my appointment book.  我必须先查查我的记录簿。

 I have to ask my boss.  我必须问问上司。

 Let me see if he is available.  我看看他是否有空。

 My boss wants to know if your business is urgent.  我的上司想知道您的事情

是否紧急。

 Would you please have a seat and wait for a moment？ 请您坐下等一会儿，好吗？

 I am sorry. He is in conference 2  now.  很抱歉，他正在开会。

拒绝访客

A： I think you’d better leave your card here， and I will contact you later. Is that 

场景词汇
1  confirm  确认	 2  conference  会议
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OK？  我想您最好留下您的名片，迟些时候我再和您联系。这样可

以吗？

B： That’s OK. Goodbye.  可以。再见。
 

延伸  Would you please leave your business card 1 ？  请您留下名片，好吗？

 I’m sorry， but my boss is not available now.  很抱歉，我的上司现在很忙。

 I don’t think my boss can allow you much time.  我想我的上司可能没空见您。

 I will be happy to pass along your message to my boss.  我很乐意代您转达留言给

我的上司。

 Could you make an appointment on some other day？  您预约另外一天，好吗？

 Perhaps he can arrange an appointment for some future date.  或许他能在将来某个

时间安排同您见面。

场景词汇
1  business card  名片	



3 机场接机

你一定要会说的场景句

1.	 打扰了，请问您是美国来的格林先生吗？

Excuse me. Are you Mr. Green from the US？

2.	 让我帮您拿行李箱吧。

Let me help you with your suitcases.

3.	 您需要领行李吗？

Do you need to get back your luggage？

4.	 谢谢您来接我们。

Thank you for picking us up.

5.	 您旅途愉快吗？

Did you have a good fight？

6.	 这是您第一次来中国吗？

Is this the frst time you have come to China？

7.	 我现在带您去旅馆，好吗？

Shall I take you to a hotel now？

8.	 我希望您在这儿过得愉快。

I hope you’ll have a pleasant stay here.

CHAPTER 1  建立外贸联系
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确定要接之人

A： Excuse me. Are you Mr. Green from the US？  打扰了，请问您是美国来的

格林先生吗？
B： Oh， yes. I’m Tom Green.  啊，是的。我是汤姆·格林。
 

延伸  Excuse me. Are you Mrs. Smith？  对不起，您是史密斯女士吧？

       Yes， I am from North America.  是的，我来自北美。 
 Excuse me. Are you Susan Davis from Western Electronics？  打扰了，您是从西部

电子公司来的苏珊•戴维斯吗？

 Yes， I am. And you must be Mr. Zhang.  是的，我就是。您一定是张先生吧。

帮忙拿行李

A： Let me help you with your suitcases.  让我帮您拿行李箱吧。

B： Thank you. Please carry this one.  谢谢。请拿这个。
 

延伸  Your luggage 1  is all here？  您的行李都在这儿吗？

 Yes.  是的。

 Is this your luggage？ Let me take it for you.  这是您的行李吗？让我来帮您拿吧。

 It’s so heavy， so let me take it myself.  挺重的，我自己拿吧。

领取行李

A： Do you need to get back your luggage？  您需要领行李吗？

B： No， I don’t. I’ve only brought a briefcase 2  here.  不需要。我只带了一个公

文包来。
 

延伸  Thank you. I have to get my luggage frst.  谢谢。我必须先去领我的行李。

 Excuse me. Do you know where we can get our luggage？  对不起，您知道我们在

哪儿领我们的行李吗？

 Yes， please follow me.  知道，请跟我来。

 Please give me your luggage check 3 ， and I’ll get them for you.  请把您的行李票给

我，我去帮您取行李。

 Thank you； here you are.  谢谢，给你。

场景词汇
1  luggage  行李	 2  briefcase  公文包
3  luggage check  行李票
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感谢接机

A： How do you do？ Thank you for picking us up.  您好。谢谢您来接我们。

B： It’s my pleasure.  请别客气。
 

延伸  Thank you for coming here to pick me up.  谢谢您来这儿接我。

 You are welcome. Is your luggage all here with you？  不用客气。您的行李都齐

了吗？

 It’s nice of you to meet me.  谢谢您来接我。

 It’s very nice of you to come and meet me.  你能来接我真是太感谢了。

询问旅途

A： Did you have a good fight？  您旅途愉快吗？

B： Not really， I’m afraid. We were delayed 1  taking off， and we encountered 2  
a lot of bad weather.  恐怕不太好，起飞延误了，我们还遭遇了很多恶

劣天气。
 

延伸  I hope you had a good fight.  我希望您旅途愉快。

 How was your fight？  旅途怎么样？

询问来访次数  

A： Is this the frst time you have come to China？  这是您第一次来中国吗？

B： No， this is already the fifth time. But it is the first time for me to come 
to Beijing.  不是，这已经是第五次了，但是对我来说，来北京还是第

一次。
 

延伸  Is this your frst time to visit our country？  这是您第一次来我们国家吗？

 Actually not. I come to your country rather frequently 3 ， say， about once every two 
months.  不是，我经常来你们的国家，大约每两个月来一次。

去旅馆

A： Shall I take you to a hotel now？  我现在带您去旅馆，好吗？

场景词汇
1  delay  延误	 2  encounter  遭遇
3  frequently  频繁地
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B： Yes， please.  好的，谢谢。
 

延伸  If all is ready， we’d better start for the hotel.  如果一切都准备好了，我们最好动身

去宾馆吧。

 Mr. Smith， shall I take you to the hotel now？  史密斯先生，我现在带您去旅馆，

好吗？

 You must be tired after such a long fight. Shall I take you straight to your hotel？   
长途飞行一定很累，我直接带您去旅馆，好吗？

过得愉快

A： I hope you’ll have a pleasant stay here.  我希望您在这儿过得愉快。

B： Thank you. I’m sure I’ll enjoy it. Mr. Liu， I’m a total stranger here. I know 
nothing of your custom 1  and do not speak the language. I hope you will give 
me some suggestions.  谢谢，我一定会喜欢这儿的。刘先生，我对这儿

完全陌生，对你们的习俗也一无所知，也不懂这儿的语言，希望你能

给我一些建议。
 

延伸  Our pleasure to have you here. And I hope you will have a pleasant stay here.  能邀

请您来，我们感到十分荣幸。希望您能在这儿过得愉快。

 Thank you， Mr. Lin. I’m sure I will have a wonderful time in Beijing.  谢谢，林先

生。我确信我在北京会过得很愉快。

场景词汇
1  custom  习俗	



4 介绍与寒暄

你一定要会说的场景句

1.	 我叫巴特勒·史密斯。

I’m Butler Smith.

2.	 我们以前曾见过面吗？

Have we met before？

3.	 久仰您的大名了。

I have heard your name many times before.

4.	 你的全名叫什么？

What’s your full name？

5.	 你是从美国来的，是吗？

You’re from the United States， aren’t you？

6.	 想不到在这儿碰到你。

Fancy meeting you here.

7.	 你好吗？

How are you？

8.	 很好，谢谢。

Good， thanks. 

CHAPTER 1  建立外贸联系
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场景词汇
1  introduce  介绍	 2  pronounce  发音

自我介绍

A： I’m Butler Smith. Nice to meet you， Lily.  我叫巴特勒·史密斯。很高兴

认识你，莉莉。

B： Nice to meet you.  很高兴认识你。
 

延伸  Let me （Allow me to） introduce 1  Mr. Jackson to you.  让我来介绍一下杰克逊先生。

 May I introduce myself？  我自我介绍一下吧。

 It’s a pleasure to meet you.  很荣幸见到你。

似曾相识时

A： Hi. Have we met before？  嗨，我们以前曾见过面吗？

B： I don’t believe we’ve met.  我不认为我们曾见过面。
 

延伸  Don’t I know you？  我好像认识你。

 May I introduce myself？  我可以自我介绍一下吗？

表达景仰之意

A： Rosa， please allow me to introduce our Vice Minister Ms. Wu to you.  罗莎，

请允许我介绍我们的副部长吴女士。

B： How do you do？  I have heard your name many times before.  您好，久仰

您的大名了。
 

延伸  I’ve heard a great deal about you.  久仰大名。

 The pleasure is mine.  这是我的荣幸。

 It’s nice to meet you.  见到你很高兴。

关于姓名

A：  What’s your full name？  你的全名叫什么？

B：  Lily Brown.  莉莉·布朗。
 

延伸  Your name， please？  请问你怎么称呼？

 How do you pronounce 2  your last name？  你的姓怎么读？

 How do you spell your surname？  你的姓怎样拼写？
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来自何处

A： You’re from the United States， aren’t you？  你是从美国来的，是吗？

B： Yes， I’m from Salt Lake City.  是的，我从盐湖城来的。
 

延伸  Which country do you come from？  你是哪国人？（你是从哪个国家来的？）

 Are you from China？  你是中国人吗？（你从中国来吗？）

 Which part of China are you from？  你是从中国哪个地区来的？

偶遇老友

A： Hello， Ms. Fang. Fancy meeting you here.  你好！方女士，想不到在这儿

碰到你。

B： Hi， Mr. Tree. It’s a small world， isn’t it？  嗨，特里先生。这世界真小啊，

又见面了。
 

延伸  Fancy meeting you here！  真没想到在这儿见到你！

 Haven’t run into you for ages！  好久不见了！

 Well， look， who’s here.  嘿，看是谁来了！

询问近况

A： Yeah. How are you？  是啊，你好吗？

B： Not too bad， thanks. And you？  还不错，谢谢。你呢？
 

延伸  What have you been up to？  你近来在忙什么呢？

 Hey， man. How’s it going？  嘿，伙计，混得怎么样啊？

 What’s new？  有什么新情况吗？

表明近况

A： What’s with you？  你好吗？
B： Good， thanks. How about you？  很好，谢谢。你好吗？
 

延伸  All right.  很好。

 Everything’s fine.  一切都很好。

 They are pretty good.  他们都很好。

 It’s all right.  情况挺好。



19

5 进餐

你一定要会说的场景句

1.	 这是给您的请柬。

Here’s an invitation for you.

2.	 何不在吃午饭时再进一步谈谈呢？

How about talking further over lunch？

3.	 史密斯先生，请坐。

Please sit down， Mr. Smith.

4.	 您想喝点什么？

Would you like to have something to drink？ 

5.	 你们觉得中国菜味道如何？

What do you think of Chinese food？

6.	 您若喜欢，那就再吃点吧。

If it’s to your liking， please have some more.

7.	 我提议为新项目干杯！

I’d like to propose a toast to the new project.  

8.	 感谢您邀请我，史密斯先生。

Thank you for inviting me， Mr. Smith.

CHAPTER 1  建立外贸联系
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表示邀请

A： Mr. Brown has asked me to come over to invite you to the banquet 1  held in 
your honor at the Shangri-La Hotel at 7：00 this evening. Here’s an invitation 2  
for you.  布朗先生要我来此请您参加今晚7点在香格里拉饭店为您举行

的宴会。这是给您的请柬。

B： How nice of him. I’ll be delighted to go. But what time would be convenient 3 ？  
布朗先生太客气了。我很高兴参加，什么时候方便呢？

 

延伸  Hello， Mr. Brown. It’s my honor to have you attend our banquet.  您好，布朗先生。

您能光临我们的宴会，我不胜荣幸。

	 Thank you for your invitation.  谢谢您邀请我。

	 We have prepared a dinner party at the Beijing Hotel， and we would like you to 
come.  今晚我们在北京饭店准备了酒席，请您光临。

	 Thank you. I will.  谢谢，我一定到。

边吃边谈

A： It’s almost noon. How about talking further over lunch？  快中午了。何不在

吃午饭时再进一步谈谈呢？

B： That would be fine.  好呀。
 

延伸  Why don’t we discuss 4  this over a meal？  我们何不边吃边谈？

	 What a good idea！  真是个好主意！

	 May I invite you to lunch？ We could discuss some of the points over a good meal.  

我请您吃午饭，好吗？我们可以在吃饭的时候谈一些问题。

请入座

A： Welcome. Please sit down， Mr. Smith.  欢迎光临。史密斯先生，请坐。

B： Thank you very much for preparing such a splendid dinner specially for me.  
谢谢您为我特意准备如此丰盛的晚餐。

 

延伸  Now， let’s be seated. Have a cup of tea， please.  现在请入座。请用茶。

	 It’s good to start with a cup of Chinese tea. I like it.  从一杯中国茶开始我们的谈

话，实在是太好了。我喜欢这样。

	 This is your seat， Mr. Chen. Sit down， please.  这是您的座位，陈先生，请坐。

场景词汇
1  banquet  宴会	 2  invitation  请柬，邀请
3  convenient  方便的	 4  discuss  谈论，讨论
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	 Thank you， Miss Li. I’m really a bit nervous 1  now. I know nothing of your table manners.  

谢谢你，李小姐，我真有点儿紧张，我对你们的餐桌礼仪一点儿也不懂。

喝点什么

A： Would you like to have something to drink？  您想喝点什么？

B： I’ll have a little brandy. Just a little bit， please.  我喝点儿白兰地。就一点点。
 

延伸  What would you like， coffee or tea？  您要喝点什么，咖啡还是茶？

 What would you like to drink？  你们想喝点什么？

 What would you like to drink？ Beer or Maotai？  您喜欢喝点儿什么？啤酒还是茅

台酒？

 I’d like some Maotai. I heard that it is one of the best liquors in the world.  还是来点

儿茅台酒吧。我听说茅台酒是世界上最好喝的白酒之一。

中国菜

A： What do you think of Chinese food？  你们觉得中国菜味道如何？

B： Sometimes I don’t care about the texture， you know. But I like the taste very 
much.  你知道，有时候我倒不在乎口感如何，不过我很喜欢这种口味。

 

延伸  I like Chinese food very much and I think Chinese cooking is the best in the world.
       我喜欢中餐，并且我认为中国的烹饪是世界上最好的。

 Yes， Mr. Zhang. You have no idea how much I’ve been looking forward to a real Chinese 
meal.  是的，张先生，您无法想象我是多么盼望能吃到一顿地道的中国菜啊！

 I’m glad you enjoy Chinese food and hope the dishes will give you a better idea of 
Chinese cooking.  我很高兴您喜欢中餐。希望这顿晚餐会使您对中国的烹饪有

更多的了解。

 The roast duck 2  is a Beijing speciality. Please help yourself.  烤鸭是北京特产，请

随便吃。

再来点

A： If it’s to your liking， please have some more.  您若喜欢，那就再吃点吧。

B： Okay， I will. Thanks.  好的，我会的，谢谢。
 

延伸  Some more chicken？  再来点儿鸡肉？

 No， thank you. I’ve had enough.  不，谢谢。我已经吃得够多了。

场景词汇
1  nervous  紧张的	 2  roast duck  烤鸭
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干杯

A： I’d like to propose a toast 1  to the new project.  我提议为新项目干杯！ 
B： To the new project！  为新项目干杯！
 

延伸  Your very good health， Mr. Brown！  为您的健康干杯，布朗先生。

 Thank you. And yours！  谢谢，也为您的健康干杯！

 And finally a toast to Jane， who has just won the company’s first order in India. To 
Jane！ Well done！  最后要敬简一杯，她刚为公司赢得了在印度的第一份订单。

干杯，简，干得漂亮！

 Cheers to your health！  为了您的健康，干杯！

感谢邀请

A： Thank you for inviting me， Mr. Smith. I really enjoyed the meal.  感谢您邀

请我，史密斯先生。我真的很喜欢这顿饭。

B： Good. I’m glad you liked it.  太好了，我很高兴您能喜欢。
 

延伸  I hope you enjoyed your dinner.  希望您喜欢这顿饭。

 Yes， I did. Thank you. It was delicious.  是的，我很喜欢，谢谢，这顿饭很可口。

场景词汇
1  toast  敬酒
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6 送别外宾

你一定要会说的场景句

1.	 你要走了，我们感到非常遗憾。

We’ll be sorry to see you go.

2.	 非常感谢你这个星期陪我。

Thank you very much for accompanying me this week. 

3.	 请一到波士顿就给我写信。

Please write to me as soon as you get to Boston. 

4.	 谢谢你来机场为我送行。

Thank you for seeing me off at the airport. 

5.	 噢，他们开始登机了。

Oh， they begin to register.

6. 希望我们下届展览会你能来。

I hope you can come again to our next exhibition.

7.	 请代我向你妻子问好，旅行愉快。

Please give my regards to your wife and have a good journey.

8.	 旅途愉快！

Have a nice journey！ 

CHAPTER 1  建立外贸联系
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表示挽留

A： We’ll be sorry to see you go.  你要走了，我们感到非常遗憾。

B： I’m sorry， too. But that’s life.  我也很遗憾，但生活就是这样。
 

延伸  Why are you in such a hurry？  你为什么这么急呀？

 We’re sorry that you couldn’t stay longer.  你不能多留几天，真遗憾。

 It’s a pity that you’re leaving so soon.  真遗憾，你这么快就要走了。

 All good things must come to an end.  没有不散的筵席。

表达谢意

A： Did you have a good time in Chengdu？  你在成都过得好吗？

B： Yes， very wonderful. Thank you very much for accompanying me this week.  

是的，非常好。非常感谢你这个星期陪我。
 

延伸  Thank you for everything you did for us.  感谢你为我们所做的一切。

 Thank you for your trouble.  让您费心了。

 Thank you very much for everything you have done for me during my stay in China.  
十分感谢我在中国逗留期间你为我所做的一切。

 I shall miss you very much and thank you for your company.  我会非常想念你的，感谢

你的陪伴。

到后通知

A： If I leave I’ll miss you.  我离开后会想你的。

B： Me too. Please write to me as soon as you get to Boston.  我也一样，请一

到波士顿就给我写信。
 

延伸  I’m sure and I remembered your phone number. I’ll call you.  我保证，而且我记住

了你的电话，我会给你打电话的。

 Don’t forget to give me a ring.  别忘了给我打电话。

临行前

A： Thank you for seeing me off at the airport.  谢谢你来机场为我送行。

B： It’s my pleasure. I’ll miss you.  这是我的荣幸。我会想念你的。
 

延伸  Have you had your ticket confirmed already？  你的票已经确认了吗？

 We’ll pick you up and head straight to the airport.  我们来接你，然后直接去机场。

 If opportunity arises， please also come to my country.  如有机会，请你也来我们国家看看。
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登机时刻

A： Oh， they begin to register.  噢，他们开始登机了。

B： It’s time I left.  我得走了。
 

延伸  It’s time to board 1 .  该登机了。

 Farewell， my friends.  再见，朋友们。

 Goodbye. Have a nice trip （flight）.  再见，一路顺风。

 Wish you a safe landing in the States. （祝你）平安到达美国。

希望再见面

A： You’re welcome. I hope you can come again to our next exhibition.  不用

谢。希望我们下届展览会你能来。

B： I hope so， too. Goodbye.  我也希望这样。再见。
 

延伸  When shall we see you again？  我们下次什么时候能再见面？

 When will you come again？  你什么时候再来？

 I hope we can get together 2  again.  我希望我们能再次聚会。

 I hope to see you again soon.  我希望不久后能再次见到你。

 I hope you can come back to China sometime.  我希望你以后还会来中国。

带去祝福

A： Please give my regards to your wife and have a good journey.  请代我向你

妻子问好，旅行愉快。

B： Thank you. See you next time.  谢谢，再见。
 

延伸  Do give my regards to your parents.  一定要代我向你的父母问好。

 Say hello to your family.  代我向你的家人问好。

 Please remember me to your sister.  请代我问候你姐姐。

旅行愉快

A：  Have a nice journey！  旅途愉快！

B： Thank you.  谢谢。
 

延伸  I wish you a very pleasant journey home.  祝你回国旅途一路顺风。

 I hope you have a nice trip home.  祝你回程旅途愉快。

场景词汇
1  board  登机	 2  get together  聚会



1 询盘

你一定要会说的场景句

1. 这是我们的询价单。

This is our inquiry sheet.

2. 这是我们的价格表。

Here is our price list.

3. 请报大连到岸价的最低价格。

Please offer us the lowest price of CIF Dalian.

4. 我们希望你们能报离岸价。

We’d rather you quoted us FOB prices.

5. 那请您报包括5%佣金在内的到岸价，行吗？

Then would you please make your prices CIF with a five percent 

commission？

6. 我把这询价单研究一下，明天报实盘给您。

I’ll look into it and let you have our frm offers tomorrow.

7. 感谢您的询价。

Thank you for your inquiry.

8. 单子上所有的价格均以我方最后确认为准。

All the prices in the sheets are subject to our fnal confrmation.

