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English for exhibitions & conventions

LOI NOI PAU

Tiéng Anh I& mdét ngdn ngd mang tihh quéc t&,
da trd thanh céng cu khéng thé thiéu trong hoat déng
giao fiép xd hdi cua nhan dan trén toan thé giéi, diéu
quan trong khi van dung tiéng Anh trong qué trinh giao
tiép I& ndm ving khd&u ngd ti€ng Anh. Tuy nhién, do sy
khac biét rat ion gitta nén van hod Viét Nam - phuong
Tay v& b8i cdnh x& hodi, dé ndm ving va van dung
théng thao khdu ngd tihg Anh doi hoi phai c6 sy tich
luy IGu ddi va hudn luyén chuyén mén, déng thai théng
qua nhung phuong phdp htu hiéu, nhu hoc t&p qua
gido trinh va sadch tham khao.

Vi vdly, chung 1t6i dd tap trung bién soan loat séch
luyén khau ngu tiéng Anh, nham gilp ban doc da cé
khd nang doc fiéng Anh chi frong mét thai gian ngdn
c6 thé nang cao duoc khd nang khdu ngl va khd
NAng gico tiép tiEéng Anh.

Cudn sach ndy viét cho nhing ngudi tham gia
trién lam hay héi nghi, cdc bal déu cé ndi dung lién
quan, theo thi tu nhét dinh. Tuy nhién ban ¢é thé hoc
riéng. fim nhing phén minh can hoc truéc theo muc
luc. M&i bdi déu cbd hdi thoai mau, chad thich, tU vung
Qiup hoc tép hiéu qud hon.
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Cudn sach chéc khoéng tranh khdi thidu sét, rat
mong ban doc gép y dé 1an tai ban duoc hodn thién
hon.
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UNIT 1
BAI 1

INVITATION
LOI MO)

I - SITUATIONAL DIALOGUE - HOI THOAI TiNH HUONG

Dialogue 1
A: Mr. Martin

A: Hello, Ms. Maria. This
1s Martin speaking.

B: How are you? Mr.
Martin.

I haven’t seen you for
ages!'

A How

has  your
company been going?
B: Pretty well. We're

expecting to extend our
business.

A: Great! I'm calling to
tell you that we would
like to 1nvite you to visit
our annual hi-tech
exposition.

B: Ms. Maria

A: Chao ¢d Maria. Martin
dang né1 day.

B: Anh c¢6 khoé khéang?
Anh Martin.

Lau réi tdéi khéng gap
anh.

A: Cong ty cua ¢6 lam #n
thé& nao roi?

B: Rat t6t. Chung téi
dang mong mad réng céng
viec kinh doanh cha
minh.

A: That tuyét! Téar goi
dién dé ndi vdi cd ring
ching té6i muén moi cb
tdi thim cubc trién 1am
cong nghé cao dién ra
hang nam cua ching tai.
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B: I have an idea of
joming it.
What's new this time?

A: As you know, every
time we have certain new
products and no
exception this year. Some
newly developed visual-
audio products will be
shown.

B: We would like to

present our new
products, too.
A: You are warmly

welcomed. I'm going to
send you the schedule,

application form,
expenditures, certain
services provided during
the period of the
exposition.

B: 1 appreciate that.

A: By the way, I suggest

you that you should
provide the brief
introduction  of  your

B: Té1 ¢6 y dinh tham gia
cudc trién lam do.

Lan nay ¢ gi méi khong?
A: Nhu ¢b6 biét day, mbi
lan t6 chue, chung té1
chic chian c6 nhiing san
phim méi vad nam nay
cang khong ngoai 1é. Mot
vai san pham nghe nhin
mdi phat trién sé duge
trung bay.

B: Chiing t61 cing muédn
dua ra nhitng san pham
mdi cua chung toi.

A: C6 ludn duge chao don
néng nhiét. Tai sé gui cho
¢d chuong trinh, mau don
xin tham gia, cac phi tén,
cac dich vu  duge cung
cAp trong sudt thai gian
trién lam.

B: Té1 danh gia cao diéu
dé.

A: Nhéan tién, t61 dé nghi
véi ¢ rang ¢6 nén cung
cap ban tém tat vé sy gidi
thiéu caa coéng ty co va
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company and the main
products written n
Vietnamese and English
to the Organizing
Committee because they
publish one
exhibitors and  their
products with the link of
the website at the same
time.

will

B: No problem. We will
contact you very soon.

A:  Great! You will
receive the information I
mentioned previously by
fax promptly. Keep
touch.