CHAPTER 2  外贸会谈
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场景词汇
1  specification  规格 2  determine  决定
3  quotation  报价 4  commodity  商品

询价单

A： This is our inquiry sheet. We do not know whether these products of various 
specifications 1  can all be supplied.  这是我们的询价单，不知道这些规格

的产品是不是都能供应？

B： Basically， there is no problem. But Item 3 can’t be determined 2  now.  基本

上没有问题，只是第三项现在还不能决定。
 

延伸  This is our list of inquiries.  这是我方的询价单。

价格表

A： Could you tell me the price for the products？  您能告诉我这些产品的价

格吗？

B： All right. Here is our price list.  行。这是我们的价格表。
 

延伸  Here is a detailed list of our offer. 这是我们的一份详细的报价单。

最低价

A： In order to have leading time， please offer us the lowest price of CIF 
Dalian because we hope to get the deal done as soon as possible.  为
了争取时间，请报大连到岸价的最低价格，因为我们希望尽快做成

交易。

B： All right. We will call you immediately after we complete the quotation 3 .   
好的。报价单做好以后，我们会马上打电话和您联系。

 

延伸  Please let us know your lowest possible prices.  请告诉我们你们可能给出的最低

价格。

 I’d like to have your lowest quotations.  我希望你们能报最低价。

 Could you give us your lowest price？  你们能给我们最低价格吗？

 Please offer the lowest price for this commodity 4 .  请报这一商品的最低价。
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 Would you please quote me your lowest prices for the goods？  你能报给我这些商品

的最低价格吗？

 We would be pleased if you would offer us your best quotations for Panda Brand 

color TV sets of 19 and 21 inches.  如你方能报19英寸和21英寸“熊猫”牌彩色

电视机的最低价，我方将非常高兴。

离岸价

A： Good. We’d rather you quoted us FOB prices.  好。我们希望你们能报

离岸价。

B： That can be done easily.  那很容易办到。
 

延伸  Please quote 40 tons of steel FOB Shanghai.  请报40吨钢材的上海离岸价。

 What’s your FOB quotation of these items to Liverpool， England.  你们这些货的英

国利物浦离岸价是多少？

到岸价

A： Then would you please make your prices CIF with a five percent commission？  
那请您报包括5%佣金在内的到岸价，行吗？

B： Certainly. We can work them out for you.  行，我们可以替您把价格算

出来。
 

延伸  All your prices are on a CIF basis.  你们的报价都是以到岸价为基础的。

 I’d like to have your lowest quotation CIF New York.  请你报纽约到岸价的最

低价。

实盘

A： Here’s our inquiry list. You’ll find the required items， specifications 
and quantities all there.  这是我们的询价单，所需的品种、规格和数量都

在上面。

B： Thanks. I’ll look into it and let you have our firm offers tomorrow.  谢谢。

我把这询价单研究一下，明天报实盘给您。
 

延伸  If you make an inquiry， we can offer you firm offers.  如贵方询盘，我方会报实盘。
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感谢询价

A： That’s good. As to details of the transaction 1 ， I’ll call you later.  很好。至于

交易详情，我会迟些给您打电话。

B： All right， Mr. Henry. Thank you for your inquiry. I look forward to 2  your 
calling.  好的，亨利先生。感谢您的询价，我期待着您的电话。

 

延伸  We thank you for your inquiry on September 25.  感谢贵公司9月25日的询价。

 Thank you for your inquiry！ We will contact you as soon as possible.  感谢您的询

价！我们将会尽快联系您。

 We shall be glad to have your specific inquiry.  如能得到贵方的具体询价，甚为

感谢。

 Thank you for your quotation yesterday.  非常感谢您昨天的询价。

最后确认

A： Could you give me an indication of the price？  您能否给我个参考价？

B： Here are our latest FOB price sheets. All the prices in the sheets are subject 
to our final confirmation 3 .  这是我们最近的离岸价价格单，单子上所有

的价格均以我方最后确认为准。
 

延伸  All the quotations are subject to our final confirmation.  所有报价都以我们的最后

确认为准。

场景词汇
1  transaction  交易 2  look forward to  期待
3  confirmation  确认



2 发盘与还盘

你一定要会说的场景句

1. 报价的有效期多长？

How long will you leave your offer open？

2. 你方能将报盘延期两天吗？

Could you please extend your offer for 2 days further？ 

3. 我们通常报无佣金到岸价。

We usually quote CIF without commission.

4. 为了便于我方报价，能否请您告知贵方所需数量？

Could you tell us the quantity you require so that we can work out the 

offer？

5. 为了成交，互相就各让一半吧？

How about meeting each other halfway in order to conclude the 

business？

6. 这是我方的最低价格，不能再让了。

This is our rock-bottom price. We can’t make further concessions.

7. 但是市场价格随时都在变化。

But the market prices are changing frequently.

8. 你们的价钱比起其他公司高出太多了。

Your bid is much higher than your competitors’.

CHAPTER 2  外贸会谈
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报盘有效期

A： How long will you leave your offer open？  报价的有效期多长？

B： It’s valid for two days.  有效期为2天。
 

延伸  Is your offer a firm one or subject to your confirmation？  您的报盘是实盘还是

虚盘？

 A firm one. It is open for three days.  实盘，有效期3天。

报盘延期

A： Could you please extend your offer for 2 days further？  你方能将报盘延期

两天吗？

B： Our offer remains 1  open for 3 days.  我们的报价3天内有效。
 

延伸  How long will your offer hold good？  你们的报价有效期持续多久？

 Our offer will hold good till February 3rd.  我们报价的有效期将持续至2月3日。

是否含佣金

A： Do you quote FOB or CIF？  你报的是离岸价还是到岸价？

B： We usually quote CIF without commission.  我们通常报无佣金到岸价。
 

延伸  This price is inclusive of a 5% commission.  此价格包括5%的佣金在内。

询问商品数量

A： Could you tell us the quantity you require so that we can work out the offer？   
为了便于我方报价，能否请您告知贵方所需数量？

B： I want 200 pieces for this sample 2  and 300 pieces for that one. 这种样品我

想要200件，那种要300件。
 

延伸  Could you give me an indication of the quantities that you require？  能告诉我们你

们所需要的数量吗？

 Would you let us know what quantity you require？  能否告诉我们你方需要多少？

场景词汇
1  remain  保持 2  sample  样品
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 Please tell us the quantity you want so we can work out the offer.  请告诉我方贵方

所需订购的数量，以便我方报价。

各让一半

A： How about meeting each other halfway in order to conclude the business？   
为了成交，互相就各让一半吧？

B： Agreed.  好吧。
 

延伸  Both of us move， and move together， right？ It’s impossible for me to move alone.   
我们双方共同让步，好吗？我不可能单方让步。

 All right. Just now you said I should cut my price by 10%. Let’s meet 
halfway 1 ； how about 5%？  好吧。刚才您说我方应降价10%，我们各让一

半，5%如何？

 May I suggest that we go halfway to meet each other？  我是否可以建议我们各让一

半来达成交易？

 You certainly have a way of talking me into it.  您真有办法，把我说服了。

不能再让

A： This is our rock-bottom price. We can’t make further concessions.  这是我方

的最低价格，不能再让了。 
B： If that’s the case， there’s not much point in further discussion.  如果是这样

的话，那就没有什么必要再谈下去了。
 

延伸  All I want to know is whether it’s possible to expect any reduction on these prices.  
我想知道的是，这些价格是否可能降低一点。

 I’m afraid not. These are really our bottom wholesale prices.  恐怕不能。这已经是

我们的最低批发价了。

市场价格

A： I can assure you the prices we offered are very favorable 2 .  我向您保证我们

提供的价位是合理的。 

场景词汇
1  meet halfway  各让一半 2  favorable  优惠的，有利的
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B： But the market prices are changing frequently. I just need some time 
to think it over.  但是市场价格随时都在变化。我需要时间再好好考

虑一下。
 

延伸  We’ve studied your offer and found your price 15% higher than the market price.   
我公司研究了贵公司的报盘，发现贵公司的价格比市场价高出了15%。

 That’s because our products are superior to others’.  那是因为我们公司的产品比其

他公司的产品更好。

 Frankly speaking， the price is working against us.  说实话，这个价格对我们来说

是行不通的。

 Why， Mr. Hansen？ This is a fair market price.  汉森先生，此话怎讲？这是公道的

市场价格呀。

价格太高

A： Your bid is much higher than your competitors’.  你们的价钱比起其他公司

高出太多了。

B： How could that be？  怎么会呢？
 

延伸  This kind of high price is unacceptable 1  to us. Can you lower your price a bit 
further？  这么高的价格我们无法接受，稍降一点可以吗？

 You price is not in the least encouraging. 贵方的价格一点儿也不吸引人。

 I’m afraid I can’t find your price competitive 2  at all. 恐怕贵方的报价毫无竞

争力。

场景词汇
1  unacceptable  无法接受的 2  competitive  竞争的



3 佣金与折扣

你一定要会说的场景句

1. 你们不能把佣金提高到5%吗？

Couldn’t you raise the commission to fve percent？

2. 那么贵公司给我们多少佣金？

Then how many percent of commission do you allow us？

3. 给代理机构的佣金率是多少？

What is the commission rate for the agency？

4. 你们期望的佣金是多少？

What is the commission you expect？

5. 我们通常不给佣金。

We usually don’t allow any commission.

6. 那我们再谈谈折扣的问题。

That leads us to the question of discounts.

7. 订货量大，就会给折扣，所以我们打算给您5%的折扣。

A discount will be given for a big order， so we are willing to give you a 

5% discount.

8. 我们最多可以给您10%的折扣。

We can offer you at most a 10% discount.

CHAPTER 2  外贸会谈
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讨论佣金问题

A： Couldn’t you raise 1  the commission 2  to five percent？  你们不能把佣金提高

到5%吗？

B： Considering our good relationship and our future business， we give you four 
percent.  考虑到我们友好的业务关系和将来的业务，我们给你们4%的

佣金。
 

延伸  The commission you offer us is too little.  你们给我们的佣金实在太少了。

 All right. We’ll give you a 10% commission as an exception.  好吧，我们将破例给

贵方10%的佣金。

 Mr. Smith， what do you think of this：you increase your order to $45，000， and we 
grant you a 3% commission？  史密斯先生，您觉得这样如何：如果您的订货总额

增加到45 000美元，我们可以考虑给予你们3%的佣金。

 Mr. Li， I very much appreciate your concession. But we can usually get a 5% 
commission from European suppliers 3 .  李先生，我很感谢您的让步。可是我们

通常可以从欧洲供应商那里得到5%的佣金。

佣金

A： Then how many percent of commission do you allow us？  那么贵公司给我

们多少佣金？

B： If your order for the goods exceeds 4  10，000 sets， we’ll give you a 5% 
commission.  如果贵公司订货超过10 000套，我公司给贵公司5%的

佣金。
 

延伸  What is your usual practice in giving commission？  你们对佣金是怎么规定的？

 Usually the commission is three percent of the net invoice 5  amount after deduction 6  
of discounts.  通常佣金为扣除折扣后发票上净额的3%。

佣金率

A： What is the commission rate for the agency？  给代理机构的佣金率是多少？

场景词汇
1  raise  提高  2  commission  佣金

3  supplier  供应商 4  exceed  超过
5  invoice  发票	 6  deduction  扣除
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B： We think this market could bear a 5% commission on our invoice value. 
That’s CIF value.  我们认为这儿的市场可按我们的发票金额收5%的佣

金。我是指到岸价的金额。
 

延伸  Is that a fixed percentage？ The same for all orders， large or small？  佣金率是固定的

吗？适用于大小不同的订单吗？

 Yes， fixed regardless of the size of the orders.  是的，佣金率不随订单金额大小而

有所改变。

期望佣金

A： What is the commission you expect？  你们期望的佣金是多少？

B： 8% on total sales.  总销售额的8%。
 

延伸  How much commission do you expect？  您期望的佣金是多少？

 I usually get a commission of 10% from the buyers.  我一般从买主那儿得到10%的

佣金。

不给佣金

A： We usually don’t allow any commission.  我们通常不给佣金。

B：  But it doesn’t conform to the international trade practice 1 .  但这不符合国际

贸易惯例啊。
 

延伸  Well， Mr. Smith， you know， our prices are quoted on FOB net basis. As a rule， we 
don’t allow any commission.  史密斯先生，您知道，我们报的是离岸价净价。按

惯例是不给佣金的。

 But， you know， we’re a commission agent. We do business on commission basis. 
Commission transaction will surely help to push the sale of your products.  可
是，您知道，我们是佣金商，靠获得佣金来做生意。付佣金的交易有助于你

们产品的推销。

 We usually allow no commission. If your order is large enough， we’ll consider it.        
我们通常不给佣金。如果贵方订货量足够大，我们会考虑的。

场景词汇
1  international trade practice  国际贸易惯例
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谈论折扣问题

A： That leads us to the question of discounts.  那我们再谈谈折扣的问题。

B： I’m certainly happy to talk about discounts. But can you indicate to me the 
quantity you’d like to order？  我当然很乐意谈这个问题，但是你能先透

露一下你们订货的数量吗？
 

延伸  Couldn’t you make a 10 percent discount？  不能打10%的折扣吗？

 No. 10 percent is too high. Seven is as far as I can go. But there is always a two 

percent cash discount if you pay within a week.  不能，10%太高了，最高只能是

7%。但如果贵方在一周之内付款，总会有2%的现金折扣。

 Your discount period is a bit on the short side， just five days. Couldn’t you make it 

ten？  贵方所给的折扣期有点短，仅仅5天。能将其改为10天吗？

 That’s one of the things that might be a bit difficult to change because it’s 

part of our General Terms of Business. But I’ll see what I can do.  那可能是

较难改变的事情之一，因为它是我们公司《商务总则》的一部分。不过我

会想办法的。

数量折扣

A： A discount will be given for a big order， so we are willing to give you a 5% 
discount.  订货量大，就会给折扣。所以我们打算给您5%的折扣。

B： The Iranians will give us a 10% discount if such a big order is placed with 
them. No doubt you know that an incentive 1  discount encourages the buyers 
and helps expand the seller’s business.  要是在伊朗，有这么大的订货量，

他们会给我们10%的折扣，您肯定知道折扣具有刺激性，可以鼓励买

方，有助于扩大卖方的业务。
 

延伸  If your order for the goods exceeds 10，000 sets， we’ll give you a 2% discount.  如果

贵公司订货超过1万件，我们会给贵公司2%的折扣。

 We grant a discount of 2% for an order exceeding 200 tons.  订货超过200吨时，我

们可以给2%的折扣。

场景词汇
1  incentive  刺激的
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 What is your quantity discount？  贵公司的数量折扣是多少？

 That depends on how much you order. Our discount system operates on a sliding 
scale. For one hundred units it would be six percent， eight percent if you order 200 or 
more.  这得看贵方订购多少货物了。本公司实行按量调整折扣制度。订购量为

100台时，折扣为6%；订购量为200台或者更多时，折扣为8%。

给予折扣

A： Is this price negotiable？ Is there any discount？  可以讲价吗？可以打折吗？

B： Well， it depends on the size of the order. We can offer you at most a 10% 
discount. That’s our rock-bottom price.  这要看订单大小了。我们最多可

以给您10%的折扣，那是底价了。
 

延伸  At the sales promotion 1  stage， we’re going to allow you a 5% discount.  在促销阶

段，我们打算给你们5%的折扣。

 If you were to place orders with us during summer， our off-peak season 2 ， then I 
could give you a reduction of five percent.  如果您在夏季，也就是我们的淡季订

货，那么可以给您5%的折扣。

 We allow a cash discount of 2% on payments made within ten days.  我们对10日内

付款的顾客给予2%的现金折扣。

场景词汇
1  sales promotion  促销 2  off-peak season  淡季
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4 订货

你一定要会说的场景句

1. 我想下一份订单。

I would like to place an order.

2. 我们可以修改一下第27903号订单吗？

Can we make a change on Order No. 27903？

3. 你们想订购多少？

How many do you want to order？

4. 这种产品的最低订货量是多少？

What’s the minimum quantity of an order for this product？

5. 恐怕你们要的数量我们无法满足。

I’m afraid we aren’t able to supply as much as you require.

6. 顺便问一下，能告诉我发货时间吗？

By the way， can you give me the time of delivery？

7. 我希望你们能提供现货。

I expect you can supply from stock.

8. 很抱歉，现在货已经卖完了。

I’m sorry； we’re sold out of the goods at the moment.

CHAPTER 2  外贸会谈
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场景词汇
1  place an order  下订单 2  depend on  取决于

下订单

A： I would like to place an order 1 .  我想下一份订单。

B： What would you like？  订购什么货物呢？
 

延伸  We’re thinking of placing a large order with you.  我们在考虑给你们下一个大订单。

 If I place an order now， when would you be able to ship it？  如果我现在下订单，你

们什么时候可以出货？

 We’ll send our official order today.   我们今天会寄出正式的订单。

 With reference to your letter of January 13th， we have pleasure in placing an order 
with you for the above goods.  参阅贵方1月13日来信，我方很高兴向贵方下上述

货物的订单。

改订单

A： Can we make a change on Order No. 27903？  我们可以修改一下第27903
号订单吗？

B： I’ll check to see if they’re loaded.  我会查看货物是否已经装载好了。
 

延伸  What kind of change do you want to make？  您要怎样更改？

 We want to substitute KM-36 for KM-78.  我们想以KM-36代替KM-78。

订购数量

A： How many do you want to order？  你们想订购多少？

B： It depends on 2  your price.   这取决于你们的价格。
 

延伸  How many do you intend to order？  这种产品你们想订多少？

 I think we are able to supply you with no more than 500 cases this year.  我想我们今

年的供应量不可能超过500箱。

 How many do you need？  您需要多少？

 We’ll take all that you can give us.  你们有多少我们就要多少。

起订量

A： What’s the minimum quantity of an order for this product？  这种产品的最

低订货量是多少？
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B： At least 1，000 pieces.  至少1 000件。
 

延伸  Our minimum quantity 1  of an order for this product is 2，000 cartons.  我们这种产品

的起订量为2 000箱。

 The minimum quantity of this order is 500 cases with more medium.  这次订单的起

订量是500箱，其中中号的要多一些。

货源情况

A： I’m afraid we aren’t able to supply as much as you require.  恐怕你们要的

数量我们无法满足。

B： So how about 200 tons？  那么200吨怎么样？
 

延伸  We’re out of one item on your order.  您订的货里有一项我们没有了。

 Can we substitute brown sugar for rock sugar？  我们可否以红糖来替代冰糖？

 I’m afraid the item you substituted didn’t work.  贵方的代替品恐怕不能用。

发货时间

A： By the way， can you give me the time of delivery？  顺便问一下，能告诉我

发货时间吗？

B： Yes. Do you have specific requirements 2  for the delivery time？  能。您对发

货时间有具体要求吗？
 

延伸  As a rule， we deliver all our orders within 3 months after receipt of the covering 
letters of credit.   一般来说，在收到信用证后3个月内就可以全部交货。

 Can you let us know the time of delivery？  能告诉我方发货时间吗？

 Would you like to inform us of the delivery time？  能通知我方发货时间吗？

现货供应

A： How about delivery？ I expect you can supply from stock. We would 
appreciate it if you could give us a shorter delivery date as the goods are 
needed urgently.  交货怎么样？我希望你们能提供现货。如果你们近期

交货，我方不胜感谢，因为我们急需这批货物。

场景词汇
1  minimum quantity  起订量 2  specific requirement  具体要求
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B： We have sufficient inventory to meet your present needs. Delivery will be 
made ten days after receipt of your L/C.  我们有足够的库存，能满足你们

的需求。收到你方信用证后10天即可发货。
 

延伸  Generally speaking， we can supply from stock.  一般来说，我们能供应现货。

 All the items in the catalogue can be supplied from stock.  目录中开列的所有货物，

我们均可以现货供应。

 We can supply 500 tons from stock.  我们能供应500吨现货。

没有现货

A： Do you have KM-36 in stock？  您有没有KM-36的库存？

B： I’m sorry； we’re sold out of the goods at the moment.  很抱歉，现在货已

经卖完了。
 

延伸  We’d like to order a KM-36. Do you have that on hand？  我们想订KM-36，你们有

现货吗？

 I’m sorry we’ve got no inventory on that at this time.  很抱歉，我们目前没有那项

商品的存货。



43

5 交货日期

你一定要会说的场景句

1. 什么时候能交货？

When will the goods be delivered？

2. 贵方能否早点交货？

Could you deliver the goods sooner？

3. 我们无法做到提前交货。

We cannot advance the time of shipment.

4. 希望你们能按期交货。

I hope you can send the goods on time.

5. 究竟是什么原因延误了船期呢？

What on earth causes the delay of the date of shipment？ 

6. 那么最早什么时候能装船？

Then when at the earliest can we expect the shipment？

7. 您坚持把大连定为装运港，对吗？

You insist that Dalian is the loading port， right？

8. 你们的卸货港定在哪里？

What’s your unloading port？

CHAPTER 2  外贸会谈
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询问交货日期

A： When will the goods be delivered 1 ？  什么时候能交货？

B： The first order will be delivered by late March， and the second will be in late 
April.  第一批货是3月下旬交货，第二批在4月下旬交货。

 

延伸  How long does it usually take you to make a delivery？  通常你们多久才能交货？

 Delivery would be a month from receipt of your order.  收到贵方订单后的一个月

内交货。

能否提前交货

A： Could you deliver the goods sooner？  贵方能否早点交货？

B： I must say we can do very little in this matter.  我必须告诉您，在这件事上

我们无能为力。
 

延伸  Could you possibly effect shipment more promptly 2 ？  你们能否再提前一点儿交

货呢？ 
 Is it possible to deliver the goods two weeks ahead of time？  可否提前半个月交货？

 We hope the delivery can be pushed 3  to July.  我方希望将交货期提前到7月份。

无法提前交货

A： We cannot advance the time of shipment.  我们无法做到提前交货。

B： But it’s of great importance to us.   但这对我们非常重要。
 

延伸  I’m sorry to say that we can’t advance the time of delivery. Getting the goods ready， 
making out the documents and booking the shipping space — all these take time， you 
know. You cannot expect us to make delivery in less than a month.  很抱歉，我们无

法提前交货。您知道，备货、制单、订舱——
 
所有这些都要花时间。你们不能

期望我们在不到一个月的时间内就交货。

 For us， we have done our very best if we deliver the goods by the end of May.  对我

方来说，5月底交货已经尽了最大努力。

 It will be hard to deliver two months ahead of time. The earliest time is late July.   
提前两个月恐怕有困难。最早也要7月下旬才能交货。

场景词汇
1  deliver  交货 2  promptly  迅速地
3  push  推进，提前 
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按时交货

A： Do you have specific requirements for the delivery time？  贵方在交货期方

面有什么特殊要求吗？

B： I need a shipment in May.  I hope you can send the goods on time.  我需要5
月交货。希望你们能按期交货。

 

延伸  I hope you can deliver the goods on time.  希望贵公司能按时交货。

 I hope you can ensure 1  on-time delivery.  希望贵方确保按时交货。

 I’m not interested in explanations. I’m more interested in being able to deliver goods 
on time.  我对解释不感兴趣，我感兴趣的是能按时交货。

延误船期

A： What on earth causes the delay of the date of shipment？  究竟是什么原因延

误了船期呢？

B： It is because of the weather. It is about two days later than scheduled when 
arriving at the destination.  由于天气原因，到达目的港晚了两天左右。

 

延伸  I will contact the manufacturers 2  immediately and ask them to deliver in mid-July. 
Will  that be OK？  我马上联系厂家，请他们在7月中旬发货，这样可以吗？

 Thank you for your assistance 3 . We will find a shipping company and make the 
booking today. We will dispatch 4  the ship on time and we will make the 
shipment on time.  谢谢您的协助。今天我们就找轮船公司订舱位，一定会按

时派船，不会延误船期的。

装运时间

A： Then when at the earliest can we expect the shipment？  那么最早什么时候

能装船？

B： By the middle of October.  10月中旬。
 

延伸  The order No. 105 is so urgently 5  required that we have to ask you to speed up/
hasten shipment.  我们急需第105号订单所订的货物，请你们加快装运速度。

 The goods are all ready for shipment. 货物已经准备好，可以装运了。

场景词汇
1  ensure  确保 2  manufacturer  厂家
3  assistance  协助 4  dispatch  派
5  urgently  紧急地
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 I’m sorry to tell you that we are unable to give you a definite date of shipment for the 
time  being. 很抱歉，我们现在还无法告诉你确切的装运日期。

 We can effect shipment in December or early next year at the latest.  我们最晚可以

在今年12月份或明年年初装运。

 We assure you that shipment will be made no later than April.  请您放心，我们的

装运时间不会迟于4月份的。

装运港

A： You insist 1  that Dalian is the loading port 2 ， right？  您坚持把大连定为装运

港，对吗？ 
B： Yes. We are always willing to choose the big ports as the loading ports.  

是的。我们总是希望用较大的港口作为装运港。
 

延伸  It’s better to designate 3  Tanggu as the loading port.   将塘沽定为装货港比较好。

 How about shipping them from Huangpu instead of Shantou？   将装船地由汕

头改为黄埔怎么样？

 We’d like to designate Shanghai as the loading port because it is near the producing 
area. 我们希望把上海定为装运港，因为它离货物产地比较近。

卸货港

A： What’s your unloading port 4 ？  你们的卸货港定在哪里？

B： As most of our clients are near Tianjin， we’d like to appoint Tianjin as the 
unloading port.  我们的大多数客户离天津较近，所以我们想选择天津作

为卸货港。
 

延伸  There are more sailings at Shanghai， so we have chosen it as the unloading port.   
因为上海的船次多，所以我们将其定为了卸货港。

 We’d like to change the unloading port from Tokyo to Osaka.  我们希望将卸货港由

东京改为大阪。

 It makes no difference 5  to us to change the loading port from Shantou to Zhuhai.   
将装运港由汕头改为珠海对我们来说没有什么区别。

场景词汇
1  insist  坚持 2  loading port  装运港
3  designate  指定 4  unloading port  卸货港
5  make no difference  没有区别
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6 签订合同

你一定要会说的场景句

1. 昨天晚上我仔细研究了合同草案。

I made a very close study of your draft contract last night.

2. 您对条款和措辞还有其他不同的意见吗？

Do you have any different ideas about the clauses and wording？

3. 这份合同有几个地方需要修改。

We need to make some changes to this contract.

4. 让我们查看一下各项条款，以免疏漏了一些事项。

Let’s check all the items to make sure that nothing has been 

overlooked.

5. 你们希望确定合同的具体有效期吗？

Would you like to have any specifc period that the contract is valid for？

6. 在一年的试行期内，只要提前一个月通知就可以终止合同。

During the one-year trial period， the contract can be terminated with 

only one-month’s prior notice.

7. 准备好签名了吗？

Are you ready to sign？

8. 我很高兴这次洽谈圆满成功。

I’m glad our negotiations have come to a successful conclusion.

CHAPTER 2  外贸会谈
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合同草案

A： Good morning， Mr. Johnston. Have you read the contract？  早上好，约翰斯

顿先生，您看过合同了吗？

B： Yes. I made a very close study of your draft contract 1  last night.  是的。昨

天晚上我仔细研究了合同草案。
 

延伸  Shall we draw up a draft of the contract？  我们要不要草拟一份合同草案？

 We’ll prepare a draft according to our standard contract.  我们会根据我们的标准合

同准备一份草案。

 After the draft is completed， we can work out any minor problems.  草案完成后，

我们就可以解决其他较小的问题。

 Have you read the draft of the contract？  您看过合同草案了吗？ 

讨论合同

A： Do you have any different ideas about the clauses 2  and wording？  您对条款

和措辞还有其他不同的意见吗？ 
B： Yes. There’re a few points I think we have to discuss again before we 

sign the contract.  是的，在签合同之前，我想还有几点我们应该再讨

论一下。
 

延伸  Is there anything else you want to bring up for discussion？  您还有什么其他问题要

提出来供双方讨论吗？

 We have agreed on all of the terms in the contract. Shall we sign it next Monday？   
我们对合同各项条款全无异议。下周一签合同如何？

修改合同

A： We can’t sign the contract yet. We need to make some changes to this 
contract.  我们还不能在合同上签字。这份合同有几个地方需要修改。

B： Can we do it right now？  现在来修改可以吗？
 

延伸  Is the contract all right now？  合同现在这样可以了吗？

 I think we need to change the fifth clause.  我想第五条需要修改一下。

场景词汇
1  draft contract  合同草案 2  clause  条款
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检查合同

A： Here is the draft contract.  这是合同草案。

B： Let’s check all the items to make sure that nothing has been overlooked 1 .   
让我们查看一下各项条款，以免疏漏了一些事项。

 

延伸  May I refer you to Article 5 of the general terms and conditions of the contract？   
请您看看合同总条款的第五条，好吗？

 May I refer you to the contract stipulation 2  about packing？  请您看看合同中有关包

装的规定，好吗？ 
 Please check all the terms listed in the contract and see if there is anything not in 

conformity with 3  the terms we agreed on.  请您检查一下合同中的所有条款，看

看是否与我们达成的条款有不相符的地方。

 To avoid anything missing we’d better have another check.  为了避免漏失项目，我

们最好再检查一遍。

合同期限

A： Would you like to have any specific period that the contract is valid for？   
你们希望确定合同的具体有效期吗？

B：  Yes. How about one year at the beginning？  是的。先签一年如何？
 

延伸  How long shall we make the contract for？  合同要签订多久？

 We’d like to make a three-year contract.  我们想签订3年的合同。

 This contract is valid for three years.  这份合同有效期为3年。

 We’d like to make a 2-year contract.  我们想签订为期2年的合同。

合同规定

A： I have a question to ask. What should we do if either one of us desire to 
terminate 4  the contract？  我有一个问题要问。如果我们当中任何一方想

终止合同的话该怎么办？

场景词汇
1  overlook  疏漏 2  stipulation  规定
3  in conformity with  与……一致 4  terminate  终止
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B： During the one-year trial period 1 ， the contract can be terminated with only 
one-month’s prior notice.  在一年的试行期内，只要提前一个月通知就可

以终止合同。
 

延伸  When the sales contract has been signed by the seller， it will be counter-signed 2  by 
the buyer.  销售合同经卖方签署后，还须买方回签。

 We’ll sign two originals， each in Chinese and English.  我们要用中文和英语分别

签署两份原件。

 Each of us keeps one original and two copies.  我们每个人保留一份正本和两份副本。

 You cannot cancel the contract without first securing our agreement.  如果没有事先

征得我们的同意，你们不能取消合同。

签名

A： Are you ready to sign？  准备好签名了吗？

B： I sure am. Where do you want me to sign？  可以签了。您要我签在哪里？
 

延伸  Here’s my signature 3 .  这是我的签名。

 And mine.  我也签好了。

 After that， what’s left is to fill out the contract and sign our names.  最后就只剩下填

写合同和我们的签名了。

成功签约

A： Here’s your copy of the contract.  这是您的那一份合约。

B： I’m glad our negotiations 4  have come to a successful conclusion.  我很高兴

这次洽谈圆满成功。
 

延伸  Here’s my signature.  我签好了。

 Good. I’m glad we’re all done.  太好了，我真高兴一切都完成了。

 Let’s sign the contract now， and congratulate ourselves that this transaction has been 
brought to a successful conclusion.  我们现在在合同上签字吧。祝贺我们圆满地

达成了交易！

 I’m so glad that we’ve reached an agreement on this particular contract. Thanks to 
your open policy， without which our cooperation would be impossible.  我很高兴

签署了这份特殊的合同。多亏了你们的开放政策，没有它，我们的合作是不

可能的。

场景词汇
1  trial period  试行期 2  counter-sign  回签
3  signature  签名 4  negotiation  谈判
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1 付款条件

你一定要会说的场景句

1.	 现在谈谈付款方式如何？

Now what about your terms of payment？  

2.	 我们期望用付款交单方式付款。

We’d like to make payment by D/P. 

3.	 我们可否分10个月付款？

Can we pay on a ten-month installment plan？ 

4.	 我们坚持货到付款。

We insist on payment in cash on delivery. 

5.	 我们要求信用证付款。

We do require payment by L/C. 

6.	 我们把有效期定在哪一天？

When should we set the expiry date？  

7.	 那么我应该什么时候开立信用证？

Then when shall I open the L/C？

8.	 贵方能否延缓我们的付款时间？

Could you wait a little longer for the payment？

CHAPTER 3  合同条款
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付款方式

A： We’ve settled all the questions about price， insurance 1 ， packing and 
shipment. Now what about your terms of payment？  我们已经确定了价格、

保险、包装和装运的所有问题。现在谈谈付款方式如何？

B： As you’ve seen from the specimen 2  contract， we require payment by confirmed， 
irrevocable L/C payable against presentation of shipping documents.  正如你

们从合同样本上看到的那样，我们要求的付款方式是保兑的、不可撤销

的、凭提交的装运单据付款的信用证。
 

延伸  I heard you would accept different kinds of payment.  我听说你们接受不同类型的

付款方式。 
 Quite right. But that all depends on the specific circumstances 3 .  是的，不过，那要

看具体情况而定。

 But for the moment， I’m afraid we must insist on our usual payment terms.  可是眼

下，恐怕我们必须坚持我们常用的付款方式。

付款交单

A： We’d like to make payment by D/P.  Would you accept it？  我们期望用付款

交单方式付款。贵方认为如何？

B： We only accept L/C in our trial actions with new customers like you.  对于

新客户，我们在交易中只接受信用证。
 

延伸  Then is D/P acceptable to you？  那么贵方能否接受付款交单？       
 I’m afraid we must insist on our usual form.  恐怕我们必须坚持我们通常的方式。

分期付款

A： Can we pay on a ten-month installment 4  plan？  我们可否分10个月付款？

B： We ask for a twenty percent down payment.  我们要求20%的首期付款。
 

延伸  Let’s make a compromise 5 . What about 50% by L/C and the balance by installment？  
 让我们折中一下。50%用信用证，50%用分期付款，怎么样？

 Well， we accept it.  好吧，我们同意。

场景词汇
1  insurance  保险	 2  specimen  样本
3  specific circumstance  具体情况	 4  installment  分期付款
5  compromise  折中
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货到付款

A： We insist on payment in cash on delivery 1 .  我们坚持货到付款。

B： We won’t accept payment in cash on delivery.  我们不接受货到付款。
 

延伸  We insist on payment in cash on delivery without allowing any discount 2 .  我公司坚

持货到付款，不打任何折扣。

 Please accept C. O. D. for this lesser sum order.  鉴于这个订单金额很小，请接受

货到付款的方式。   

信用证

A： To meet each other halfway， what do you say， 50% by L/C and the balance 
by D/P？  为了达成交易，我们都各让一步，一半用信用证、一半用付款

交单付款怎么样？

B： I’m awfully sorry， but I’m afraid I cannot promise even that. We do 
require payment by L/C.  非常抱歉，但恐怕这也不能接受，我们要求

信用证付款。
 

延伸  Could you make an exception and accept D/P？  您能否破例，接受付款交单？

 I’m afraid not. We insist on a letter of credit 3 .  恐怕不行。我们坚持信用证付款方式。

信用证有效期

A： Well， I agree to your payment by L/C. Another thing， how long should our 
L/C be valid； that is， when should we set the expiry 4  date？  好吧，我同意你

方要求用信用证付款的条件。另一件事，议付时间多长？也就是说，我们把

有效期定在哪一天？

B： The L/C is valid for fifteen days after the shipment date.  信用证的有效期

到交货期后15天。
 

延伸  The L/C remains valid until the 15th day after shipment.  信用证在装船后15日内有效。

 What is the period of validity of the letter of credit？  信用证的有效期是多长时间？

开立信用证

A： It seems I have no  alternative 5  but to agree to use an L/C. Then when shall I 

场景词汇
1  cash on delivery （C.O.D.）  货到付款	 2  discount  折扣 
3  letter of credit  信用证	 4  expiry  终止，期满
5  alternative  选择
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open the L/C？  这样看来，我除了同意信用证外，别无选择。那么我应

该什么时候开立信用证？

B： Your L/C should reach us a month before the time you want the goods to be 
delivered.  你们的信用证必须在你们想要交货前一个月抵达我处。

 

延伸  When can you arrange for a credit under the new import license 1 ？  贵方什么时候能

按照新进口许可证的规定开出信用证？

 Please open a letter of credit in good time.  请及时开出信用证。                  
 Our letter of credit will be opened in early March.  我们会在3月初开出信用证。 
  We’ll open the credit letter one month before shipment.  我们会在装船前一个月开

立信用证。 
 Please open the L/C 20 to 30 days before the date of delivery.  请在交货前20至30天

开出信用证。 

延迟付款

A： Could you wait a little longer for the payment？  贵方能否延缓我们的付款

时间？

B： I have to talk to my manager about this.  关于这个，我得和我的经理谈

一谈。
 

延伸  I regret 2  that we cannot pay the entire amount today and hope you understand our 
situation and the reason for the delay.  很遗憾我们今天不能支付全部货款，希望

你们能理解我们的境况和延迟付款的原因。

 We would like to request an extended payment plan with your company.  我们想向

贵公司请求延迟付款。

 Could you allow us a further 60 days to clear our account？  你们能允许我们延迟60
天结账吗？

场景词汇
1  import license 	进口许可证	 2  regret  遗憾
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2 运输条款

你一定要会说的场景句

1.	 你们公司习惯采用哪种运输方式？

What kind of transportation does your frm practice？

2.	 我们只好安排海陆联运了。

We have to arrange combined transportation by rail and sea. 

3.	 这批货你要空运吗？

Are you going to ship this by air？ 

4.	 分批装运怎么样？

How about partial shipment？

5.	 转运增加费用和受损风险，并且有时可能会延迟交货。

Transshipment adds to the expenses， risks of damage， and sometimes 

may delay arrival. 

6.	 在香港转船如何？

What about transshipment at Hong Kong？

7.	 冯女士，你方能即刻交货吗？

Ms. Feng， can you make prompt delivery？

8.	 如果我们海运这批货物的话，你认为我们得付多少费用？

How much do you think we’ll have to pay if we send the goods by sea？ 

9.	 卸货港定在洛杉矶怎么样？

How about making L. A. the unloading port？ 

CHAPTER 3  合同条款
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运输方式

A： What kind of transportation does your firm practice？  你们公司习惯采用哪

种运输方式？

B： For such a big order， we propose to have the goods dispatched by sea. And it 
is usually cheaper to have the goods sent by sea than by railway.  对于数量

如此多的货物，我们建议走海运，而且通常海运比陆运便宜。
 

延伸  Because of the high cost of railway transportation， we prefer sea transportation.  因为

铁路运输费用高，所以我们希望走海运。

联运

A： We think it necessary to move the articles by the way of combined 
transportation 1 .  我们认为联运来运送货物十分必要。

B： Since there is no direct vessel 2 ， we have to arrange combined transportation 
by rail and sea.  由于没有直达的船只，所以我们只好安排海陆联运了。

 

延伸  It’s simple and cheap for both of us to arrange combined transportation.  安排联运

对于我们双方来说都既简单又经济。

空运

A： Are you going to ship this by air？  这批货你要空运吗？

B： That costs quite a bit more.  那要花很多钱。
 

延伸  It is very urgent， so please consider air transport. I would like to know the shipping 
cost.  因为情况紧急，所以请考虑空运。我想了解一下运费情况。

 It depends on the goods. Usually we calculate according to the size， weight and 
product value. Sometimes we will consider risks.  这要视货物情况而定。通常我们

按货物的规格、重量和价值来计算，有时还考虑风险。

分批装运

A： How about partial shipment 3 ？ We can ship one third of the goods in October 
and the balance in November.  分批装运怎么样？我们能在10月份装运1/3
的货物，余下的11月份装运。

场景词汇
1  combined transportation  联运	 2  direct vessel  直达船只
3  partial shipment  分批装运  



57

56

B： Your proposal is workable.  您的建议行得通。
 

延伸  If it cannot be loaded on one shipment， it can be shipped by installment.  如果不能

一次装运的话，分批装运也可以。

 OK， I see.   好的，我明白了。

 We hope you agree to ship by installment.  希望你们能同意分批装运。

 How many times？  分几批？

延迟交货

A： Transshipment adds to the expenses， risks of damage， and sometimes may 
delay arrival.  转运增加费用和受损风险，并且有时可能会延迟交货。

B： That’s true. In fact， we want to deliver the goods as quickly as possible， so 
that we can get paid early.  确实如此。事实上，我们也想尽早交货，以

便早点得到货款。
 

延伸  I’m afraid we can’t ship the goods within this month due to the port congestion.   
由于港口拥挤，我们恐怕不能在本月内发运这批货。 

 The season for these goods is nearly over. If the goods are not shipped within two 
weeks， we have to cancel the order.  这些商品的销售季节快要结束了。如果两周

内还不装运，我们将不得不取消订单。

转船

A： What about transshipment 1  at Hong Kong？ That would probably satisfy 
your demand of the shipment.  在香港转船如何？那样的话就很有可能满

足贵方对装船的要求。 
B： As a rule， we don’t give exporters permission to transship goods. As you know， 

it adds to the risks of pilferage and damage.  原则上讲，我方不同意出口商

转运货物。正如你所知道的，那样会增加货物被盗及损坏的风险。
 

延伸  Transshipments are not allowed. 不允许转船。

 To have the goods transshipped at Hong Kong.  在香港转船。

 We agree， as the time of arrival is crucial 2  for this order.  既然到达时间对这批货物

至关重要，那我们就同意吧。

场景词汇
1  transshipment  转船 	 2  crucial  至关重要的
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装船日期

A： Ms. Feng， can you make prompt delivery 1 ？  冯女士，你方能即刻交货吗？

B： “Prompt delivery”—such terms are not clear， which may likely cause 
misunderstanding 2 . “即刻交货”，这样的条款可不大明确，可能引起

误会。
 

延伸  I hope you will effect shipment in October.  我希望贵方在10月份装船。 
 We are now already in September. I am afraid it is impossible.  现在已经是9月了。

恐怕这不行。 
 Then what is the earliest date we can expect the shipment？  那最快什么时候能装船呢？ 
 By the middle of November.  11月中旬。

运输费用

A： How much do you think we’ll have to pay if we send the goods by sea？   
如果我们海运这批货物的话，你认为我们得付多少费用？

B： So far as I know， many freight rates 3  are quoted on the basis of weight or 
measure at the option of the shipping company.  据我所知，许多运费是根

据货物的重量或轮船公司规定的度量方式报价的。
 

延伸  Do you mean that the shipping company shall have the power to decide whether the 
weight or the size of the goods should be used as the basis for the computation of 
freight？  您的意思是说轮船公司有权决定是以货物的重量还是尺寸作为计算运

费的标准吗？ 
 Exactly. And it is usual for shipping companies to make additional charges for heavy 

lifts and extra lengths.  完全正确。通常轮船公司会对超重和超长的货物收取额

外的费用。

卸货港

A： How about making L. A. the unloading port？  卸货港定在洛杉矶怎么样？

B： Well， the unloading port should be the one designated by you.  哦，卸货港

就按贵方所指定的吧。
 

延伸  I don’t think it’s proper to have the goods unloaded at Shanghai.  我认为在上海卸

货不太合适。 
 There are more sailings at Dalian， so we have chosen it as the unloading port.  因为

大连的船次多，所以我们将其定为了卸货港。

场景词汇
1  prompt delivery  即刻装船	 2  misunderstanding  误会
3  freight rate  运费  
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3 包装条款

你一定要会说的场景句

1.	 关于包装，贵方有什么想法吗？

Do you have any idea of the packing？

2.	 包装材料应该是怎样的呢？

How about the packing material？ 

3.	 顺便问一下，你们接受中性包装吗？

By the way， do you accept neutral packing？

4.	 你还有其他有关包装的问题和要求吗？

Do you have any other questions or demands regarding packing？   

5.	 装箱明细表里包括哪些内容？

What will be specifed in the packing specifcations？

6.	 您觉得包装设计上有什么问题吗？

What do you think of the packaging design？

7.	 包装安全可是一个不容疏忽的问题。

The safety of packaging is a matter that can’t be neglected.

8.	 实际上，如果您想换用木箱装运的话，得另付费用。

As a matter of fact， you have to pay extra expense if you want to 

change into wooden cases.