In

B: Thank you. See you.

A: My pleasure. See you.

Dialogue 2

cac san pham chinh dude
viét bang tiéng Viét va
tiéng Anh téi Ban T6
chic bdi vi ho sé cong bé
hang tham gia trién lim
va cac san pham cua ho
vl dudng truyén cua
trang web ciing mét lic.

B: Khong van dé gi
Chung t61 sé lién lac vdi
anh sém nhit.

A: RAat tot! Cé6 sé& nhan
duge théng tin toi viza dé
cap bang ban fax ngay.
Hay git lién lac nhé.

B: Cam on anh. Hen gap
lai.

A: Rat hin hanh. Hen
| gap lai.

S: Mr. Smith Z: Mr. Zhang

Z: Good morning, Mr.

Smith.

7: Chao budi
Smith.

sang, ong
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S: Good morning, Mr.

Zhang.

Z: Our exposition 1is
going to be held annually
this autumn. You're
welcome to participate as
usual.

S:  Thank you for
remembering me. I would
surely go.

Z: We are gomg to
prepare a guest card for
you.

S: Fine. Thank you.

Z: You will need to fill
out the Application Form
and Agreement with
official stamp and submit
it by mail or fax fo the
Organizing Committee.
As for detail information,

please search our
website.
S: Very good.

7Z: After receiving the
Application Form, we
will help reserve the

10

S: Chéao 6ng, Zhang.

Z: Cudc trién lam hing
nam cua ching tdi sé
dién ra vao mua thu nay.
Ong vui long tham gia
nhu thuong 1é chi.

S: Cam on vi di nhg dén
tdi. T6i chac chén sé di.

Z: Chiing t6i sé chudn bi
the khach mdi cho éng.

S: Vang. Cam on 6ng.

Z: Ong sé can phai dién
vao mau don tham gia va
Hdp déng c6 dau chinh
thitc vd gui né qua thu
dién ti hodc ban fax téi
Ban t3 chite. Vé cac
théng tin chi tiét, lam on
tim ki€m trén trang web
cua ching toi.

S: Rat hay.

Z: Sau khi nhan mau don
tham gia, ching téi sé
giup dang ky ché.
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booth.

S: Fine, T will try to fill
out the form and pay
50% as deposit of the
total booth rental.

Z: Regarding the hotel
and transportation, we
will  help and
arrange cars to pick you
up at the airport.

S: You very
considerate. Wonderful!

order

are

Z: Thank you. Welcome
to Vietnam again.

S: See you then.

Dialogue 3
M: Mr. Martin

M: Excuse me, but are
you Mr. Oliver
Canada?

O: Yes, I am.

from

M: It’'s so nice to meet
Mr. Oliver. I'm
Martin, the secretary of
Vietnam Textile Export

you,

S: T6t théi, téi sé cb gang
dién vao don va tra 50%
tién dat coc cho téng =
tién thué gian hang.

Z: Vé mat khach san va
phuodng tién van chuyén,
chung to61 sé giap ong dat
va sap xép 6 td td1 don
dng d san bay.

S: Ong that chu dao.
That tuyét!

Z: Cam on. Chao d6n 6ng
o Viét Nam.

S: Hen gap lai ong sau.

O: Oliver

M: Xin 161, éng c6 phai la
éng Oliver dén tu
Canada khéng?

O: Vang, chinh la té1.

M: Rit vui khi giip éng,
ong Oliver. Td11a Martin,
thu ky cua cong ty xuit
khdu Dét Viét Nam. Téi

11
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Company. I'm appointed
as your accompaniment
stay

during your n

Vietnam.

O: How do you do! Mr.
Martin.

M: How do you do! Mr.
Oliver. We welcome you
to Hanol, Vietnam.

O: Thank you, It's really
so kind of you to come
and meet me at the
airport.

M: My pleasure, 1 hope
you will enjoy your stay
n Vietnam.

O: I surely will.

M: How is your trip?

0O: Not bad. But we
later than
expected. Our plane was
a little delayed. All in all,
had good
weather.

arrived

we flying

12

duge bé nhiém 1a ngusi di
cung trg giap o6ng trong
sudt nhitng ngay éng 4
Viét Nam.
0O: Chao
Martin.
M: Chao dng! Ong Oliver.
Chiing té1 rat vui duge
chio d6n éng tai Ha Néi,
Viét Nam.

anh! Anh

O: Cam on anh, anh that
tét khi dén va dén tol tai
san bay.