CHAPTER 3  合同条款
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包装

A： Do you have any idea of the packing？  关于包装，贵方有什么想法吗？

B： We think this product should be tastefully packed.  我方认为此产品需要包

装得有品位。
 

延伸  How are you going to pack the glasses？  你们将如何包装这些玻璃杯？

 We’re going to pack them in paper boxes.  我们打算用纸箱包装它们。

 You may rest assured of that. So far， no customers have complained 1  about our outer 
packing.  您尽管放心。到目前为止，还没有客户抱怨过我们的外包装。

包装材料

A： How about the packing material？  包装材料应该是怎样的呢？ 
B： It must be transparent 2  wrappers.  一定要用透明包装纸。
 

延伸  What kind of packaging do you plan to adopt？  您打算采用什么样的包装？

 Inexpensive and firm packaging would be the best.  最好是既便宜又牢固的包装。

中性包装

A： By the way， do you accept neutral packing 3 ？  顺便问一下，你们接受中性

包装吗？

B： Yes， we can pack the goods according to your instructions.  是的，我们可

以根据你们的要求对货物进行包装。
 

延伸  How do you think about neutral packing？  你们认为中性包装怎么样？

 All the products should have neutral package.  所有的产品必须是中性包装。

包装要求

A： Do you have any other questions or demands regarding packing？  你还有其

他有关包装的问题和要求吗？

B： No， nothing else.  没有了。
 

延伸  How do you plan to package the product？  贵方打算如何包装？

 A paper carton is used for inner packaging. One carton holds two， and one corrugated 
paper case holds 20 cartons. How about it？  内包装使用纸盒，一盒装两个。20盒
装一个瓦楞纸箱。怎么样？

场景词汇
1  complain  抱怨	 2  transparent  透明的
3  neutral packing  中性包装  
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 Could you tell me how you want the packaging of the goods done？  请问这批货你

们打算怎么包装？ 
 According to our standard practice 1 ， this kind of goods is normally packaged with 

hard cartons.  按照我们的一贯做法，这种货都是用硬纸板箱包装的。

装箱明细表

A： What will be specified 2  in the packing specifications？  装箱明细表里包括

哪些内容？

B：  Specified in the packing list will be： the case number， description， quantity 
and weight of the goods.  装箱单会列明：箱号、品名、数量和重量。

 

延伸  Someone must have made a mistake here when the packing list was prepared.  一定

是有人在准备装箱明细表时把这里写错了。

包装设计

A： What do you think of the packaging design？  您觉得包装设计上有什么问

题吗？

B： Generally speaking， the size and color are very good. But don’t you think 
this pattern is a little odd？  总的来说，大小和颜色都很好。但是您不觉

得这个图案有点儿古怪吗？
 

延伸  Really？ But I believe this is fashionable 3 .  是吗？但是我认为这是很时髦的。

 Packaging is ultimately designed for consumers， so it must meet the mind of the 
consumers. Improper packaging is destined to fail.  包装终究是为消费者而设计

的，所以必须符合消费者的心理。外包装不当注定是要失败的。

 So the inherent value 4  cannot be realized through packaging， right？  就是说外包装

体现不了商品的内在价值，对吗？

 Yes. In addition， I think it would be better to print the simple specifications regarding 
function and usage on the package.  是的。另外，我认为最好在包装上印上商品

功能、用途等简单易懂的说明。

 It will be convenient for consumers.  这会为消费者提供方便。

 Yes. Then I look forward to brand-new packaging next time.  是啊。那么我期待下

次看到你们焕然一新的包装。

场景词汇
1  standard practice  一贯做法	 2  specify  规定
3  fashionable  时髦的 4  inherent value  内在价值
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包装安全

A： The safety of packaging is a matter that can’t be neglected 1 ， so be sure to 
pay more attention to the packaging of the goods.  包装安全可是一个不容

疏忽的问题，所以货物包装上请务必多加注意。

B： You are right. In addition， if losses incur due to improper packaging， the 
insurance company will not compensate.  您说得很对。而且，因包装不

当产生的损失，保险公司是不会赔偿的。
 

延伸  I’m afraid that the cardboard boxes 2  are not strong enough for transport by sea.   
我担心这种纸箱用于远洋运输不够结实。

 Strong packing will ensure goods against any possible damage during transit.  牢固

的包装可以确保货物不会在运输中受损。

 Packing lined with plastic can protect the goods better.  带塑料内衬的包装可以更

好地保护这些货物。

 Please pay more attention to the packing， as any damage in transit will involve 3  us in 
great losses.  请多加注意货物的包装，因为运输途中的任何损坏都会给我们造

成很大的损失。

包装费用

A： We’d like you to pack the goods in wooden cases.  我们要你们用木箱装货。

B： As a matter of fact， you have to pay extra expense if you want to change into 
wooden cases.  实际上，如果您想换用木箱装运的话，得另付费用。

 

延伸  I must make it clear that for different materials， expenses will be different.  我得说

清楚，使用不同的包装材料，包装费用就会不同。

 Yes. I know about that. You can reduce packaging expense that way， and you get 
faster loading and unloading.  是的，这些我了解，采用此方法可以减少包装费

用，做到快装快卸。

场景词汇
1  neglect  疏忽	 2  cardboard box  纸箱
3  involve  牵涉，牵连
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4 保险

你一定要会说的场景句

1.	 我猜你们将会在中国人民保险公司投保吧？

You’ll insure with the People’s Insurance Company of China， I 

presume？

2.	 投保一切险会怎么样呢？

What about insurance for All Risks？

3.	 你们负责投保哪些险别？

What coverage will you take out for the goods？

4.	 保险责任有效期是多久？

How long is the validity term of insurance responsibility？

5.	 能介绍一下平安险的责任范围吗？

Could you introduce the responsibility range of the Free from 

Particular Average？

6.	 一旦发生事故，我们如何索要保险金呢？

Once an accident happens， what shall we do to claim the 

compensation of insurance premium？

7.	 贵方得付这个险的保费。

You should pay the premium for it. 

8.	 你们能否给我们一份各种险别的费率表？

Can you give us a list of rates of different coverage？ 

CHAPTER 3  合同条款
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投保

A： You’ll insure with the People’s Insurance Company of China 1 ， I presume？  
我猜你们将会在中国人民保险公司投保吧？

B： Naturally.  那当然啦。
 

延伸  I’m looking for insurance from your company.  我是来贵公司投保的。

 After loading the goods on board， I will go to the insurance company to have them 
insured.  装船后，我会去保险公司投保。

一切险

A： What about insurance for All Risks？  投保一切险会怎么样呢？

B： Insurance for All Risks will cover the compensation of damaged goods， but 
the premium is relatively high.  投保一切险的话，就包括了货物破损的

赔偿，不过保险费也比较高。
 

延伸  I think we’d better have insurance against All Risks.  我想我们最好还是投保一切险。 
 Please insure against All Risks as WPA is too narrow.  请投保一切险，因为水渍险

范围太窄。

投保险别

A： If we conclude 2  the business on CIF basis， what coverage will you take out 
for the goods？  如果我们的这批货物以到岸价条件成交，你们负责投保

哪些险别？

B： Generally speaking， we only insurance the goods With Particular Average.  
一般来说，我们只投保水渍险。

 

延伸  Do you cover risks other than WPA， for instance， TPND， Weight and Fresh and 
Rainwater Damage？  除水渍险以外，你们还投其他险别吗？比如盗窃和提货不

着险，重量、保鲜和雨淋险。

 Yes. If the buyers want to have the goods insured against these risks， we shall 
arrange 3  for them.  是的，如果买主想投保此类险别，我们将给他们安排投保。

保险责任

A：  How long is the validity term 4  of insurance responsibility？  保险责任有效

场景词汇
1  People’s Insurance Company of China 中国人民保险公司
2  conclude 成交	 3  arrange  安排
4  validity term  有效期
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期是多久？

B： It is up to 60 days until the goods are unloaded from ships.  直到货物在卸

货港卸离轮船为止，60天内有效。
 

延伸  What is the term of the insurance？  承保责任的起止期限有多久？

 Generally speaking， according to the provision 1  of “warehouse to warehouse 
clause”， it comes into force when the insured goods leave the storehouse of 
consignors 2  till they reach the destination of the consignee’s warehouse.  一般是

按照“仓至仓条款”的规定，从被保险货物离开起运地发货人的仓库时开始

生效，直到送交目的地收货人的仓库时为止。

责任范围

A： Could you introduce the responsibility range 3  of the Free from Particular 
Average？  能介绍一下平安险的责任范围吗？

B： Free from Particular Average is responsible for the safe arrival of the goods 
in ocean and land transportation. In particular， it indicates that the insurance 
company will be responsible for compensating all losses caused by natural 
calamity and contingency 4  in transportation.  平安险负责货物在海陆运输

中的平安到达。确切地说，是指投保货物在运输途中由于自然灾害和

意外事故造成的全部损失，由保险公司负责赔偿。
 

延伸  What is the coverage of the insurance？  这种保险的投保范围是怎样的？

 I don’t think that the WPA insurance covers more risks than the FPA.  我认为水渍险

承保的范围并不比平安险承保的范围宽。

索赔

A： Once an accident happens， what shall we do to claim the compensation of 
insurance premium？  一旦发生事故，我们如何索要保险金呢？

B： You shall hand in the claim report to the insurance company first. It is your 
responsibility to notify 5  and explain the accident.  您要先向投保的保险公

司提交报告，因为您有通知和解释保险事故的义务。
 

延伸  I have come to explain that unfortunate affair 6  about the insurance.  我是来解释那

件关于保险的不幸事件的。

场景词汇
1  provision  规定	 2  consignor  发货人
3  responsibility range  责任范围	 4  contingency  意外事故
5  notify  通知	 6  unfortunate affair  不幸事件
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 The underwriters are responsible for the claim as far as it is within the scope of 
coverage.  只要是在保险责任范围内，保险公司就应负责赔偿。

保费

A： Could you cover the Risk of Breakage 1  for us？  贵方能否给我们的货物上

损坏险呢？

B： Risk of Breakage is classified under extraneous risks.  You should pay the 
premium 2  for it.  损坏险属于附加险，贵方得付这个险的保费。

 

延伸  Who will pay the premium？  谁来付保费？

 We think the premium is for your account.  我方认为保费应该由贵方来付。

 Are buyers responsible for the insurance charges？  保费由买方来承担吗？

保险费率

A： Can you give us a list of rates of different coverage？  你们能否给我们一份

各种险别的费率表？

B： Certainly. Here it is.  当然可以。请看。
 

延伸  What do you think are the main factors 3  that determine the premium rates 4 ？  你认

为决定保险费率的主要因素有哪些？ 
 Are there close connections between the types of risks and the premium？  保险险种

和费率之间关系密切吗？

 Yes， the more coverage is required， the higher the premium rate is.  是的，保险范

围越广，保险费率就越高。

 Yes. This is the standard practice.  是的。这是惯例。

场景词汇
1  Risk of Breakage  损坏险	 2  premium  保费
3  main factor  主要因素	 4  premium rate  保险费率
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5 商检

你一定要会说的场景句

1.	 我们现在讨论一下检验的条款吧，行吗？

Shall we get down to the question of inspection now？ 

2.	 货物将由国家质量监督检验检疫总局进行商检。

The goods will be inspected by General Administration of Quality 

Supervision， Inspection and Quarantine of the People’s Republic of China.

3.	 国家质量监督检验检疫总局或者它的任何分局将签发检验证书。

General Administration of Quality Supervision， Inspection and Quarantine 

of the People’s Republic of China or any of its branches will issue the 

Inspection Certifcate. 

4.	 请您告诉我，货物抵达后买方是否有权复验？

Would you tell me whether the buyers have the right to reinspect 

the goods when the goods arrive？  

5.	 复验的时限是多长？

What’s the time limit for the reinspection？

6.	 那么你们计划在哪里对货物进行复验呢？

So where do you plan to have the cargos reinspected？ 

7.	 同时我方也要求复验费由贵方承担。

And at the same time we demand that the reinspection fee be borne 

by your company.  

8.	 如果初检和复验的结果不一致怎么办？

What if the result of the reinspection is out of accordance with that 

of the inspection？

CHAPTER 3  合同条款
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讨论检验条款

A： Shall we get down to the question of inspection 1  now？  我们现在讨论一下

检验的条款吧，行吗？

B： OK. That’s what we are here for.  好。我们就是为此问题来的。
 

延伸  Mr. Wilson， the inspection of a commodity is an integral part of the contract.  威尔逊

先生，商品的检验是合同必不可少的一个组成部分。

 Yes. But as you know， Mr. Wang， we’ve gone through the inspection of the cargos 
before delivery at the port of shipment. Do you think it’s still necessary to have them 
reinspected at the destination？  是的。不过，王先生，您知道，在装运港发货前

我们已对货物进行了检验，您认为在目的地对货物复验有必要吗？

 Shall we talk about the matter of inspection？  我们可否谈一下商检的相关事宜？

 Why not？ It’s part of the contract.  当然可以，这是合同的一部分。

商检机构

A： You remarked yesterday that you sell on shipped quality， quantity and 
weight.  您昨天说贵方售货以装船质量、数量和重量为准。

B： The goods will be inspected by General Administration of Quality 
Supervision， Inspection and Quarantine of the People’s Republic of China.  
货物将由国家质量监督检验检疫总局进行商检。

 

延伸  The inspection of our products is to be carried out by New York Commodity 
Inspection Bureau， which is final and binding on both parties.  我们的商检工作将由

纽约商品检验局执行，其检验结果是最后依据，对双方都有约束力。

 We agree to that. We have great confidence in your inspection institution 2 .  我们同

意这条，我们对你方商检机构很信任。

出具检验证书

A： In your country， which organization is in charge of the reinspection？  在你

们国家，负责复检的是什么机构？

B： General Administration of Quality supervision， Inspection and Quarantine of 
the People’s Republic of China or any of its branches will issue the Inspection 
Certificate.  国家质量监督检验检疫总局或者它的任何分局将签发检验证书。

 

延伸  Just to make sure that your standards are the same as ours， I wonder if it’s possible 

场景词汇
1  inspection 检验	 2  inspection institution  检验机构
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for one of our vets to inspect your factories.  我只想确定一下你们的标准是否和我们

的一致，不知道能否由我方派一名检疫员看看你们的工厂。

 General Administration of Quality Supervision， Inspection and Quarantine of the People’s 
Republic of China will inspect our goods， and then will issue a certificate of quality 
and a certificate of weight. These may be taken as the basis for negotiation payment 
and shall be regarded as final and binding 1  upon both parties.  国家质量监督检验检

疫总局将检验我们的货物，然后出具质量和重量证书。这些证书将作为协议付

款的依据，并且是决定性的，对双方都具有约束力。

复验

A： Would you tell me whether the buyers have the right to reinspect 2  the goods 
when the goods arrive？  请您告诉我，货物抵达后买方是否有权复验？

B： Sure.  当然。
 

延伸  First we should define the inspection rights， I think.  我想我们首先应该明确检验权。

 Following the rules of world business， the exporters have the right to inspect the 
goods before the delivery while the importers have the right to reinspect the goods 
after their arrival.  根据国际贸易规则，出口商在向船运公司托运之前，有权对

货物进行检验，而进口商在货物抵达后有复验权。

复验期限

A： What’s the time limit 3  for the reinspection？  复验的时限是多长？

B： 30 days after the arrival of the goods at Shanghai.  货到上海港后的30
天内。

 

延伸  Well， I suppose that the time limit for reinspection is within 60 days after the arrival 
of the goods.  哦，我想复验期限是到货后的60天内。

 Yes. We’ll complete the reinspection within the time limit.  是的，我们将在该期限

内完成复验。

复验地点

A： I’ve heard about this bureau. So where do you plan to have the cargos reinspected？  
我听说过这个机构。那么你们计划在哪里对货物进行复验呢？

B： The end user is the Baotou Iron and Steel Corporation. So it’s appropriate 4  

场景词汇
1  binding  有约束力的	 	 2  reinspect  复验，复检
3  time limit  期限	 4  appropriate  合适的
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to have reinspection gone through there.  货物的最终用户是包头钢铁公

司，所以在那儿对货物复验最适合不过了。
 

延伸  Where do you wish to reinspect the products？  您希望在哪里对产品进行复验？

 I think Hong Kong is the proper place， since most of our products are supposed to be 
used there.  我想香港应该是合适的地点，因为我们的大部分产品将在那里被顾

客使用。

复验费

A： We will， for sure. And at the same time we demand that the reinspection fee 
be borne by your company. Is that all right for you？  没问题。同时我方也

要求复验费由贵方承担。你们可以接受吗？

B： That sounds reasonable. I guess we can accept that.  听起来很合理，我想

我们能够接受。
 

延伸  The exporter pays the inspection fee and the importer bears the reinspection fee. Is it 
right？  出口商付初检费，进口商付复验费，对吧？

 Generally speaking， it is in such case.  一般来说，是这样的。

 The reinspection fee shall be borne 1  by the buyers.  复验费应由买方承担。

商检和复验结果不一致

A： What if the result of the reinspection is out of accordance with that of the 
inspection？  如果初检和复验的结果不一致怎么办？

B： We won’t accept the goods. All the loss and expenses （including the 
reinspection fees） should be borne by the seller.  我们将拒收货物，所有由

此引起的损失费用（包括复验费）将由卖方支付。
 

延伸  What if the results from the inspection and the reinspection do not coincide with 2  
each other？  如果商检和复验的结果有出入该怎么办？

 If any discrepancies are found， you may lodge a claim with us within 30 days.  如果

发现任何差异，在30天内贵方可以向我方索赔。

场景词汇
1  bear  负担	 2  coincide with  与……一致
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6 仲裁和索赔

你一定要会说的场景句

1.	 如果在中国进行仲裁，只能运用中国的程序规则吗？

If arbitration is conducted in China， must Chinese rules of procedure 

be applied？

2.	 我们是否把此案提交仲裁？

Shall we submit the case for arbitration？

3.	 裁决是怎样做出的？

How is the arbitral award made？ 

4.	 中国的仲裁费用很高吗？

Is the cost of arbitration in China very high？ 

5.	 仲裁员名单里的成员是怎样挑选的？

How are the members of the panel of arbitrators selected？

6.	 如果有一方不执行仲裁的决定和判决该怎么办？

What if one party doesn’t follow the decision and award？ 

7.	 我们发现货物短缺时该怎么办？

What should we do when we fnd a shortage in the shipment？

8.	 我们拒绝赔偿损失。

We reject the claim for the losses.

9.	 我们知道这个问题是我们造成的，因此我们同意私下和解。

We know that the problem was caused by us， so we would like to 

settle it in private. 

CHAPTER 3  合同条款
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关于仲裁

A： If arbitration 1  is conducted in China， must Chinese rules of procedure 2  be  
applied？  如果在中国进行仲裁，只能运用中国的程序规则吗？

B： Yes， of course. But if arbitration takes place in a foreign country， then the 
rules of the foreign corresponding institution will be applied.  是的，当然

是这样。但如果仲裁在另一个国家进行，那么将使用这一国家相应机

构的规则。
 

延伸  Upon application， the two arbitration bodies each appoint one or more conciliators to 
conciliate 3  the case jointly on an equal basis.  接到申请之后，两个仲裁机构各指

派一名或多名调解员，在平等的基础上调解争端。

 If the joint conciliation doesn’t work， the case will be submitted to arbitration in 
accordance with the arbitration clause.  如果联合调解未能成功，争端就会依据仲

裁条款通过仲裁解决。

 In case of a dispute， the two parties may agree to go to arbitration rather than go to 
court.  如果发生争执，争执双方可能达成协议接受仲裁而不是走上法庭。

 In arbitration， a neutral expert or group of experts called “arbitrators” are chosen by 
the disputing parties.  在仲裁过程中，由争议双方选择一个或一组持中立态度的

专家，称为“仲裁员”。

提交仲裁

A： I believe we shall not be held liable 4  for the damage. Shall we submit the 
case for arbitration？  我认为我们对此损失不负有责任。我们是否把此案

提交仲裁？

B： Of course， we don’t oppose the matter be submitted for arbitration.  当然，

我们不反对将此问题提交仲裁解决。
 

延伸  Should you not agree to accept our proposal， we would like to settle by arbitration.  
如果贵方不同意接受我方的建议，我们愿意通过仲裁来解决问题。

 We wish to settle this dispute 5  fairly and suggest that we submit it to arbitration.   
我们希望能够公平解决争议，建议把争议提交仲裁。

 We agree arbitration be held in a third country in Sweden， for instance.  我们同意在

第三国，比如瑞典，进行仲裁。

场景词汇
1  arbitration  仲裁	 2  procedure  程序 	
3  conciliate		调解	 4  liable  应负责的
5  dispute  争议
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关于裁决

A： How is the arbitral award made？  裁决是怎样做出的？

B： By the decision of the majority of the arbitrators.  根据大多数仲裁员的意见

来决定。
 

延伸  The seller’s solicitors submitted a written defense， arguing that the buyers were in 
breach of the contract by failing duly to open letters of credit.  卖方委托律师提出书

面答辩，指出买方未按期开立信用证，应负违约责任。

 The Arbitration Tribunal comes to the conclusion that the sellers shall be held responsible 
for the breach of the contract.  仲裁庭决定本案违约责任应由卖方承担。

 Every decision is made in the spirit of fairness and reasonableness and of seeking 
truth from facts.  每项决定均本着公平合理、实事求是的精神做出。

仲裁费用

A： Is the cost of arbitration in China very high？  中国的仲裁费用很高吗？

B： No， it isn’t. If you submit your dispute to arbitration， you only need to pay 
a reasonable fee to the China International Economic and Trade Arbitration 
Commission according to the Arbitration Fee Schedule.  不，不高。如果您

要对争议进行仲裁的话，您只需要根据仲裁费用表的规定向中国国际

经济贸易仲裁委员会交纳合理的费用即可。
 

延伸  Another thing， how is the cost of arbitration to be divided？  还有一件事，仲裁费用

如何分割？

 Generally speaking， all the fees for arbitration shall be borne by the losing party.   
一般来说，所有的仲裁费用都应该由败方承担。

仲裁员

A： How are the members of the panel of arbitrators selected 1 ？  仲裁员名单里

的成员是怎样挑选的？

B： They are selected from well-known persons with special knowledge 
and practical experience in international trade and economics， science 
and technology， law and other fields.  是从在国际贸易、经济学、科学

技术、法律和其他领域中具有专门知识和实际经验的知名人士当中挑

场景词汇
1  select  挑选
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选出来的。
 

延伸  Are there any foreign citizens on the Chinese panel of arbitrators？  中国仲裁员名单

里有没有外国公民？

 Oh， yes， there are. In fact， quite a few of the arbitrators on the panel are foreign 
citizens. They are from the United States， Great Britain and some other countries and 
regions.  是的，有啊。实际上，仲裁员名单中有好几位外国公民。他们来自美

国、英国以及其他国家和地区。

裁决执行

A： What if one party doesn’t follow the decision and award？  如果有一方不执

行仲裁的决定和判决该怎么办？

B： If things like that happen， the People’s Court in China can enforce it at 
the request of the other party. But disputes are usually settled 1  by friendly 
negotiation between the two parties.  如果出现了那种情况，中国人民法

院可以根据另一方的要求强制执行。但是争议通常是通过双方的友好

协商来解决的。
 

延伸  Another question， is an award made in China enforceable in another country？  还有

一个问题，在中国做出的裁决可以在别的国家执行吗？

 Yes. China is a signatory 2  to the 1985 New York Convention.  可以。中国是1985年
《纽约公约》的签署国之一。

产生问题索赔

A： What should we do when we find a shortage 3  in the shipment？  我们发现货

物短缺时该怎么办？

B： You could do one of two things： you could lodge a claim 4  with the ship 
owner or with the insurance company.  您可以用两种方法：向船方索赔

或向保险公司索赔。
 

延伸  The goods you sent us are different from the sample we gave you.  贵方发给我们的

货与我们送去的样品不符。

 There’s a serious problem. The case contained completely different goods from the 
ones we ordered.  出现了严重问题，箱子中的货物与我们订购的货物完全不同。

 A shortage of 80 tons is a big loss for us. We have to lodge a claim against you.   

场景词汇
1  settle  解决	 2  signatory  签署国
3  shortage  短缺	 4  lodge a claim  提出索赔
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80吨短重对我们来说是不小的损失，我们不得不向你们提出索赔。

 Our customers complain that the goods are much inferior in quality to that of your 
samples.  我方客户抱怨货物的质量远远低于样品质量。

拒绝赔偿

A： We reject 1  the claim for the losses.  我们拒绝赔偿损失。

B： Our insurance covered All Risks， so the insurance company should be liable 
for total loss on land or sea of the insured goods.  我们投保的是一切险，所

以保险公司就要负责赔偿所保之物发生在海上或陆上的全部损失。
 

延伸  We cannot entertain 2  your claim. Your claim should be referred to the insurance 
company.  我们不能受理你们的索赔。你们的索赔应提交保险公司。

 Your claim is not reasonable. We cannot accept it.  您的索赔不合理，我们不予接受。

 We regret being unable to accept your claim because the cases were in perfect 
condition when the goods were loaded on board of the ship.  很抱歉，我们不能接

受你们的索赔，因为货物上船时箱子是完好的。

 Without sufficient 3  evidence to support， your claim is untenable.  贵方的索赔缺乏

足够的证据，根本站不住脚。

接受赔偿

A： The percentage of defects in the consignment 4  you sent to us was much too 
high. We have lost a lot of  money because of it.  你们送来的这批货，瑕疵

品的比例高得离谱，导致我们损失了许多钱。

B： We know that the problem was caused by us， so we would like to settle it in 
private.  我们知道这个问题是我们造成的，因此我们同意私下和解。

 

延伸  In view of our friendly business relations，we are prepared to meet your claim 
for the 35 tons short weight.  鉴于我们之间的友好业务关系，我们准备赔偿35
吨短重。

 We’re prepared to make you a reasonable compensation but not the amount you 
claimed.  我们准备给你们合理的赔偿，但不是你们索赔的数目。

 We’ll contact our insurance company and pay for the damage.  我们将与我们的保

险公司联系以赔偿你方的损失。

场景词汇
1  reject  拒绝	 2  entertain  受理
3  sufficient  足够的	 4  consignment  委托，寄售商品



1 谈判过程

你一定要会说的场景句

1. 谈判前我们应该做什么？

What should we do before negotiations？
2. 优秀的谈判者应具备什么素质？

What makes a good negotiator？
3. 首席谈判，无论他是谈判团队成员还是顾问，当他代表着公司时，就肩负 

      着整个公司的职责和信誉。

The CN， whether staff or consultant， carries the entire responsibility and 
trust of the company when acting on its behalf.

4. 玛丽，明天与约翰逊先生的会议有关的一切事宜都没问题了吗？

Mary， is everything going well for tomorrow’s meeting with Mr. Johnson？
5. 史密斯先生，我打电话来与您确认一下会面的事宜。

Mr. Smith， I’m calling to confrm the appointment with you.
6. 我们可以从回顾上次会谈的结果开始吗？

Shall we begin with a review from last time？
7. 有没有更进一步的问题或者意见？

Are there any further questions or comments？
8. 经过这么耗费精力的谈判，我们双方都需要好好休息一下。

Both of us deserve a good rest after the energy-consuming negotiations.
9. 我们休息一下，让头脑清醒清醒，下午再继续，好吗？

How about having a break and resuming in the afternoon with a fresh mind？
10. 哦，会议已经快要开完了，还剩那么多的点心。

Well， the meeting is almost over， and there are still lots of snacks left.
11. 我们终于成功地签了合同。允许我为我们生意的成功和未来的合作举杯

祝贺。

We’ve made it at last. Allow me to propose a toast to the success of 
our business and to our future cooperation.

CHAPTER 4  各种谈判
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场景词汇
1  manipulation  控制	 2  participant  参与者
3  disposition  性格

谈判准备

A： What should we do before negotiations？  谈判前我们应该做什么？

B： It is common to learn as much as possible about a potential client or partner 
before negotiations.  在谈判前，一般要尽可能多地了解潜在的客户或合

伙人。
 

延伸  In general， most business negotiators come to the negotiation table with an agenda 
for meeting in mind.  一般来说，大多数谈判人员在谈判之前脑子里已拟定了谈

判议程。

 Another aspect of negotiation preliminaries is manipulation 1  of the negotiation 
situation to your company’s advantage.  谈判前期需要准备的另一个方面是利用

自己公司的优势来控制谈判局面。

 The location of the negotiation is perhaps the most important situational factor for 
several reasons， both practical and psychological.  从实际和心理的角度而言，谈

判场所也许是最重要的客观因素。

 In business negotiation， it is considered that one side with fewer participants 2  to be 
at a serious disadvantage.  在商务谈判中，谈判人员较少的一方常被视为处于严

重的劣势。

谈判人员基本素质

A： What makes a good negotiator？ 优秀的谈判者应具备什么素质？

B： A good negotiator should be flexible enough and adeptly deal with a great 
amount of ever-emerging information and uncertainties.  一个优秀的谈判

者应善于随机应变，能巧妙地处理大量不断出现的信息以及不确定

的因素。
 

延伸  It is necessary for a good negotiator to be patient.  一名优秀的谈判者必须具有耐心。       
 A competent chief negotiator （CN） is gregarious by disposition 3  and excels in 

social settings.  一位有能力的首席谈判在性格上要擅长交际，在各种社交场合

中要出类拔萃。

首席谈判

A： The CN， whether staff or consultant， carries the entire responsibility and trust of 
the company when acting on its behalf.  首席谈判，无论他是谈判团队成员还
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场景词汇
1  adaptable  适应性强的	 2  abstemious  有节制的，适度的
3  counterpart  相对应的人或物	 4  external  外在的，外部的
5  audiovisual  视听的

是顾问，当他代表着公司时，就肩负着整个公司的职责和信誉。

B： Because negotiations are concerned with each side getting the other to 
change positions， the CN must be highly adaptable 1 .  谈判的目的与一方使

另一方改变立场有关，因而首席谈判必须具备高度的适应能力。
 

延伸  Physical fitness， endurance， and a reasonably abstemious 2  nature are highly desirable， 
and bankable attributes in a CN.  健康的身体、耐力以及合理的节制，对首席谈判

来说，是极为需要和可信的特质。

 Negotiations seldom go completely according to plans； nor will they always change 
in preconceived patterns.  谈判既不会完全按照计划进行，也不会总是按照预想

的模式变化。

 The ability to concentrate on those issues at the heart of the negotiation is an asset 
the CN cannot afford to be without.  作为首席谈判，要有能力专注于那些谈判中

的核心问题，这是不可或缺的素质。

 People who cannot communicate their ideas or understand those put forth by 
counterparts 3  are of little use around the negotiation table.  不能表达自己的想法或

不理解对方所提出的观点的人，在谈判桌上是毫无用处的。

 A CN must also have a keen sense of what is motivating his counterparts so as to 
communicate the proper image.  首席谈判应熟知如何调动对手由此展现出良好的

形象。

准备好了

A： Mary， is everything going well for tomorrow’s meeting with Mr. Johnson？   
玛丽，明天与约翰逊先生的会议有关的一切事宜都没问题了吗？

B： Yes. Everyone has been told by external 4  memo. I’ve also made sure of the 
meeting schedule with each presenter， personally.  没问题了。都已经用对

外通知告知大家了，而且我也当面与每位出席者确定了会议的议程。
 

延伸  Are all the audiovisual 5  aids ready？  所有视听器材都准备好了吗？

 Yes. There were a few bugs with the slide presentation but they’ve all been taken 
care of.  准备好了。幻灯片放映时本来有些小毛病，不过现在已经修复了。

确认事项

A： Mr. Smith， I’m calling to confirm the appointment with you. Your secretary， 



79

78

Miss Yang made it with me the day after tomorrow. 史密斯先生，我打电

话来与您确认一下会面的事宜，您的秘书杨小姐把时间定在了后天。

B： OK. Is it at 9：30 next Monday morning at my office？  
      好的。是下周一上午9点半在我的办公室吗？
 

延伸  Jack， I’d like to check with you the program for Thursday again to make sure that 
everything is in order.  杰克，为了确保万无一失，我想再核对一下周四的日程表。 

 All right. We’ve arranged 1  for a car to pick up Mr. Johnson and his colleague at the 
airport. They’re due to arrive at 9：30.  好的。我们已经安排车去机场接约翰逊先

生和他的同事了。他们定于9：30到。

开始谈判

A： Shall we begin with a review from last time？  我们可以从回顾上次会谈的结

果开始吗？

B： Yes.  当然可以。
 

延伸  Perhaps we should begin our meeting by having donuts and coffee.  也许我们的会

谈应该从吃甜甜圈和喝咖啡开始。

 Perhaps we should start by examining the obstacles 2 .  也许我们应该从检查障碍

开始。

 I believe you are right， so let’s get started.  我想您是对的，所以我们开始吧！

谈判中

A： Are there any further questions or comments？  有没有更进一步的问题或者

意见？

B： No， I don’t have any.  不，我没有什么问题。
 

延伸  Does anyone have any more questions or doubts about the proposal 3 ？  关于这个建

议，还有人有疑问吗？

 Yes， I still have some doubts， but time will tell.  是的，我还有一些疑问，但时间

会解答的。

 If there are still unanswered questions， I will be happy to stay later.  如果还有问题

没有得到解答，我很乐意留下来。

场景词汇
1  arrange  安排	 2  obstacle  障碍
3  proposal  建议
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 Thanks， because I have a few more questions.  谢谢你，因为我还有一些问题。

 I sense you have some lingering 1  doubts about these decisions.  我觉得您对于这些

决定尚有疑虑。

休息一下

A： Each of us will sign two formal copies of the contract： the Chinese copy and 
the English copy.  我们每人签两份合同的正式文件：一份中文的，一份

英文的。

B： Both of us deserve a good rest after the energy-consuming negotiations.   
经过这么耗费精力的谈判，我们双方都需要好好休息一下。

 

延伸  Could you excuse me for about 15 minutes？  可以让我休息15分钟左右吗？

 How about taking a breath？  休息一下，好吗？

 Shall we take a coffee break？  我们休息一下喝杯咖啡，好吗？

 Let’s break and resume in the afternoon with a fresh mind.  我们休息一下，让头脑

清醒清醒，下午再继续。

续谈时间

A： How about having a break and resuming in the afternoon with a fresh mind？   
我们休息一下，让头脑清醒清醒，下午再继续，好吗？

B： Why not？ It happened that I’ll have to ask for my boss’s opinion about the 
payment terms.  为什么不呢？我正好要请示一下我们老板关于付款条件

的意见。
 

延伸  We’re running behind schedule. When will you have some free time to continue？   
我们已经超过预定时间了。您何时有时间可以继续？

 I’m afraid I’m only available this morning.  恐怕我只有今天上午有时间。

 May I suggest that we meet again soon？  我可以建议咱们很快再次会谈吗？

 Sure. When is a good time for you？  当然。您什么时候有时间呢？

结束谈判

A： Well， the meeting is almost over， and there are still lots of snacks left.  哦，会议

已经快要开完了，还剩那么多的点心。

场景词汇
1  lingering  延迟的，逗留不去的
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B： It doesn’t matter.  没关系的。
 

延伸  I think we have discussed most of the key issues today.  我认为大部分的主要议题

我们今天都已经讨论了。

 We can work out the details next time.  我们可以下次再来解决细节问题。

 It’s party time.  让我们轻松一下。

 If there are still unanswered questions， I will be happy to help.  还有什么问题没有

解答的话，我乐意提供帮助。

 Shall we call it a day？  今天到此为止，好吗？

谈判成功

A： We’ve made it at last. Allow me to propose a toast to the success of our 
business and to our future cooperation. Cheers！  我们终于成功地签了合

同。允许我为我们生意的成功和未来的合作举杯祝贺。干杯！
B： Cheers！  干杯！
 

延伸  Let’s celebrate this deal by having lunch tomorrow. You need a break.  让我们为这

次交易庆祝一下，明天一起吃顿午饭吧。你需要休息了。

 That would be great.  那太好了。



2 商标

你一定要会说的场景句

1. 我想注册我们的产品。

I want to have my product registered.

2. 我们认为该将此商标注册了。

We think it is high time to have it registered. 

3. 您能否介绍一下有关注册方面的详细事宜？

Would you like to tell me something about registration in detail？

4. 获得商标局的核准要多长时间？

How long will it take to obtain the approval from the Trademark 

Bureau？

5. 顺便问一句，商标权也有有效期吗？

By the way， is there a time limit for trademark right？

6. 但生产商或注册人应每10年申请办理一次延续手续。

But the producer or registrant should apply for the registration renewal 

every 10 years.

7. 您必须清楚商标受区域的限制。

You must notice that trademark is limited by region.

8. 是否有可能转让我公司的“熊猫”商标？

Is it possible to have our trademark “Panda” transferred？

9. 如果发现有人仿冒我公司的商标，我公司该怎么办？

What shall we do if an imitation of our brand is found？

10. 我发现有人侵犯我的商标权，这令我很震惊。

It’s amazing that I found somebody was infringing my trademark.

CHAPTER 4  各种谈判
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注册产品

A： I want to have my product registered. Do you know what I should do for this 
affair， Mr. Liu？  我想注册我们的产品。您知道该怎么办吗，刘先生？

B： You mean the procedures 1  for trademark examination， don’t you？  您指的是

商标的注册程序，对吗？
 

延伸  It is not complicated. You may just contact the Trademark Office. It will send you 
standard forms for you to fill out 2 .  不复杂，您可以和商标局取得联系，商标局

会寄给您标准的表格让您填写。

商标注册

A： In order to uphold 3  our right and profits， we think it is high time to have it 
registered.  为了维护我方的权利和权益，我们认为该将此商标注册了。

B： How right you are！  您说得很对。
 

延伸  We want to seek 4  trademark abroad. 我们想在国外注册商标。

 We should have the brand registered to uphold our just rights and interests.  我们应

该将商标注册，以维护我们的正当权利和权益。

 What shall we do to apply for the registration 5  of trademark？ 我们应如何申请注册

商标呢？

 We’d like to apply for a registration of our trademark in your country.  我公司想在

贵国申请注册商标。 

注册详细事宜

A： Would you like to tell me something about registration in detail？  您能否介绍一

下有关注册方面的详细事宜？

B： With pleasure. Usually， when foreign enterprises 6  make application for 
trademark registration in our country， they should appoint a patent agency 7 ， for 
instance， the Patent Agent Department 8 ， to act as their patent agent.  当然可以。

外国企业在我国申请商标注册，通常要委托专利代理机构，比如说，

专利代理处，做他们的专利代理人。
 

延伸  The Trademark Office， of course， gives precedence 9  to the person who files first. It 

场景词汇
1  procedure  程序	 2  fill out  填写 3  uphold  维护
4  seek  寻找 5  registration  注册 6  enterprise  企业
7  patent agency  专利代理机构 8  Patent Agent Department  专利代理处
9  precedence  优先
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examines the application， issues preliminary 1  approval 2  and publishes the trademark. 
If there’s no justifiable 3  opposition to it， then the registration is approved and a 
trademark registration certificate 4  is issued.  商标局对申请在先的人自然予以优

先。商标局审查申请注册的商标，初步审定通过后，予以公告。如果没有正当

的异议，就应核准注册，发放商标注册证。

 The trademark is valid for ten years from the date of registration. If you would like to 
continuously use the trademark when the validity 5  expires 6 ， you need to make a new 
application for the registration.  商标从注册之日起10年内有效。期满后如果您还

想使用原来的商标，需要重新申请注册。

注册商标时间

A： How long will it take to obtain the approval from the Trademark Bureau？   
获得商标局的核准要多长时间？

B： Two months.  2个月。
 

延伸  How long is it between the date of publication 7  and the date of approval？  从公告之

日起到核准之日止需要多长时间？

商标有效期

A： That sounds quite simple. By the way， is there a time limit 8  for trademark right？  
听起来很简单。顺便问一句，商标权也有有效期吗？ 

B： Of course. By law， the protection in our country is limited to 10 years. And 
trademark right can be renewed.  当然有。在我国，商标依法受保护10
年，而且商标权可以办理延续手续。

 

延伸  There is a time limit for trademark right. 商标权有有效期。 
 How long will the trademark remain valid？  商标的有效期是多久？

 The term of validity for the trademark is 10 years.  商标的有限期为10年。 

商标延续手续

A： That’s great.  太好了。 
B： Trademark registration may be renewed continuously. But the producer or 

registrant should apply for the registration renewal every 10 years.  商标注

场景词汇
1  preliminary  初步的	 2  approval  批准	 3  justifiable  有理由的
4  certificate  证书	 5  validity  有效期 6  expire  终止 
7  publication  公布 8  time limit  有效期
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册可无限延期，但生产商或注册人应每10年申请办理一次延续手续。
 

延伸  That’s fair. It is not easy for a producer to establish a well recognized trademark. He 
has reasons to enjoy such protection.  这很公平，生产商创建一个公认的名牌商

标很不容易，他理应享有这种保护。

 Even the producer forgets to apply for the registration renewal， the law grants a 
5-month grace period.  即使生产商忘记申请办理商标的延续手续，也可依法享

受5个月的宽限。 

 The registrant 1  must apply for the registration renewal every 10 years.  注册人必须

每10年申请办理注册商标的延续手续。 

商标限制

A： That sounds good.  那太好了。 
B： You must notice that trademark is limited by region.  您必须清楚商标受区

域的限制。
 

延伸  That is to say， a trademark registered in China will not be legally protected in another 
country. Am I right？  也就是说，在中国注册的商标不会在另一个国家受到法律

的保护，对吗？

 Yes， unless the same trademark is also registered in this country.  对，除非同一商

标也在另一个国家注册。

商标转让

A： Is it possible to have our trademark “Panda” transferred？  是否有可能转让我公

司的“熊猫”商标？

B： Yes， but the transferee 2  needs to make the application to the Trademark 
Bureau， too.  可以转让，但受让方也要向商标局申请。

 

延伸  What else is required？  还有什么要求？

 The transferee must also see to it that the quality of the product be maintained 3 .   
受让方还必须负责保持产品的质量。

 I want to assign 4  my trademark to another company.  我想把我的商标转让给另一

家公司。

 How can we assign a trademark？  我们怎么转让商标呢？  
 By filing a joint application with the assignee with the Trademark Office. The 

场景词汇
1  registrant  注册人	 2  transferee  受让方
3  maintain  保持，维持	 4  assign  转让
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assignee should， of course， guarantee the quality of the goods when he uses the 
registered trademark.  你们可以和受让人共同向商标局提出申请。受让人自然应

当保证其所使用的注册商标的商品质量。

仿冒商标

A： What shall we do if an imitation of our brand is found.  如果发现有人仿冒我公

司的商标，我公司该怎么办？

B： If so， you ought to lodge an appeal 1  to the law firm.  如果是这样的话，贵

公司应向法律事务所申诉。
 

延伸  What about our loss？  损失怎么办？ 
 The counterfeiter 2  ought to compensate for 3  the loss thus suffered.  仿冒者应赔偿

由此造成的损失。

侵犯商标权

A： It’s amazing that I found somebody was infringing my trademark.  我发现有

人侵犯我的商标权，这令我很震惊。 
B： When you find someone infringing 4  your trademark， you can take your case 

to the People’s Court.  当您发现有人侵犯您的商标时，您可以向人民法

院起诉。
 

延伸  The Administrative Authority for Industry and Commerce 5  has the authority 6  to 
order the offender to stop the infringement and to compensate you for the damage.  
工商行政管理部门有权责令侵权人停止侵权行为，赔偿您的损失。

 What do you do according to your Trademark Law if someone is found infringing on 
your registered trademark？  如果发现有人侵犯了你的注册商标，你们的《商标

法》对此是怎么规定的呢？

场景词汇
1  lodge an appeal  申诉	 2  counterfeiter  仿冒者
3  compensate for  赔偿	 4  infringe  侵犯
5  Administrative Authority for Industry and Commerce  工商行政管理部门
6  authority  权威
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3 技术转让

你一定要会说的场景句

1. 这是我们获得了专利权的设计。

This is our patented design.
2. 看来我们只有考虑买专利了。

It seems that we’ll only consider buying the patent.
3. 期限有多长？

How long will they run？
4. 然而，我公司非常愿意转让专利。

However， we’re quite willing to transfer the patent.
5. 我公司想以许可证的形式转让专利使用权。

We’d like to transfer the right to use the patent in the form of license.
6. 那么，你们要价多少？

Well， how much will you ask for？
7. 你们能保证在专利许可方面不会有侵权问题发生吗？

Can you assure us that no infringement on the licensed patent will 
occur？

8. 您知道，出售专有技术就是向买方提供整个生产过程的全部资料。

You see， to sell the know-how is to provide the buyer with full 
information about the complete production.

9. 我们想要你们提供一项技术许可证来改进我们现有的产品，并开发新产品。

We’d like you to provide us with a technical license to improve our 
present products and develop new ones.

10. 我们双方的技术人员和专家要经常碰头，进行技术交流。

The technicians and experts of both parties should hold meetings from 
time to time for technical exchange.