M: D6 1A niém vinh hanh
cua toi, téi hy vong éng
sé& thich ¢ Viét Nam.

O: T6i chic chén 14 thé.

M: Chuvén di cua Ong
thé nao?

0O: Khéng tdi. Nhung
ching t6i dén mudn hon
mong dgi. May bay cua
ching té1 ¢6 modt chut
cham tré. Né61 chung,
ching téi 43 cé6 chuyén
bay véi thai tiét tét.
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M: I'm quite pleased to
hear that. Anyway, it's a
long trip from Ottawa to
Hanoi. You must be all
exhausted now.

O: Yes, a little bit. I
think I'll be all right
tomorrow.

M: Let me help you with
the cases.

O: Thanks. They are a
bit heavy. I can take one
myself.

M: OK. Let’'s go. Our car
1s waiting outside,

M: Téi rdt vui khi nghe
viéc d6. Du thé nao di
nia, né 12 mét chuyén di
dai tu Ottawa t61 Ha Noi.
Chic hin bay gid dng
dang rat mét.

O: tf, mét chit. Téi nghi
ngay mai td1 sé khoé lai
thoi.

M: Dé t6i gitp 6ng mang
hanh ly.

O: Cam on. Ching hoi
nang. Téi c¢6 thé ty mang

mot chiéc.

A

M: Vang. Ching ta di. O
tdé cua ching ta dang chd
bén ngoai.

Il - PRAGCTICAL SENTENCES - CAU THUC HANH

1. Chiing tdi hy vong dng ¢6 thé tham du Hai chg¢ hang

xuat khau Viét Nam sip téi.

We hope you can attend the next session of the

Vietnamese Export Commodities Fair.

2. Héi chg hang xuit khau Viét Nam 14n thit 10 s& khai

mac vao ngay 15 thang 10 nam 2008.
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The 10" Vietnamese Export Commodities Fair will be
opened on Oct.15, 2008.

3. T4 c6 thé 1am gi cho anh?
Is there anything I can do for you?

4. Hoan nghénh tham du cudc trién lam.

Welcome to participate in the exposition.,

5. Xin vui long dién vao Pon tham du va gini ching vé
Ban Té Chiic .

Please fill out the Application Forms and send them
back to the Organizing Committee.

6. Mbi don vi tham gia trién lim cin phai tra truéec 50%
tién thué hodc tat ca.

Each exhibitor must prepay for the rent 50% or totally.

7. D& ngudi mua c6 thé biét vé san phdm cua ban, lam
on cung cAp mau va anh chup céc vat trién 1am bing
tiéng Viét va tiéng Anh,

In order to let more buyers know about your products,

please provide samples and photographic materials in
Vietnamese and English.

14
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8. Sau khi nhan tién thué gian hang, Ban T4 chic sé
gli mét cudn sach vé cac don vi tham gia trién lam va
chc san phdm trién 1am tdi don vi tham gia.

After receiving the booth rental, the Organizing

Committee will send a copy of Exhibitor’s manual and
exhibition materials to the exhibitor.

Language Points

* Vocabulary - T ving

as usual
annually adv
all in all

as for

application form
agreement n.
booth n.

booth rental

be kind of

be appointed as
be later than

be all exhausted

considerate adj.

Nhu thuong 1&
Hiang nam, méi nam
Né& chung, nhin chung

N

Vé phia, vé phan, con
nhu

Ma3u don xin viéce

Hgp déng, thoa thuan
Phong, quan, gian, quay
t1én thué gian hang

T té&, 4n cAn

B6 nhiém. ci

Muén hon, cham tré
Mét 1a, kiét sie

Than trong, chu dao

15
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deposit n.

exhibitor n.

fill out / fill in

how do vou do?

help you with the case
It’s so nice of you to...
1n order to

know about

manual n.

my pleasure

nice to meet you
pick sb. up
pleasure n.
reserve u.

rent n.

search the website
submit...to

see you then

The Organizing
Committee

16

Tién dit coc

Pon vi tham gia trién
lam

dién vao

Ldi chao (gip lAn dau)
Mang ginip hanh ly

That vui kh...

d

Biét vé

>

Sé tay, sach hudng dén,
cAm nang

RAt han hanh, xin vui
long

R4t vai khi gap ban
dén ai

Niém vui, sy hai long
Du tri

Thué, cho thué

Tim kiém trang web
dé trinh, xem xét
hen gap lai ban sau

Ban Té Chuiic
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Il — GRAMMAR - NGU PHAP

1. To be held dugc té chiie (passive voice - thé bi d6ng)
L S + be + Py; (past participle)

“T61 4n tdo” — 1 ate the apple. “Tao bi té1 an” — The
apple was eaten by me.