CHAPTER 4  各种谈判
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专利

A： This is our patented design.  这是我们获得了专利权的设计。

B： You got the patent first， even though it was our idea.  尽管想法是我们的，

但你们却先拿到了专利。
 

延伸  This device is the result of years of research by our team of designers.  这个装置是

我们设计组多年研究的结果。

 We are the only manufacturer because we came up with the idea.  因为是我们想出

的这个设计，所以我们独家生产。

买专利

A： I’m afraid we can’t， because the production costs have risen a great deal 
and we are now losing money. However， we’re quite willing to transfer the 
patent.  恐怕不行。因为生产成本已上涨了很多，我公司正在亏损。不

过，我们很愿意转让专利。

B： It seems that we’ll only consider buying the patent.  看来我们只有考虑买

专利了。
 

延伸  I’m afraid that we cannot accept that. We hope you can reduce to 1% of the sales 
price on royalty.  恐怕我们不能接受这个。我们希望你们把每件产品的专利权使

用费降到1%。

专利期限

A： Will those rights be exclusive 1 ？ How long will they run？  那些权利是专有

的吗？期限有多长？

B： Those rights are exclusive and run for three years.  是专有权利，期限是

3年。
 

延伸  The patent runs out in two years’ time.  这项专利期限为两年。

 For invention， the duration of protection is 15 years.  发明专利的保护期限为15年。

转让专利

A： We’d like you to provide us with the equipment.  我公司想要贵公司向我公

司提供设备。

场景词汇
1  exclusive  专有的
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B： I’m afraid we can’t. However， we’re quite willing to transfer the patent.   
恐怕我公司不能。然而，我公司非常愿意转让专利。

 

延伸  In what form will you transfer the patent？  你们将以何种形式转让专利？

许可证

A： We’d like to transfer the right to use the patent in the form of license 1 .  我公

司想以许可证的形式转让专利使用权。

B： But the license only gives one the right to manufacture the equipment. What 
about the technology not included in the patent？  但是许可证只给予制造设

备的权利，而并不包括在专利中的技术，这将如何处理？
 

延伸  Don’t worry. We’ll provide you with all the information and also two technicians 
needed to manufacture the equipment.  不必担心。我公司会向贵公司提供制造设

备所需的所有资料，还有两名技术人员。

 That’s good. How long will you allow us to use the patent？  好。那么贵公司将允许

我公司使用专利多长时间？ 
 Three years.  3年。

专利价格

A： Well， how much will you ask for？  那么，你们要价多少？

B： We hope you will pay us $50，000 as initial payment 2  for buying the 
production rights from us， and 5% of the sales price on each product sold.  
我们希望你们付5万美元的入门费，以购买产品生产权，并且每出售一

件产品交付给我们其售价5%的提成费。
 

延伸  It would not seem proper to do so. What about 2%？  那样做似乎不太恰当。2%怎

么样？

 Well， yes， and we will train your workers how to use it.  那好吧。我们会培训你们

的工人，使其懂得如何使用这些技术。

专利侵权

A： Can you assure us that no infringement on the licensed patent will occur？  你们

能保证在专利许可方面不会有侵权问题发生吗？

场景词汇
1  license  许可证	 2  initial payment  入门费
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B： Even if we do everything in our power， we cannot promise that it won’t 
occur.  即使是拼尽全力，我们也不能承诺不会发生侵权行为。

 

延伸  And if there is infringement， will you solve it in our favor？  如果确实发生了侵权事

件，能以有利于我们的方式解决吗？

专有技术

A： You see， to sell the know-how is to provide the buyer with full information 
about the complete production.  您知道，出售专有技术就是向买方提供整

个生产过程的全部资料。

B： Please go on.  请说下去。
 

延伸  We are interested in advanced technology and the transfer of technology.  我们对先

进技术和技术转让很感兴趣。

 Technology as a commodity has a high value because it can improve production.        
技术作为商品具有很高的价值，因为它能促进生产。

 Importing the advanced technology can contribute to advancement of the scientific 
and technical level.  引进先进的技术有助于提高科学技术水平。

 The technology to be imported must be advanced and capable of developing and 
producing new products.  引进的技术必须是先进的，能开发和生产新产品。

购买技术的目的

A： We’d like you to provide us with a technical license to improve our present 
products and develop new ones.  我们想要你们提供一项技术许可证来改

进我们现有的产品，并开发新产品。

B： I hope we can satisfy your requirements. We’ll guarantee that machines and 
technology are of advanced world levels， and the technology provided is 
integrated， precise and reliable.  希望我们能满足您的需要。我们将保证

机器和技术是世界先进水平的，所提供的技术是全面、精准的，而且

是可靠的。
 

延伸  We purchase your technology chiefly in order to renovate our old equipment.  我们

购买你们的技术，主要是为了改造我们的旧设备。

 The know-how acquired shall be able to raise productivity.  所得到的专有技术应该

能提高生产能力。



90

90

 You should help us to modernize our production through technology transfer.  贵方

应通过技术转让，协助我们实现生产现代化。

技术人员

A： Of course. I think half a year on-the-job training will be enough for the workers to 
master the skills.  当然，我想，对这些工人来说，半年的在职培训就足够

掌握这些技术了。

B： The technicians and experts of both parties should hold meetings from time 
to time for technical exchange.  我们双方的技术人员和专家要经常碰头，

进行技术交流。
 

延伸  The technicians sent by the sellers have the obligation 1  to give the buyers technical 
guidance in the plant construction.  卖方派出的技术人员有义务为买方提供建厂

技术指导。

 The know-how transferred to us will be kept confidential 2  and not let out or passed 
onto a third party.  转让给我们的专有技术将得到严格保密，绝不会泄露或转让

给第三方。

 The suppliers shall ensure that the technology provided is complete， correct， effective and 
capable of accomplishing 3  the technical targets specified 4  in the contract.  供应方应确

保所提供的技术是完整无误的、有效的，而且能达到合同规定的技术指标。

场景词汇
1  obligation  义务	 2  confidential  机密的
3  accomplish  达到	 4  specify  指定



4 招标与投标

你一定要会说的场景句

1. 贵方打算什么时候招标？

When will you start the invitation？

2. 您能告诉我是秘密招标还是公开招标吗？

Could you tell me whether it’s a secret opening-bid or a public one？

3. 我们认真研究了招标文件，决定参加这次投标。

We have carefully studied the bid documents and decided to take part 

in the bid.

4. 你们准备好报价了吗？

Have you prepared your bid？

5. 您研究过投标文件了吗？

Have you studied the tender documents？ 

6. 投标书交到哪里？

Where is the tender to be sent？

7. 张先生，我们成功的可能性有多大？

What are our chances of success， Mr. Zhang？

8. 王先生，您认为我们会中标吗？

Mr. Wang， do you think we can win the bid？

9. 我们参加投标需要担保吗？

Do we have to guarantee our participation in the tender？ 

10. 到时候要请所有投标人参加监督开标吗？

Shall all the bidders be invited to join us to supervise the opening？

CHAPTER 4  各种谈判
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开始招标

A： When will you start the invitation 1 ？  贵方打算什么时候招标？

B： A month later.  一个月以后。
 

延伸  When do you intend to start the invitation to tender？  你们打算什么时候开始招标呢？

 We expect to send the tender invitations sometime next month.  我们预计在下个月

的某个时候发出招标通知。

公开招标

A： Could you tell me whether it’s a secret opening-bid 2  or a public one？  您能告诉

我是秘密招标还是公开招标吗？

B： Of course it’s a public opening-bid. All the bidders will be invited to join us to 
supervise3  the opening.  当然是公开招标。全体投标人将应邀参加监督开标。

 

延伸  The international open bidding involves the steps as follows： calling for a bid， the 
evaluation 4  of the pre-qualification documents， the opening of a tender， the evaluation 
of the form of a tender， award of a contract and signing of a contract.  国际公开招标

包括以下步骤：招标、对投标人资格的预审、开标、评标、中标及签约。

 We’re going to open the tender on 5th May， and shall invite all of the tenderers to 
join us to supervise the opening.  我们将在5月5日开标，并将邀请所有投标者参

加监督开标。

决定投标

A： We have carefully studied the bid documents and decided to take part in the bid.      
我们认真研究了招标文件，决定参加这次投标。

B： I’m very glad to hear that.  我对此感到很高兴。
 

延伸  We believe that our company has the ability to accept the project， so we would like 
to take part in the bid.  我们认为我们公司有能力接受这一工程，所以我们想参

加投标。

报价

A： Have you prepared your bid？  你们准备好报价了吗？

B： We have prepared a competitive bid.  我们已准备好了竞争力强的报价。
 

延伸  In what currency shall we quote 5  the prices？  我公司应以什么货币报价？ 

场景词汇
1  invitation  邀请	 2  public opening-bid  公开招标
3  supervise  监督	 4  evaluation  评估
5  quote  报价
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 Are the prices stated in the US dollar？  是用美元标的价吗？

 Yes.  对。

投标文件

A： Have you studied the tender documents？  您研究过投标文件了吗？

B： Yes. We are confident that we will be successful in this tender， as our prices 
are competitive.  我们有信心此次投标会获得成功，因为我们的价格很有

竞争性。
 

延伸  We shall get a complete set of tender documents for you. 我们会给贵方一整套投标

文件。

 Here is a set of tender documents which cover all the necessary details.  这是一套招

标文件，所有必要细节都在里面。

标书

A： Where is the tender to be sent？  投标书交到哪里？

B： To our office.  交到我们办事处。
 

延伸  When shall we send to you our Submission of Tender 1 ？  我公司在什么时候把标书

送交贵公司？

 Here is our Submission of Tender.  这是我们公司的投标书。

 To whom will the bid be sent？  标书寄给谁呢？

 Have you brought the Submission of Tender？  标书带来了吗？

 Yes， here it is， together with the information on the cost， construction time and 
volume of work for the project.  带来了，在这儿。同时附有该项目的费用、施工

时间和工程量。

中标可能性

A： What are our chances of success， Mr. Zhang？  张先生，我们成功的可能性

有多大？

B： We know that you have rich experience in this field and that you offer 
technical assistance on favorable terms. I think you may win the tender.   
我们知道在这个领域贵方有丰富的经验，并以优惠的条件提供技术援

助。我认为贵方可能会中标。
 

延伸  What do you think our chances are？  您看我们中标的机会大吗？

场景词汇
1  Submission of Tender  标书
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认为会中标

A： Mr. Wang， do you think we can win the bid？ 王先生，您认为我们会中

标吗？

B： If your entire bid conditions prove suitable， of course， we’ll choose your bid.  
如果你们的投标条件合适，我们当然会选择你们的。

 

延伸  I think you can win the tender 1 .  我认为你们能中标。

 The bidding provides all bidders an equal opportunity.  所有投标者机会均等。

担保

A： Do we have to guarantee our participation in the tender？  我们参加投标需要担

保吗？

B： As this is a large project involving a large amount of capital， we require a 
letter of guarantee 2  from an acceptable bank.  由于这是一个大工程，需要

巨额资金，所以我们要求由一家可接受的银行出具保函。
 

延伸  What guarantee do you require to cover our participation 3  in the tender？  你们对我

们参加招标要求什么担保？

 We must guarantee in any way our participation in the tender.  我方参加投标必须提

供某种方式的保证。

 According to the international practice， bidders need to hand in a cash deposit or a 
letter of guarantee from a commercial bank.  根据国际惯例，投标人要缴纳保证金

或提供由商业银行出具的保函。

开标

A： Shall all the bidders be invited to join us to supervise the opening？  到时候

要请所有投标人参加监督开标吗？

B： Of course.  当然。
 

延伸  When do you expect to open the tender？ And where？  贵公司准备什么时候开标？

在哪儿开标？

 We came to inquire about the bid opening procedures.  我们来询问开标有哪些程序。

场景词汇
1  tender  投标 2  a letter of guarantee  保函
3  participation  参加



5 代理谈判

你一定要会说的场景句

1. 史密斯先生，我想您已经知道了，我想同您谈谈你们的桌布代理事宜。

Mr. Smith， I think you have already known that I want to discuss with 
you the problem of agency for your table cloths.

2. 我方愿意做你们产品的独家代理。您意下如何？

I’m willing to be a sole agent for your products. What’s your opinion？
3. 您每年的最低营业额有多少？

What is the minimum annual turnover you could fulfll？
4. 那么，你们通常给代理商的佣金率是多少？

Then， what’s your usual commission rate for your agents？
5. 那么代理条件怎样呢？

What would be the term of agency？
6. 您的意思是不是拒绝我们做代理？

Do you mean to say you refuse us to be the agency？
7. 我们想指定一个总代理来处理我们在英国的产品销售。

We’d like to appoint a general agent to handle our products in Britain.
8. 我们很乐意指定你们成为我方产品在贵国的独家代理。

We are pleased to offer you a sole agency for the sale of our products 
in your country.

9. 您能与我们详细讨论一下代理协议吗？

Can you discuss with us in detail the agency agreement？
10. 这次我来是想把我们之间的代理协议再延长两年。

The purpose of my present visit is to extend our agency agreement for 
another two years.

CHAPTER 4  各种谈判
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代理申请

A： Mr. Smith， I think you have already known that I want to discuss with you 
the problem of agency for your table cloths.  史密斯先生，我想您已经知道

了，我想同您谈谈你们的桌布代理事宜。

B： Yes， you mentioned it in your last letter. But I must say your proposal came 
as a little surprise to us.  是的，您在上次的信中提到了此事，但您的建议

让我们有点吃惊。
 

延伸  We are very much interested in acting as your agent.  我公司对担任贵公司代理一

事很感兴趣。

 We’d like to be your agent handling your export trade with our country.  我公司愿做

贵公司的代理，办理贵公司向我国出口的贸易。

 We have for some years been an agent for several lines of Chinese products and are 
capable of acting as your agent.  我公司代理数种中国产品已有多年，有能力做贵

公司的代理。

 If acting as your agent， we can make full use of 1  our good connections with the 
wholesalers and retailers here.  如能成为贵公司的代理，我公司能充分利用我公

司与当地批发商和零售商的良好关系。

 We should be glad if you could consider our application to act as your agent.  如果你

们能考虑我们的申请，让我们担任你们的代理，我们将非常高兴。

独家代理

A： I’m willing to be a sole agent for your products. What’s your opinion？  我方愿意

做你们产品的独家代理。您意下如何？

B： We can’t promise anything before we know more of your plan.  在没

有详细了解你们的计划之前，我们无法做任何承诺。
 

延伸  What’s the extent of the agency， sole agency 2  or sub-agency 3 ？  代理的权限是什

么，独家代理还是分代理？

 Oh， we ask you to take a sole agency.  我们要求你做我们的独家代理。

场景词汇
1  make full use of  充分利用	 2  sole agency  独家代理
3  sub-agency  分代理
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最低营业额

A： What is the minimum annual turnover 1  you could fulfill？  您每年的最低营业额

有多少？

B： About ￡500，000. We could double our turnover if you appoint us to be your 
agent.  约50万英镑。如您能指定我们做你们的代理商，那我们的年营业

额可以翻倍。
 

延伸  What is the minimum annual sales 2  you can guarantee？  你们能保证的最低年销售

量是多少？

 We can sell at least 60，000 sets.  我们至少能销售60 000台。

代理佣金

A： Then， what’s your usual commission rate for your agents？  那么，你们通常

给代理商的佣金率是多少？

B： Usually， we give a commission of 2% to our agents.  我们通常给代理商2%
的佣金。

 

延伸  2% is too low， I think. You see， we have a lot of work to do in promoting the sales， 
such as advertising on radio or TV， printing booklets， leaflets， catalogues 3  and so on.  
我认为2%太低了。您知道，为了推销贵方的产品，我们要做很多工作，比如

在电台或电视上做广告，印刷小册子、传单和商品目录等。

 Don’t worry. We’ll allow you a higher commission rate， if your sales score a 
substantial 4  increase.  别担心，如果你们的销量有大幅度的增长，我们会给予更

高的佣金。

代理期限

A： What would be the term of agency？ I mean the time period.  那么代理条件

怎样呢？我的意思是说，代理期限多长？

B： Five years， and renewable for a further period of three years if both parties 
agree.  5年。经双方同意，续约后可再延长3年。

 

延伸  What’s the duration of agency？  代理期限有多长？

 One year.  一年。

场景词汇
1  turnover 	营业额	 2  minimum annual sales 	最低年销售量
3  catalogue 	目录	 4  substantial 	大量的
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拒绝请求

A： We regret that we can’t grant your request as we have already appointed an 
agent in your area. 很遗憾，我们不能答应你们的请求，因为我们已经在

当地指定了代理商。

B： Do you mean to say you refuse us to be the agency？  您的意思是不是拒绝

我们做代理？
 

延伸  Regarding 1  the question of sole agency， we should think it is premature 2  for us to consider 
it.  关于独家代理，我们认为考虑此问题为时过早。

 We appreciate your suggestion that you sell our products on an exclusive basis， but 
we think it’s premature for us to enter into the agency agreement at the present stage.  
我们感谢贵方独家销售我方产品的建议，但我们认为现阶段签订代理协议还为

时过早。

 We’ve noted your request to act as our agent in your country， but we feel it would 
be better to defer 3  the discussion of it.  我们注意到贵方请求成为我方在贵国的代

理，但是我们觉得应当推迟讨论此事。

邀请做代理

A： We’d like to appoint a general agent to handle our products in Britain. Are you 
interested in it？  我们想指定一个总代理来处理我们在英国的产品销售。你

们对这个感兴趣吗？

B： We would be interested in acting as your general agent there， but your terms 
for us must be favorable.  我们很有兴趣担任你们在那里的总代理，但你

们给我们定的条件必须优惠。
 

延伸  We’ll be willing to have you as our agent until we have our own branch in your city.  
我们愿意在你们市设立分公司之前，让你们做我们的代理。

 If you can promote the sale of products successfully for one year， we may appoint you 
as our agent.  如果你们在一年中能成功地推销我们的产品，我们将考虑指定你们

为我们的代理。

场景词汇
1  regarding  关于	 2  premature  不成熟的
3  defer  推迟
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场景词汇
1  appoint  指定	 2  representative  代表
3  forwarding agent  运输代理	 4  exclusive agency  独家代理
5  adequately  充分地	

 Regarding your proposal to represent us for the sale of our canned foods， we have 
decided to appoint 1  you as our agent in Hong Kong.  关于贵方建议销售我方罐头

食品一事，我们已决定委托贵方为我方在香港的代理。

代理指定

A： We are pleased to offer you a sole agency for the sale of our products in your 
country.  我们很乐意指定你们成为我方产品在贵国的独家代理。

B： Thank you for offering us the agency for your products.  谢谢贵方提出让我

们代理你们的产品。
 

延伸  We are thinking of appointing a local sales agent.  我公司考虑在当地指定一位销售代理。

 We have already appointed an agent in your area.  我公司已经在贵方所在地指定

了代理商。

 Further to our letter of June 3 and following our discussion with your representatives 2  
in Beijing in early July， we’ve decided to offer you an appointment as our forwarding 
agent 3  in New York on the terms and conditions listed below.  在我方6月3日去函和7
月初与贵方代表在北京会谈后，我们决定按下列条款委托你方为我方在纽约的

运输代理。

 After a careful review of our business relations and your past efforts in pushing the 
sale of our products， we have decided to appoint you as the exclusive agency 4  for 
our willow-wares in your country.  仔细地回顾了我们之间的业务关系以及贵方促

销我方产品的业绩后，我们决定委托贵方为我方柳条制品在贵国的独家代理。

 What is the minimum annual sales you can guarantee if we appoint you as our agent？ 
 如我公司指定贵公司为我公司的代理，贵公司能保证的最低年销售额是多少？

代理协议

A： Can you discuss with us in detail the agency agreement？  您能与我们详细

讨论一下代理协议吗？

B： Of course.  当然可以。
 

延伸  The sole agent shall adequately 5  advertise throughout the agreed territory.   独家代

理应在整个协议地区进行充分的广告宣传。
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 We’ll allow you a 5% commission 1  and another 1% for the sales exceeding the 
quota 2 .  我公司将给贵公司5%的佣金，对超过定额的销售再给1%。

 I agree to sign the agency agreement.  我同意签这个代理协议。

延长代理协议

A： The purpose of my present visit is to extend our agency agreement for 
another two years.  这次我来是想把我们之间的代理协议再延长两年。

B： If you want to extend the agency agreement， you must guarantee to increase 
the annual turnover by 15%.  如果你们想延长代理协议的话，你们必须保

证使年销售量增加15%。
 

延伸  Right， considering the working relationship between us and your experience in 
dealing with the customers， we suggest a trial period of one year. If everything turns 
out satisfactory， we can renew the agency agreement on its expiry.  好吧，考虑到我

们的合作关系，以及你们在应对顾客方面的经验，我们建议试做一年。如果一

切令人满意，我们可以在代理协议期满时加以延长。

场景词汇
1  commission  佣金	 2  quota  配额



6 货物谈判

你一定要会说的场景句

1. 我们保证货物的品质与样品大体相同。

We guarantee that the quality of our goods is about equal to the 

sample.

2. 我们的产品质量好，原因之一是我们拥有最优良的品质检验系统。

One of the reasons for our good-quality products is that our quality 

inspection system is the best of its kind.

3. 我们首先谈谈数量问题，怎么样？

Shall we talk about quantity frst？

4. 目前我们只能给您提供1 000套。

We can only supply you with 1，000 sets at present.

5. 关于图案设计，您是否可以讲得详细一些？

Regarding patterns， could you please tell me in detail？

6. 有部分货物与合同的规格不符。

Some goods do not coincide with standards described in the contract.

7. 折扣能提高到5%吗？

Is it possible to increase the discount to 5 percent？

8. 但真丝手帕的质量和图案并不好。

But the quality and design of the silk handkerchiefs are not suitable.