Hbi chg Canton s& dude t6 chic vao ngay 20 thang 5
nam 2008. — The Canton Fair 1s going to be held on
20™ May, 2008.

2. Thank you for remembering me. “Cam on da nhd dén

toy .

LThank you for + V-ing/N: cam on vi

Cam on vi di dén tham td1 — Thank you for visiting
me.

Cam on vi sy tham viéng cia ban véi téi — Thank you
for your visiting me.

Cam dn vi da gui lal cho t61 — Thank you for sending
me back.

3. submit...to... “dé trinh, xem xét”.

Submit sth. to sb.: trinh cai gi cho a1

17
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Lam on hay trink ludn cuong cta ban cho Ban T6 chie.
— Please submit your thesis to the Organizing
Committe.

Téi gui tién ddt coe cho phong thu ky. — 1 submitted the
deposit to the office secretary.

4. as for... “v€ phan, con nhu”.

Vé phan théng tin chi tiét, lam on doc cudn hudng dan
st dung cua ching téi — As for detailed information,
please read our users’ guide.

Vé phan chuyén bay cu thé lam on tham khao Ban giai
d4ap thong tin. — As for specific air-flights please
consult the Information Desk.

5. pick up sb. d6n ai
Té1 sé dén ngudi ban ngusi Anh cia téi d sin bay. —
I’'m going to pick up my English friend from the airport.

Hang ngay, anh 4y phai dén con gai ¢ truong mau gio.
— He must pick up his daughter from the kindergarten
every day.

Sép cua tdi sé quay tré vé ti Phap, toi sé dén ba ay &
S4n bay Néi Bai. My boss will come back from France, 1
am going to pick her up at the Not Bai airport.

6. See you then. “Hen gip lal 6ng sau”.

18
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A: Ching ta sé gap nhau lic 6 gio t61 Chi nhat. — We
shall meet at six on Saturday evening.

B: Tét, hen gap lai anh sau. — Fine, see you then.

7. How do you do? “Xin chao”. Ldi chao khi lan dau tién
gap mat.

8. Nice to meet you: rat vui khi gap anh.

Nice to meet you, too: tdi cing rit vui khi gap anh.

19
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UNIT 2
BAI 2

ARRANGE THE TOUR
SAP XEP CHUYEN DI

1 - SITUATIONAL DIALOGUE - HOI THOAI TINH HUONG

Dialogue 1
O: Oliver
M: Here's the hotel

where you are going stay.
Mr. Oliver.

0O: Oh, thank you. It is
quite a nice hotel.

M: Please show your
passport for check in.

O: Here it 1s.

M: If you would like to
pay with your card, you
must show them your
credit card.

0O: OK.

M: Please keep this
paper till the moment
you check out.

O: Thank you.

20

M: Martin

M: DAy la khach san noi
dng sé 8 ong Oliver a.

O: O cam on anh. Diy la
mot khach san kha dep.

M: Lam on hay dua ho
chiéu cta ong dé dang ky
d khach san.

O: N6 day.

M: Néu 6ng muén tra
bing thé, ong phai dua
the tin dung cho ho.

O: Duge.

M: Lam on hay gid to
gidy nay cho dén lic éng
tra phong khach san.

O: Cam on anh.
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M: This is your room key
and I will kelp you with
the luggage to your room.

O: It’s very kind of you.

M: The restaurant is on
the first floor and you
can have your meals
there. The breakfast is
free, but you need to
show your room key.

O: 1 see. Thank you very
much.

Dialogue 2
O: Oliver
M: Good morning
Mr.Oliver.
O: Good morning
Mr.Martin.

M: Did you have a good
sleep last night?

O: Pretty well.
you.

Thank

M: Dbay 1a chia khoa
phdong cua 6ng va té1 sé
giip 6ng mang hanh ly
lén phong.

O: Anh that chu dao.

M: Nha hang nim g tang
mot va éng co thé ding
bia ¢ d6. Biia sang mién
phi, nhung éng can dua
chia khoa phong
minh.

cla

0: Téi hiéu. Cam on anh
rat nhiéu.

M: Martin

M: Chao budi sang. Ong
Oliver.

O: Chiao budi sang. Anh
Martin.

M: Dém qua 6ng ngua
ngon chua?

0: Kha tét. CAm on anh.

21
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M: This s our
professional driver, Mr.
Thanh.

O: Nice to meet you. Mr,
Thanh

M: Here's the brochure of
the exhibition you may
be interested in.

O: Of course.
M: According to the
schedule, we need to

make the display of the
exhibition today and
tomorrow.

O: That’s good. We'll do
it right from today.

M: Right, we are going to
make an attractive one.

O: I hope so. If we need
to extend one more day,
is it OK?

M: No problem.

22

M: Pay la nguci chuyén
lai xe cua ching ta, anh
Thanh.

O: R4t vui duge gip anh,
anh Thanh.

M: Day la cuén sach
théng tin vé cuéc trién
Jam c6 thé 6ng sé quan
tam.

O: T4t nhién roi.

M: Theo nhu lich trinbh,
ching ta cAn phai trung
bay trién lam vao hém
nay va ngay mal.

O: That t6t. Chuing ta sé&
lam viéc d6 ngay tlt hém
nay

M: Phai, ching ta sé& tao
ra moét sy 16i cuén hip
dan.

O: Téi hy vong la vay.
Néu can ching ta sé md

thém mdt ngay nita, duge
cha?

M: Khong van dé gi.
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Il - PRACTICAL SENTENGES - CAU THUC HANH

1. Chiing ta dang ¢ khach san ndl ma éng sé 9.

Here we are at the hotel you are going to stay.

2. Day 1a chia khoé ctia 6ng, lam on hay giit né.

Here’s your key, please take care of it.

3. Lam on dua hd chiéu cua é6ng day.

Your passport, please.

4. Chic mét ngay nghi ngdi thoai mai.

Have a good rest today.

5. Ngay mai luc 9 gid sang tdi sé dén dng 6 khach san.

Tomorrow at 9am I will pick you up from the hotel.

6. Phong trién lam sé dugc md clia tir hic 10 gid sang
dén 5 gid chiéu mbi ngay.

The Exposition Hall will be open from 10a.m fo 5p.m
each day.

7. Day 12 tdm thé lam viéc trong cude trién lam.

23
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This is your work-permit card for the Exhibition.

8. Day 12 quyén sach c¢6 cae théng tin cla cude trién lam.
Théng tin vé cong ty clia ban ciing nadm trong dé.

Here's the manual of the exposition. The information of
your company is also in it.

9. Su phén chia cac phong di duge dinh ré trén co sd
cua viéc “Dén trude duge phuc vu trudc” theo don xin
tham gia va s6 tién tra.

The allocation of booths is determined on a basis of
“First-come-first-served” in term of application and
payment.

Language Points

* Vocabulary — Tir vieng

according to Theo nhu

attractive adj. Thu hut, hap dan

be interested in Quan tam téi, thich thu
brochure n. Téap sach nho

check 1n Ghi tén vao khach san
from...to TU...dén

first-come-first-served  Dén trudc phuc vu trude

have a good sleep/rest Chiic ngu ngon/ nghi ngai

24
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thoai mai

in term of Trong gidi han

I hope so t61 cung hy vong nhu vay
make the display Trung bay

on a basis of Dua trén co s cua

of course Tat nhién, di nhién
pretty well Kha tot

schedule n. Lich trinh

take care of Gid, gilt gin
work-permit card Thé lam viéc

HI — GRAMMAR - NGU PHAP

1. Check in ghi tén khi ldy phong vao khach san, check
out ghi tén khi tra phong khach san. Thé tin dung
(Credit card).

2. Tra bang pay with.

Vi du: pay with credit card

* Chu y:

-Tién mat (cash), tra bang tién mat pay in cash.

- pay by cheque: tra bang ngan phiéu

25
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3. Be interested in “Thich thui, quan tdm dén cai gi”. T6i
khd thich thu vdi nhitng san phém ciia cong ty anh. —
I'm quite interested in the products of your company.

Thich thu be interested with. : Téi thich Yao Ming, cdu
thty béng ré. — I'm interested with Yao Ming, the
basketball player.

4. Of course Tat nhién, di nhién: Ban cé thich tham gia
vao cuée trién lam khéng ¢ — Would you like to join the
exposition? - T4t nhién roi — Of course.

5. according to theo nhu... .

Theo du bdo thoi tiét, trai sé dep vao nhiing ngay téi. —
According to the weather report, there will be fine for
the coming days. Theo ddanh gid cua chung t6i, thuong
mai xudt khdu sé tang gdp déi trong ndm nay —
According to our estimations, the export trade will be
Increased in double this year.