CHAPTER 4  各种谈判
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货物的质量

A： I think you’ve studied our sample. We guarantee that the quality of our 
goods is about equal to the sample.  我想贵公司已经研究过我公司的样品

了。我们保证货物的品质与样品大体相同。

B： We demand that the quality be exactly the same as the original sample 
you’ve provided.  我公司要求品质与贵公司提供的样品完全一样。

 

延伸  The goods we’ve provided are of fair average quality.  我们提供的货物具有良好的

平均品质。

 We demand that you supply the preserved dates of good merchantable quality.  我们

要求贵公司供应具有上乘可销品质的蜜枣。

 Our brand name itself proves that the goods are of superior quality.  我们的品牌本

身证明这批货的品质是上乘的。

 We assure you that the oil content of the groundnuts is 45% at its minimum.  我们向

贵公司保证这批花生仁的含油量最低不少于45%。

 The quality is subject to ISO 9000 or GB/T 19000.  品质按ISO9000标准或GB/T 
19000标准。

品质高

A： How can we be sure your products are of superior quality， as you promised？  
我们怎能确定你们的产品和您承诺的一样——拥有最优品质？

B： One of the reasons for our good-quality products is that our quality 
inspection system is the best of its kind.  我们的产品质量好，原因之一是

我们拥有最优良的品质检验系统。
 

延伸  I can promise you that if you buy our product， you will be getting A1 quality.  我可

以保证，如果您购买我们的产品，品质一定是一流的。

 I’ve looked at your units， and am very happy with them. Your goods are all far above 
standard quality.  我已经看了货，也很满意。你们的产品品质都远在标准之上。

货物数量

A： Shall we talk about quantity first？  我们首先谈谈数量问题，怎么样？

B： The amount of our order depends largely on the prices and quality.  我们要

订的数量很大程度上取决于价格和质量。
 

延伸  What’s the minimum quantity of an order for your goods？ 贵方货物的起订量是多少？

 Is there any quantity limitation for the import of cotton cloth from China？  从中国进
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口棉布有数量限制吗？

 This is the minimum quantity we require. 这是我们要求的最小数量。

 We can place an order for additional 1，000 shirts this year.  今年我们可以多订1 000
件衬衣。

 The maximum quantity of shirts we can order this year is about 2，500 pieces.  我们

今年最多能订购大约2 500件衬衫。

不能提供

A： We want to order 2，000 sets.  我们想订购2 000套。

B： I’m sorry. We can only supply you with 1，000 sets at present.  很抱歉。目

前我们只能给您提供1 000套。
 

延伸  May I suggest that you cut the quantity of your order by half ？  我能建议你们将订

购的数量减半吗？

 I’m afraid we aren’t able to supply as much as you require.  我想我们恐怕不能供应

你们需要的那么多。

货物图案

A： We find that the color and quality of your silk scarfs are satisfactory， 
but the quality and design of the silk handkerchiefs are not suitable. I’m 
sorry to say that we don’t like them at all.  我们认为真丝围巾的颜色和

质量令人满意，但真丝手帕的质量和图案并不好。很遗憾，我们一点

都不喜欢。

B： As far as I know， there can’t be any problem with the quality of our silk 
handkerchiefs. As you know， silks are one of China’s traditional exports. 
They’re highly reputed for their quality. In fact， they’re selling well in 
European markets. Regarding patterns， could you please tell me in detail？ 
据我所知，真丝手帕的质量不可能有任何问题。如您所知，丝绸是中

国传统出口商品之一，以其质量上乘而闻名。事实上，它们在欧洲市

场十分畅销。关于图案设计，您是否可以讲得详细一些？
 

延伸  Anyway， it’s easy to solve that problem. Here are our latest  designs. You can choose 
what you like.  不管怎样，这个问题容易解决。这儿有一些最新设计，您可以

选择您所喜欢的。

 These designs are so lovely that they’ll appeal to the most selective consumers. I’d like 
to order two of them： Silk Handkerchief No. 10： 4，000 dozens； No. 12： 2，000 dozens.  
这些图案真是漂亮极了，我想即使最挑剔的消费者也会喜欢这些图案。我想选

其中的两种图案：真丝手帕，货号10要4 000打；货号12要2 000打。

 I’m glad that you add your order.  感谢您增加了订货量。
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货物规格

A： Some goods do not coincide with standards described in the contract.  有部

分货物与合同的规格不符。

B： What is the difference in size？  是吗？尺寸差多少？
 

延伸  Two boxes of your products didn’t coincide with your sample last time.  上次，你们

的货物中有两箱与样品不符。

 I don’t know what is happening. There hasn’t been such things with us. Maybe the 
factory sent wrong boxes.  我不知道这是怎么回事，我们从来没发生过这样的事

情。也许是工厂发错货了。

折扣

A： The terms are rather harsh on us， aren’t they？ Is it possible to increase the discount 
to 5 percent？  你们的条件太苛刻了，不是吗？折扣能提高到5%吗？

B： The prices we quoted are very keen， and the profit margin is very narrow. We 
have accommodated you in allowing a 3% discount.  我们所报价格低廉，

利润的幅度很小，给您3%的折扣已经是照顾了。
 

延伸  What about a good discount for an old customer？  给老客户打个好折扣，怎么样？

 Well， we could give you the quantity discount we normally allow for 300 units and 
over. That would be six percent.  好吧，我们可以让贵公司享受我方通常提供的

订购量在300件以上的数量折扣，也就是6%的折扣。

客户不满

A： Do you have any questions？  贵方觉得有什么问题吗？

B： Oh yes. We find that the color and quality of your silk scarfs are satisfactory， 
but the quality and design of the silk handkerchiefs are not suitable. I’m 
sorry to say that we don’t like them at all.  是的。我们认为真丝围巾的颜

色和质量很好，但真丝手帕的质量和图案并不好。很遗憾，我们一点

儿都不喜欢。
 

延伸  With regard to patterns， could you please tell me in detail？  关于图案设计，您是否

可以讲得详细点儿？

 The patterns with animals are not popular with Americans and I’m afraid that they 
may not be sellable.  美国人不太喜欢带有动物的图案，所以我担心印有这种图

案的商品不好销。



CHAPTER 5  贸易形式和其他

1 补偿贸易

你一定要会说的场景句

1.	 你好，迈克，我来谈一下和你们做补偿贸易的事情。

Hi， Mike， I came about the possibility of undertaking compensation 

trade with you.

2.	 补偿贸易的优点是什么？

What is the advantage of compensation trade？

3.	 经过调查和研究，我方觉得这个项目的可行性很大。如果条件合适，我方

可以接受这笔交易。

Through our investigation and study， we think the feasibility of this 

project is very good， so if the term is right for us， we could accept this 

deal. 

4.	 还清贷款要多久？

How long should it take to have the payment completely made？

5.	 我们希望能考虑回购的可能性。

We prefer the possibility of buy-back.

6.	 请考虑全额补偿方式。

Please consider a total compensation.

7.	 下面你是否能告诉我们关于补偿的定价方式？

Now， would you say something more about the way the prices of 

compensation are fxed？ 

8.	 对返销产品采用即期信用证方式，对设备采取滞付条件，你认为如何？

What do you think of sight L/C for counter-sale products and deferred 

terms for equipment？
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场景词汇
1  foreign exchange  外汇	 2  elaborate  介绍
3  successive  连续的	 4  detailed information  详细的信息
5  feasibility  可行性

补偿贸易

A： Hi， Mike， I came about the possibility of undertaking compensation trade 
with you. To be frank with you， compensation trade is considered preferable 
by our side to save foreign exchange 1 .  你好，迈克，我来谈一下和你们做

补偿贸易的事情。实话告诉你，补偿贸易可以节省我方的外汇。

B： That sounds great. Why not？ So could you by any chance elaborate 2  it？   
听起来不错，我同意啊。你能否具体介绍一下呢？

 

延伸  Sure， we could supply technical know-how and equipment， and you pay us through 
successive 3  deliveries of the resultant product.  可以，我们提供技术和设备，你方

用生产出来的产品补偿我们。

 That sounds promising. You know， compensation trade is good for both of us！  好主

意！其实，补偿贸易对我们双方都有好处。                      
 This is the detailed information 4 ； please look through it.  这里是详细的信息，你过

目一下。  
 Well， I believe the feasibility 5  of this project is excellent； we accept this deal.  嗯，

我相信这个项目的可行性很大，我们决定接受！

 Awesome！ Then let’s discuss the specifcs.  太好了。那我们再具体谈一下细节。

补偿贸易的优点

A： What is the advantage of compensation trade？  补偿贸易的优点是什么？

B： Compensation trade benefts both parties.  补偿贸易对双方都有利。
 

延伸  We can get necessary technology and equipment on credit.  我们可以通过贷款方式

得到必要的技术和设备。

 We do compensation trade in order to import advanced equipment and technology.  
我们做补偿贸易是为了进口先进的设备和技术。

补偿贸易谈判

A： Thank you. Through our investigation and study， we think the feasibility of 
this project is very good， so if the term is right for us， we could accept this 
deal.  谢谢。经过调查和研究，我方觉得这个项目的可行性很大。如果

条件合适，我方可以接受这笔交易。

B：  That is great. Let’s discuss the specifcs then.  那太好了，那么我们来具体
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谈谈吧。
 

延伸  Shall we conduct compensation trade？  我们能否进行补偿贸易？

 Is it possible to compensate by other products under the compensation trade 
arrangement？  在补偿贸易安排下，可以用其他产品偿付吗？

 We have agreed upon the major points of the compensation trade agreement.  我们双

方已就补偿贸易协议的主要条款达成了一致意见。

 The products will compensate you.  贵公司可从产品中得到补偿。

 Since compensation trade is a kind of loan， you have to pay interest every year.  既然

补偿贸易是一种贷款形式，那么你们每年都得支付利息。

还贷期限

A： How long should it take to have the payment completely made？  还清贷款

要多久？

B： We shall reimburse you the total value of the entire equipment by installment 
in 4 years.  我们将在4年内向你方分期偿付全部设备的总价。

 

延伸  We agree to complete the payment within two years.  我们同意在两年内付清贷款。

 I would like you to complete the payment in 2 years if it’s not too diffcult for you.  
如果你们不太为难，我希望你们在两年内还清贷款。

回购

A： What is that？  什么可能性？

B： We prefer the possibility of buy-back.  我们希望能考虑回购的可能性。
 

延伸  We agree to accept payment for this machinery in the form of buy-back of electric 
toys.  我方同意接受回购电子玩具作为偿付这些机械设备的付款方式。

 We would like to buy-back your cotton as compensation.  我们愿意回购你们的棉

花作为补偿。

 Buy-back means we import equipment or technology and pay for it with the goods it 
produces.  产品回购是指我们进口设备或技术，用其生产的产品来偿付。

全额补偿

A： You mean， you will pay for the rolling mills with the rolled steel produced by our 
machines？ Sounds not bad. We do trade steel a lot. But I need to consult 1  with 
my boss.  你是说，你们用该机器生产的钢材来补偿轧钢机货款？听起来

不错。我们的确有大量钢铁贸易。但是我需要跟我的上司商量一下。

场景词汇
1  consult  商量	
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B： Good. Please consider a total compensation， which will take us 3 years to 
complete the payment including the interest according to our calculation.   
好的。请考虑全额补偿方式。根据我们的计算，我们需要3年来付清所

有的款项，包括利息。
 

延伸  It’s better for us to do total compensation trade.  对我们来说，最好用全额补偿贸易方式。

 And BP long ago accepted that it would pay in full.  而很久以前，BP公司就已同

意支付全额补偿。

补偿定价方式

A： Now， would you say something more about the way the prices of 
compensation are fxed？  下面你是否能告诉我们关于补偿的定价方式？

B： For equipment， we shall use sliding prices.  对设备而言，我们采取按物价

涨落的折价计算法。
 

延伸  That’s a good idea. I propose the fxed price 1  should be applied to the technology 
and design relating to the equipment.  这是个好主意。我建议，对于和设备相关

的技术和设计，采用固定价格。

 I quite agree with you. The prices of counter-sale products shall be determined 
according to the prevailing world market prices at the time of each shipment.  我非

常同意你的意见。返销货物的价格将根据出货时的市场价格确定。

滞付条件

A： I should like frst to know your idea.  我想先听听你的意见。 
B： What do you think of sight L/C for counter-sale products and deferred terms 2  

for equipment？  对返销产品采用即期信用证方式，对设备采取滞付条

件，你认为如何？
 

延伸  You mean L/C shall make payment of counter-sale products payable at sight and 
equipment shall be made on deferred terms？  你是说返销产品用即期信用证方式，

设备用滞付条件方式，是吗？

 That’s it.  是的。

 I think we should prepare a memo， which contains what we have just agreed upon， 
and then we’ll discuss further in detail 3 . Is that OK？  我想我们应该建立一个备忘

录，记下我们已达成协议的部分，然后我们会进一步具体探讨。你看行吗？ 
 OK. I am glad to have such an opportunity to exchange our views on compensation 

trade.  好。有这样一个机会跟你交换关于补偿贸易的看法，我非常高兴。

场景词汇
1  fixed price  固定价格	 2  deferred term  滞付条件
3  in detail  详细地



2 加工贸易

你一定要会说的场景句

1.	 当我公司有多余的生产能力时，我们也做来料加工业务。

When we have surplus production， we also do business by processing 
materials supplied by customers.

2.	 你们要加工什么产品？

What type of products do you intend to process？
3.	 供应的原材料应由你们自费运到我们的仓库。

The supplied materials shall be delivered to our warehouse at your 
expense.

4.	 关于零部件的损坏率怎么处理呢？

What about the damage rate of parts and components？
5.	 你们的加工费是多少？

How much is your processing fee？
6.	 我们已给了你们十分优惠的价格，不能再让了。

We have already made you a very favorable offer， so we can’t go any 
further.

7.	 那么加工这些货需要多长时间呢？

How long will it be required to process this amount of goods？
8.	 我们同意用付给我们的加工费分期偿还设备和技术价款。

We agree to pay for the equipment and technology by installment with 
the processing fees payable to us.

9.	 如果你方没有及时发运成品，则由此造成的一切损失由你方承担。

Should you fail to deliver finished products in time， all losses thus 
incurred should be borne by you.

CHAPTER 5  贸易形式和其他
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介绍公司业务范围

A： When we have surplus production， we also do business by processing 
materials supplied by customers.  当我公司有多余的生产能力时，我们也

做来料加工业务。

B： Is that so？  是这样吗？
 

延伸  We accept processed spare parts and auxiliary parts with materials or samples 
supplied by the customers.  我们承揽客户来料和来样加工零件和辅件。

 We provide labor services for manufacturing purposes.  我们为制造商品提供

劳务。

加工产品

A： Are you interested in the processing business 1 ？  你们对加工业务有兴

趣吗？
B： We’re also doing business of processing with materials supplied by 

customers when we have surplus production. What type of products do you 
intend to process？  当我们有多余的生产能力时，我们也做来料加工业

务。你们要加工什么类型的产品？
 

延伸  We may agree to do processing trade with you.  我方同意与你们进行加工贸易。

 The products resulting from inward processing shall be reexported within the time 
limit.  加工贸易制成品应当在规定的期限内再出口。 

加工贸易谈判

A： The supplied materials shall be delivered to our warehouse at your expense. 
If any defect is found in the materials supplied by you， we will advise you of 
it immediately， and you will send over replacements in time.  供应的原材料

应由你们自费运到我们的仓库。如果发现你们提供的材料有缺损，我

们将立刻通知你们，你们应及时更换。

B： I think we may accept it. You shall process in strict accordance with the 

场景词汇
1  processing business  加工业务	
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design， and deliver the finished products in conformity with the contract 
terms respecting the time of delivery， quality and quantity.  我想我们可以接

受这个条件。但你们应严格按照设计加工，并按合同规定的时间，保

质保量交货。
 

延伸  We hope you provide us with the necessary technique used in assembling the parts.  
本公司希望贵公司提供装配零件所使用的必要技术。

 The supplied assembly tools shall be reinspected at this end to ensure that they 
correspond to 1  the standards.  所提供的装配工具需在我方重新检验，以确保其

符合标准。

损坏率

A： Well， it sounds reasonable. What about the damage rate of parts and 
components 2 ？  好吧，还算合理。关于零部件的损坏率怎么处理呢？

B： In case the damage rate exceeds 2%， you shall provide at your own expense 
for the excessive shortage of parts and components needed for assembling.  
若损坏率超过2%，则你方应自费补充超出部分用于装配的零部件。

 

延伸  The damage rate for parts and components in assembling is 2%.  装配时零部件的损

坏率为2%。

 The allowance for damage to materials in the course of processing is 2%.  在加工过

程中，原料的损坏率为2%。

加工费

A： How much is your processing fee？  你们的加工费是多少？
B： 500 US dollars per metric ton.  每公吨500美元。
 

延伸  We would accept it if your processing charge is reasonable.  如果加工费合理的话，

则我方可以考虑你方的条件。

 Making charges cannot be taken separately from the style.  加工费的计算不能脱离

产品的式样。

 Growing companies in the value chain do the work， rather than earn a charge.  越来

越多的公司在价值链上做工作，而不是挣加工费。

场景词汇
1  correspond to  符合	 2  part and component		零部件
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讨论加工费用

A： It’s too high. I appreciate that your quality is good. Therefore， I suggest both 
parties make some concessions 1  so as to come to an agreement.  价格太高。

我知道你们的质量好。我建议双方都做些让步，以便达成协议。

B： I’m sorry. We have already made you a very favorable offer， so we can’t go 
any further.  抱歉。我们已给了你们十分优惠的价格，不能再让了。

 

延伸  The designated packing calls for additional labor and cost.  指定的包装需要额外的

劳动力和费用。

 What are your processing charges？  贵公司的加工费是多少？

 That depends on the labor needed and the quantity to be processed.  那取决于所需

要的劳动力和要加工的数量。

加工时间

A： All right. How long will it be required to process this amount of goods？   
好吧。那么加工这些货需要多长时间呢？

B： It will take 20-30 days to process the goods from the day we receive the 
material you supply.  从收到你方原料起需要20～30天。

 

延伸  This method reduced machining time greatly and increased cutting effciency. It also 
had the characteristic of intelligent control.  此方法大大缩减了加工时间，提高了

加工效率，且具有智能控制的特点。

利用加工费或装配费来偿还欠款

A： We agree to pay for the equipment and technology by installment with the 
processing fees payable to us.  我们同意用付给我们的加工费分期偿还设

备和技术价款。

B： Very good.  很好。
 

延伸  We can use processing or assembling fees 2  to pay for the equipment.  我们可以用加

工费或装配费来偿还设备的价款。

场景词汇
1  concession  让步	 2  assembling fee  装配费
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 As for the cost of the equipment and technology， we will use the assembling fee to 
pay for it.  至于设备和技术价款，我们将使用装配费来支付。

承担损失

A： We shall ship the assembled fnished products to you at port destination as 
instructed by you. All the shipping expenses shall be borne by you.  我方将

组装好的成品发至你方指定的目的港。全部运费由你方负担。

B： Should you fail to deliver fnished products in time， all losses thus incurred 
should be borne by you.  如果你方没有及时发运成品，由此造成的一切

损失由你方承担。
 

延伸  The supplied assembly tools shall be reinspected at this end to ensure that they 
correspond to the standards. If you fail to supply the components in time， all losses 
incurred will be borne by you.  所提供的装配工具需在我方重新检验，以确保其

符合标准。如果你方不能按时提供零部件，所有损失将由你方承担。

 Yes. But if you fail to deliver video recorders in time， all losses thus incurred will be 
borne by you.  可以。但若你方不能按时发运成品录像机，所有的损失将由你方

承担。
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3 其他贸易形式

你一定要会说的场景句

1.	 我们考虑了你们要求做我们在中国沈阳地区的经销商的申请。

We’ve considered your offer to act as our distributor in Shenyang， 
China. 

2.	 我不清楚用户的想法，但是我想试销一下。

I am not sure what our end-users would think of it， but I want to test 
the market.

3.	 由于外汇短缺，我公司想和贵公司做易货贸易。

As we are short of foreign exchange， we’d like to do barter trade 
with you.

4.	 我确实有一个与贵方合作的具体计划。

I do have a specifc idea in my mind concerning our cooperation.
5.	 总投资额为400万美元。

The total investment would be US $4 million.
6.	 你们知道，我正在考虑建立一家生产地毯的合资企业。

You know， I’m thinking of establishing a carpet factory as a joint 
venture. 

7.	 出资比率是多少？

What is the ratio of funding？
8.	 格林女士，我们有信心作为你方在沈阳地区的寄售代理。

Ms. Green， we’ve got much confidence to be your consignee in 
Shenyang. 

9.	 我们怎样解决融资问题？

How can we solve the problem of fnancing？

CHAPTER 5  贸易形式和其他
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经销商

A： We’ve considered your offer to act as our distributor in Shenyang， China. 
As a distributor 1 ， he’d be able to handle all the details of local marketing.   
我们考虑了你们要求做我们在中国沈阳地区的经销商的申请。作为经

销商，他得能够驾驭地方市场。

B： I’d like to assure you， Mr. Chapman， that if I’m appointed you’ll have 
nothing to worry about.  我愿向你们保证，查普曼先生，我们若被指定为

经销商，你们则可高枕无忧了。
 

延伸  That sounds fne. I’ve learned that you’d like to handle our chemical products.  听起

来不错。我得知你们愿意经营化工产品，对吗？
 Quite right， Mr. Chapman. As an establishment of over 30 years， we’ve been doing 

extensive business in many branches of chemical products. I know the markets like 
the back of my hand.  是的，查普曼先生。作为一家有着30多年历史的老企业，

我们一直广泛经营多种化工产品。我对市场了如指掌。

 It’s nice to hear that， Mr. Lu. As an old establishment， you have wide connections 
in your market that will place you in a favorable position to act as our distributor， I 
suppose.  听到你这样说我很高兴，陆先生。作为一家老企业，我想你们应该有

广泛的市场关系，更有优势成为我们的经销商。

 We’re certain that we can do a large business for you just as we used to for 
AKZO years ago. AKZO was very satisfed with our performance.  我们保证为

你们做笔大生意，就像几年前为阿克索公司做的一样。阿克索公司对我们的

工作很满意。

 Mr. Lu， as the saying goes that one can never be too careful， it’s not wise for you to 
work on too many items at the outset. Let’s start with one or two items， with which 
you’ve been familiar.  陆先生，俗话说“认真没有过分的时候”，刚开始，让你

们经营过多的品种是不明智的。先做一两种你们熟悉的吧。

试销

A： I am not sure what our end-users would think of it， but I want to test 
the market. Is that OK？  我不清楚用户的想法，但是我想试销一下。

可以吗？

场景词汇
1  distributor  经销商	
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B： Yes. How many do you want to order？  当然。你要订多少货？
 

延伸  I will order 2，000 for the frst time. What do you think？  第一次订2 000个吧。

你觉得怎么样？

 Yes. If there are goods that cannot be sold out， please return them within two months.  
好的。如果有没卖出去的货，请在两个月内退还。

 All right. Here is the order form 1 .  好的。这是订货单。

 We will deliver the goods on Thursday.  那我们这个星期四送货。

易货交易

A： As we are short of foreign exchange， we’d like to do barter trade with you.   
由于外汇短缺，我公司想和贵公司做易货贸易。

B： Do you have a specifc proposal 2 ？  贵公司有什么具体的建议？
 

延伸  We want to exchange beef and mutton for your cotton.  我公司想用牛羊肉换贵公

司的棉花。

 How will it be arranged？  怎么安排？

 Let’s sign two contracts simultaneously 3 . One sales contract for beef and mutton， 
and the other of equal value for the purchase of cotton.  我们同时签订两份合同，

一份是牛羊肉销售合同，另一份是金额相同的棉花购买合同。

 And how to arrange the payment？  怎样安排付款？

 Your L/C and our L/C should be opened against each other.  贵公司的信用证和我

公司的信用证以对开的方式开出。

 Well， let’s frst negotiate a barter trade agreement 4 ， stipulating some general terms 
and conditions.  好的，我们先议定一个易货贸易协议，规定一些一般性条款。

合作生产

A： I do have a specific idea in my mind concerning our cooperation； I 
propose to sign an agreement for a project producing toys.  我确实有一

个与贵方合作的具体计划，即我方建议我们双方签订一个生产玩具项

目的协议。

B： That’s a good idea. Now would you please tell me the total investment of 

场景词汇
1  order form  订货单	 2  proposal  建议
3  simultaneously  同时	 4  trade agreement  贸易协议
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such a project？  好主意，请告诉我这样一个项目的总投资为多少？
 

延伸  We would like to discuss the possibility of establishing a long-term arrangement 
between our corporations.  我们想讨论一下在我们两家公司之间建立长期合作的

可能性。

 After the two companies formed a partnership， they worked together to invent new 
products.  这两家公司建立合作关系后，便共同开发新产品。

投资金额

A：  At the beginning， I think this joint venture 1  should be of a moderate size. 
The total investment 2  would be US $4 million.  开始阶段，我想这样一个

合资企业规模不要太大，总投资额为400万美元。

B： Then how much would the registered capital 3  be？  那么注册资本是多少？
 

延伸  It should be US $2 million.  应是200万美元。

 Sounds reasonable. Now what’s the percentage 4  of your contribution？  听起来很合

理。那么你方打算出资多少呢？

 50 percent of the total investment of 4 million. That includes cash， machinery and 
equipment.  总投资400万美元的一半，包括现金、机器及设备。

 So we will provide the balance 50 percent， which would include the factory， premises， 
some machinery and the right to use the site.  那我方就出剩下的50%了，包括厂

房、宅基地、部分机器及场地使用权。

 That’s right.  没错。

合资企业

A： Now， I’d like to get things under way. You know， I’m thinking of establishing 
a carpet factory as a joint venture.  现在我们开始开会吧。你们知道，我

正在考虑建立一家生产地毯的合资企业。

B： That’s great. We have so many favorable conditions to run a joint venture in 
China.  太棒了。在中国经营合资企业我们有许多良好的条件。

 

延伸  Yes， China is a big country with a large population， rich resources and a comparatively 5  
low level of wages and salary. However， the problem is that we’re still doubtful of 

场景词汇
1  joint venture  合资企业	 2  total investment  总投资
3  registered capital  注册资本	 4  percentage  比例，百分比
5  comparatively  相当地，比较地
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investment in China.  是的。中国是一个大国，人口众多，资源丰富，而且劳动

力成本相对较低。然而，问题是我们仍然对在中国投资心存疑虑。

 I know what’s on your mind. Let me put your mind at ease. The way I see it， a joint 
venture means， primarily， less taxation and more benefts for the investors.  我知道

您担心什么。让我来解除您的顾虑吧。依我看，建合资企业，对投资者来说，

首先可以少缴税，多获益。

 Well， a joint venture means preferred treatment for the investors. A joint venture pays 
less income tax， or even no income tax at all under certain conditions in the frst fve 

profit-making years 1 .  建合资企业，投资者可以享受优惠待遇。合资企业前5
个获利年度可以少缴所得税，在某种条件下，甚至完全不缴所得税。

出资比率

A： What is the ratio of funding？  出资比率是多少？

B： What about 51% from Chinese side， 49% from American side？ It can be 
negotiated if you have other suggestions.  中方51%，美方49%，怎么样？

如果有意见还可以商量的。
 

延伸  What about the total capital investment？  总投资额呢？

 The registered capital will need $10 million. Other expenses of the project will adopt 

loans 2 .  注册资金需要1 000万美元。该项目的其他费用采用贷款的方式。

 Do you offer the construction site？ Will it be converted into fund contributed as part 
of the investment？  你们提供建筑用地吗？是要折价作为投资的一部分吗？

 We have the plan. Is it allowed？  我们有这打算。可以吗？

 I think this is all right. But it will be better for you to fund for the frst time with cash.  
我想这是可以的，但是第一次出资最好用现金。

 We understand.  这个我们知道。

寄售贸易

A： Ms. Green， we’ve got much confdence to be your consignee in Shenyang. 
格林女士，我们有信心作为你方在沈阳地区的寄售代理。

B： Well， Mr. Wang， shall we move to the next point， the terms of consignment？ 
好，王先生，我们接下来谈一下寄售条件，怎么样？

 

延伸  Okay. Let’s start with the “period of time”， shall we？  可以。我们首先谈一下协议

场景词汇
1  profit-making year  获利年度	 2  loan 贷款
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期限，好吗？

 Good. Usually， the similar contracts signed with other consignees are based on 
12 months； why not follow the suit？ I suggest the sales commence on or about 
May 1， 2017 and continue through April 30， 2018.  好的。通常同类合同以12个
月为限，何不照此办理？我建议从2017年5月1日左右开始销售，直到2018年
4月30日止。

 I suggest that after starting the operation the two of us meet around July 15 to decide 
on acceptable sales for the remainder of the consignment period. I believe it will 
certainly beneft both parties.  我建议开始销售后，我们双方在7月15日左右会晤

一次，确定一下剩余时间可接受的销售额度。我相信这样做对双方都有利。

 Good idea， Mr. Wang！  好主意，王先生。

融资

A： How can we solve the problem of fnancing？  我们怎样解决融资问题？

B： Have you considered the possibility of a buyer’s credit？  贵公司考虑过买方

信贷的可能性了吗？
 

延伸  Yes. As the sum is large， it must be provided by a group of banks.  是的。由于金额

巨大，得由一个银团来提供。

 Our bank can act as the lead bank.  我行可以担任牵头银行。

 What about the interest rate 1 ？  利率怎么定？

 7% per annum. However， it’ll be adjusted according to the prevailing conditions 2  in 
the capital market.  年利率7%。然而，利率将按照资本市场的即时行情调整。

 Will the credit be approved by your central bank？  该信贷须经贵国中央银行批

准吗？

 Yes. We have approached our central bank about the credit.  是的。我行就该信贷

已同中央银行联系过。

场景词汇
1  interest rate  利率	 2  prevailing condition  即时行情
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4 安排活动

你一定要会说的场景句

1.	 格林先生，我打电话是想告诉您，您去北京的行程都准备好了。

Mr. Green， I’m calling to tell you your trip to Beijing is all prepared.

2.	 小张，出差安排得怎么样了？

How’s it going with the travel arrangement， Xiao Zhang？

3.	 我明天下午去取机票和行李票。

I’ll pick up the tickets and baggage labels tomorrow afternoon.

4.	 咱们定在星期四上午9：00，怎么样？

Why don’t we set it for Thursday at 9：00 a. m.？

5.	 周小姐，会议室准备好了吗？

Is the room ready for the meeting， Miss Zhou？

6.	 布朗先生，您今晚有特别的事要办吗？

Do you have anything in particular tonight， Mr. Brown？

7.	 我将安排您去市区观光。

I’ll arrange for you to have a city tour.

8.	 不知道今天桑迪先生能否安排同我会面呢？

I wonder whether Mr. Sanday could arrange an appointment with me 

today？

CHAPTER 5  贸易形式和其他
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安排行程

A： Mr. Green， I’m calling to tell you your trip to Beijing is all prepared.  格林先

生，我打电话是想告诉您，您去北京的行程都准备好了。

B： Great， please go ahead.  好的，请继续。
 

延伸  I’ve sent a fax to Beijing， telling them that you will arrive at 10 a. m. the day after 
tomorrow.  我刚给北京发了传真，告诉他们您将于后天上午10点钟到达。

 Good. Have you booked 1  the flight to Beijing？  好的。你订了去北京的机票吗？

 Yes. And I’ve got your plane ticket.  是的。我已拿到您的机票了。

安排出差

A： How’s it going with the travel arrangement， Xiao Zhang？  小张，出差安排

得怎么样了？

B： I’ve managed to book the flight at the time you wanted.  我已经按照您要求

的时间订好了班机。
 

延伸  OK. And？  好的。还有呢？

 And Mr. Wang will pick you up 2  at your house at 7 o’clock on Sunday morning and 
then drive you to the airport.  周日早上7点钟，王先生会去您家接您并把您送到

机场。

 What about the hotel？  那旅馆呢？

 All the four-star rooms in Sunshine are fully booked， so I got you a fve-star one.   
阳光宾馆的所有四星级房间都已预订一空，所以我给您预订了一间五星级的。

 I see.  我知道了。

安排票务

A： Good. Have you booked the flight to Beijing？  好的。您订了去北京的

机票吗？

B： I’ll pick up the tickets and baggage labels 3  tomorrow afternoon.  我明天下

午去取机票和行李票。
 

延伸  I’ve managed to book the flight at the time you wanted.  我已经按照您要求的时间

设法订好了航班。

场景词汇
1  book  预订	 2  pick someone up  接某人
3  baggage label  行李标签
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安排会议

A： I need to work out a time to get together with your people. Can you all take a 
look at your schedules？  我需要找个时间和你们大家碰个头。你们能看看

你们的时间安排吗？

B： Thursday mornings are usually the slowest around here. Why don’t we set it 
for Thursday at 9：00 a. m.？  星期四上午总是这儿最空闲的时候。咱们定

在星期四上午9：00，怎么样？
 

延伸  That’s out for me. I already have a standard meeting on Thursdays at 8：30 a.m. How 
about Wednesday afternoon at 3：00？  我不行，每个周四上午8：30我都有例会。星

期三下午3：00怎么样？

 That’s all right for my department. I don’t know how the rest of you feel.  我们部门

没问题，不知道其他人意下如何。

安排会议室

A： Is the room ready for the meeting， Miss Zhou？  周小姐，会议室准备好了吗？

B： Yes. I’ve put the minute-book and some paper copies of the agenda 1  on 
the table. And paper and pencils have been laid by their name-cards on the 
conference table for each attendant 2 .  是的，我已将会议记录本和一些会

议事项的复印件放在桌子上了，并且纸和铅笔都放在了每一位出席者

的名片旁边。
 

延伸  Would you like me to set up a conference room？  你想让我为你准备会议室吗？

 Set up the overhead projector in the meeting room.  准备好会议室里的投影机。

 Right. I’ll need to reserve the small conference room for tomorrow and Thursday.   
没错。我得预订明天和周四要使用的小会议室。

舞会安排

A： Do you have anything in particular tonight， Mr. Brown？  布朗先生，您今晚

有特别的事要办吗？

B： Nothing special.  没有。
 

延伸  Then would you like to join us at the party？  那你愿意参加我们的舞会吗？

场景词汇
1  agenda  议程	 2  attendant  出席者
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 I’d like to.  愿意。

 It’s necessary to strike a proper balance between work and leisure.  劳逸结合很有

必要。

 I can’t agree more.  我完全赞同。

安排观光

A： I am free on Sunday. I would like to take a look in Beijing city. Could you 
tell me where to go？  我周日有空，我想参观一下北京市，您可否建议我

去哪儿好？

B： Sure， no problem. I’ll arrange for you to have a city tour.  当然，没问题，

我将安排您去市区观光。
 

延伸  On Sunday morning we can go to the Great Wall. Then we can go to the Summer 
Palace in the afternoon. In the evening we can have a terrific dinner at a famous 
restaurant in Beijing， Quanjude， a restaurant serving roast ducks. However if you 
don’t like the above trips， we can also go to some famous places outside Beijing.   
周日上午，我们可以去爬长城，下午去颐和园，晚上则去北京很有名的一家烤

鸭店—— 全聚德吃顿丰盛的大餐。然而，如果您不喜欢以上行程，我们也可以

去北京郊外一些有名的风景区。

 Any place will be fne. You make the decision. What time shall we start？  任何地方

都可以。您做决定，什么时间出发？

 I will pick you up at your hotel at 8：00 in the morning.  我上午8点去饭店接您。

 OK. Then see you on Sunday morning.  好的，那么周日早上见。

安排会面

A： Yes. I’m a salesman of YTR. I wonder whether Mr. Sanday could arrange an 
appointment with me today.  是的，我是YTR公司的销售员，不知道今天

桑迪先生能否安排同我会面呢？

B： Do you have his card？  你有他的名片吗？
 

延伸  Yes， here it is.  有，请看。 
 OK， wait， please. I’ll inform him…Yes， come this way， please.  好的，请你等一下，

我去告诉他一声……好的。请这边走。
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5 游览观光

你一定要会说的场景句

1.	 如果可能的话，我想带你游玩本市。

If possible， I’d like to show you around the town.

2.	 那么，你有什么特别感兴趣的吗？

Well， what are you particularly interested in？ 

3.	 听起来很棒。我现在就迫不及待地想去。

Sounds great. I can’t wait to go.

4.	 嗯，值得你看的地方可不少。

Well， there are plenty of worthwhile places for you to see. 

5.	 那我们明早8点半从宾馆出发。

Then we will be leaving at 8：30 tomorrow morning from the hotel. 

6.	 它是人造奇迹。

It’s a man-made wonder. 

7.	 我们现在休息一下，好吗？

Shall we take a rest for a while now？

8.	 在这儿给我留个影，好吗？

I’m wondering if you could take a photo of me here. 

CHAPTER 5  贸易形式和其他
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游玩

A： We haven’t arranged any conferences for you this afternoon. If possible， I’d 
like to show you around the town.  今天下午没有给你安排会议。如果可

能的话，我将带你游玩本市。

B： That’s fne. I heard that Hangzhou is a beautiful scenic spot 1  before I came 
here.  太好了。我来之前就听说杭州是个美丽的风景胜地。

 

延伸  Yes. There is a saying that in Heaven there is paradise 2 ， and on Earth there are 
Suzhou and Hangzhou. If you like， I’ll be glad to be your guide.  是的，常言道，

“上有天堂，下有苏杭。”如果你愿意的话，我乐意做你的向导。

 I’m glad to have your company.  有你陪伴，我真是太高兴了。

询问客人兴趣

A： Well， what are you particularly interested in？  那么，你有什么特别感兴趣的吗？

B： I love beautiful scenic spots.  我喜欢看优美的景点。
 

延伸  What are your interests？  你对什么感兴趣？

 What are you particularly interested in seeing in this city？  你对本市特别感兴趣的

是什么地方？

 Is there any place in particular you would like to go to？  这里有什么你特别想去的地方吗？

 Tell me where else you’d like to visit.  告诉我你还想去参观哪里。

同意前往

A： Mt. Laoshan would be the ideal place for you， then. It has around 200 
sightseeing spots.  那崂山对你来说会是个理想的地方。那儿总共有约

200个旅游景点。

B： Sounds great. I can’t wait to go.  听起来很棒。我现在就迫不及待地想去。
 

延伸  Exactly my thought.  正合我意。

 I’ve always wanted to go.  我早就想去了。

 I’ve been looking forward to visiting it.  我一直希望游览这个地方。

建议游览景点

A： What are your suggestions 3 ？  你有什么建议？

B： Well， there are plenty of worthwhile places for you to see. For example， 
the beaches， the Stone Old Man National Tourism and Holiday Resort， Mt. 
Laoshan， and many more.  嗯，值得你看的地方可不少，像海滨浴场、石

场景词汇
1  scenic spot  景点	 2  paradise  天堂
3  suggestion  建议
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老人国家旅游度假区、崂山等许多地方。
 

延伸  What else is there to see？  还有哪些其他的地方可参观？ 
 The Kunming Lake is a nice place for boating. The Fragrant Hill is famous for 1  its 

red leaves.  昆明湖是个划船的好地方，香山红叶名不虚传。

 I was thinking of taking you to the Sun Island.  我想带你去太阳岛看看。

出发时间

A： Fine. Then we will be leaving at 8：30 tomorrow morning from the hotel.   
好的，那我们明早8点半从宾馆出发。 

B： OK. Thank you.  好的，谢谢。
 

延伸  What time shall we start？  我们什么时候出发？

 We are leaving in fve minutes.  我们5分钟后出发。

介绍景点

A： It’s a man-made wonder.  它是人造奇迹。 
B： Wow. It’s very wonderful.  哇！真是太棒了！
 

延伸  There are many well-known historic sites 2  around here.  这儿附近有许多有名的历

史古迹。

 They are typical examples of Chinese traditional architecture 3 .  它们是中国传统建

筑的典型代表。

 It is famous for its beautiful gardens.  它以其美丽的花园而著名。

 This is an ideal place for sightseeing and shopping.  这儿是观光和购物的好去处。

 This is the busiest street in the city.  这是该市最繁华的街道。

中途休息

A： Shall we take a rest for a while now？  我们现在休息一下，好吗？ 
B： That’s a good idea！  好主意！
 

延伸  I want to rest for a while.  我想休息一会儿。

照相留念

A： I’m wondering if you could take a photo of me here.  在这儿给我留个影，好吗？

B： Of course.  当然可以。
 

延伸  Shall I take your picture？  我可以帮你照相吗？ 
 Do you want to have Tiananmen in the background 4 ？  要用天安门做背景吗？

场景词汇
1  be famous for  以……出名	 2  historic site  历史古迹
3  traditional architecture  传统建筑	 4  background  背景



6 参观工厂

你一定要会说的场景句

1.	 先参观一下我们的工厂，好吗？

Let’s go around our factory frst， shall we？

2.	 我想参观一下你们的工厂。

I would like to take a look at your factory. 

3.	 欢迎您来参观我们的工厂。

Welcome to our factory.

4.	 你们有多少员工？

How many employees do you have？

5.	 史密斯先生，您想看我们的样品间吗？

Would you like to have a look at our showroom， Mr. Smith？ 

6.	 那栋长条形的建筑物是什么？

What’s that long building？

7.	 这是你们的设计部吗？

Is this your design division？

8.	 不知您对我们厂总体印象如何？

What’s your general impression， may I ask？

9.	 这次参观让我对你们工厂留下了很好的印象。

This visit gave me a good picture of your factory.

CHAPTER 5  贸易形式和其他
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建议参观工厂

A： Let’s go around our factory frst， shall we？  先参观一下我们的工厂，好吗？

B： That’s great.  太好了！
 

延伸  Won’t you visit our plant 1 ？  您不想参观我们的工厂吗？

 If you have time， please tour our plant.  如果您有时间，请参观我们的工厂。

 I advise you to see our plant with your own eyes.  我建议您亲自看看我们的工厂。

要求参观

A： I would like to take a look at your factory.  我想参观一下你们的工厂。

B： Welcome to our factory. I am free at the moment； let me show you around.  
欢迎。正好现在有空，我带您参观吧。

 

延伸  I’ve been looking forward to seeing your plant.  我一直期待着参观你们的工厂。

 Would you mind showing me your showroom 2 ？  您可以带我去参观一下贵公司的

样品间吗？

 Of course. It’s on the ffth floor.  好的，在5楼。

欢迎参观

A： Glad to see you， Mr. Smith. Welcome to our factory.  很高兴见到您，史密

斯先生。欢迎您来参观我们的工厂。

B： Thank you. Tom told me you’ve been changing the factory.  谢谢。汤姆跟

我说，你们的工厂发生了变化。
 

延伸  We’d be delighted to see you at our factory.  我们很高兴您能来我们工厂看看。   
It’s very kind of you to say so.  非常感谢您这么说。 

 Thank you for visiting our plant.  谢谢您来参观我们的工厂。

员工人数

A： How many employees do you have？  你们有多少员工？

B： About 600 in the plant， and 200 in the offce.  工厂大约有600人，办公室

有200人。
 

延伸  How many engineers 3  do you have？  你们有多少工程师？

场景词汇
1  plant  工厂	 2  showroom  展示间
3  engineer  工程师
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 Totally we have about 120 engineers.  我们有工程师大约120人。

 How many employees are there in your company？  贵公司一共有多少名员工呢？

 How many people are working in the workrooms？  现在有多少人在车间工作呢？

样品

A： Would you like to have a look at our showroom， Mr. Smith？  史密斯先生，

您想看我们的样品间吗？

B： Yes， I am eager to take a look at it.  是的，我特别想参观一下。
 

延伸  Please take a look at the samples of our company.  请看看我们公司的样品。

 You have made great achievement 1  in the electronic products.  贵公司在电子产品

的开发上成果显著啊。 
 This is part of the samples and catalogues you asked for.  这是您想要的样品和目录

的一部分。

询问问题

A： What’s that long building？  那栋长条形的建筑物是什么？

B： That’s the recreation center and restaurant.  那是休闲中心和餐厅。
 

延伸  Are all these goods made in your factory？  这些货物都是贵厂制造的吗？

 Yes， most of them are， except for the plastic 2  parts.  是的，除了塑料组件之外，大

部分都是。

 How long will the products be used？  这些产品能用多久？ 
 Over ten years.  l0年以上。

介绍地点

A： Is this your design division？  这是你们的设计部吗？

B： Yes， it is. We use the computers here to produce the designs.  是的，我们就

是用这里的电脑制作设计图的。
 

延伸  This is where we ship our products.  这是我们运送产品的地方。

 This is where we assemble our products.  这是我们装配产品的地方。

场景词汇
1  achievement  成果，成就	 2  plastic  塑料的
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 This is the accounting department 1 .  这是财务部。

 This is where we keep our fles.  这是存放档案的地方。

印象如何

A： What’s your general impression， may I ask？  不知您对我们厂总体印象

如何？

B： I’m impressed 2  by your approach to business.  你们的经营方式给我留下了

很深的印象。
 

延伸  What did you think of our factories？  你认为我们的工厂怎么样？

 What did you think of our company， Mr. Lin？  林先生，您认为我们的公司怎

么样？ 

 What do you think of our plants？  您对我们工厂的印象如何？

 The plants are so modern while the workers are so diligent 3 .  所有的工厂都很现

代，工人们都很勤劳。 

印象深刻

A： This visit gave me a good picture of your factory.  这次参观让我对你们工

厂留下了很好的印象。

B： I’m pleased you found it helpful.  很高兴您觉得这次参观对您有所帮助。
 

延伸  I am very favorably impressed.  我对它们的印象非常好。

 I was impressed very much with them.  它们给我留下了很深的印象。

场景词汇
1  accounting department  财务部	 2  impress  留下印象
3  diligent  勤劳的
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