6. I hope so0. “Téi ciing hy vong nhu vay”. T6i cung sé
lam nhu véy. I'll do so.

A: Tor thich xem trgn bong dd. — A: I am fond of
watching football match. B: T6i ciing vdy. — So do . A:
Toi thuong thich xem nhitng chuong trinh hoat hinh. —
A: T used to like watching cartoon programs. B: Téi
cung vay. — So did 1.

26
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7. from...to... “Tu...dén..."

Tis cong ty tdi Phong Trién Lam chi ¢6 5 km. — From
the company to the Exhibition Hall is only 5km. Cuédc
trién lam sé duwge bat ddu tiz 10 gidt sang dén 7 gio t6i. —
The exhibition will be open from 10a.m to 7p.m.

8. in term of “trong giéi han, vé linh vuc”.

Vé linh vue bdan hang, cuén sdch khong duoc thanh cong.
In terms of sales, the book hasn’t been successful.

9. on a basis of “dua trén cd s6”.

Vi du: Chi dua trén co sd cua su bao dam chét luong
chung ta co thé ban xa hon niza vé thudng mai. — Only
on a basis of guaranteed quality can we talk about the
trade further. Ching ta da thiét lap quan hé thuong
mai lau dai dua trén co so tin tuong lan nhau. — We
have established the long-term trading relationship on
a basis of mutual trust.
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UNIT 3
BAI 3

Making an AtTrRACTIVE Display

CHUAN Bl MOT cuOC
TRUNG BAY LOI CUON

1 - SITUATIONAL DIALOGUE - HOl THOAI TiNH HUONG
Dialogue 1

O: Oliver

M: Here we are at the
Exhibition Hall.

O: How big!

M: Here's the layout of

this Hall. And we are
arranged at the central
of the Hall. Let’s go for it.

O: OK. Well put the
lights on this wall so that
it looks softer for the
eyes.

M: We will put some
colorful balloons here at
the gate and some post.

O: Right. And since we

28

B: Martin
M: Chung ta dén Phong

trién lam réi.
O: N6 that 12 16n!

M: Pay 13 so d6 cua
Phong trién lam nay. Va
ching ta dudc sip xép &
trung tdm cua Phong.
N2ao ching ta hay dén ds.

O: Dugc. Ching ta sé bat
nhiing cai dén d trén buc
tudng nay dé tréng diu
hon.

M: Ching ta sé& treo
nhing qua béng tron
nhiéu mau sic ¢ céng va
mot vai vi tri niia.

O: Véang. Va vi ching ta



English for exhibitions & conventions

are going to have some
activities of small-scaled
promotions here, we need
to leave some space at
the east corner.

M: And we should put
the sign of your company
at a very obvious place so
that every one can see it.
How about we put it at
the top of the booth?

O: Good idea! By the
way, we need to paint the
wall of the booth in the
color of bright blue to
match our products and
uniforms.

M: You
professional.

are  very

O: OK. Let's get down to
work right now.

s& ¢6 mdt sd nhiing hoat
dong quang cdo qui md
nhé & day, ching ta can
dé mét sé chd trong & goc
phia dong.

M: Vi chung ta nén treo
biéu tugng cha coéng ty
dng 0 mdt ndi that dé
nhin dé moi ngudi cé thé
nhin thiy né. Ching ta
treo né 6 trén dinh cua
rap nhé?

O: Y kién hay d6! Nhan
tién, ching ta cin son
biic tuong cua quay hang
v81 mau xanh nhat cho
hop véi nhitng san pham
vad dbng phuc cta ching
ta.

M: Anh that la mot
chuyén gia.

O: Duge rdi. Ching ta
hiy xuéng lam viéc ngay
bay gid.
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Dialogue 2

A:  Service Representative of the Exhibition.

Dai dién dich vu cua cude Trién lam.

B:

A: Good morning, Mr.

Martin.

B: Good morning, Ms.
Lan.

A: Do you need any help?

B: Yes, I want to rent a
big sofa and need the gas
service.,

A: No problem. We can
help you.

B: In the mean time I
need to apply for the
Internet service.

A: You may apply for it
from the Aministration
Office.

B: OK. How long will it
take? :

30

Exhibitor ~ Don vi tham gia trién 1am

A: Chao budi sang, éng
Martin.

B: Chao buéi sang, Cb
Lan.

A: Ong ¢6 can giup gi
khéng?

B: Cé, t6t mudn thué mot
cai ghé& $6 pha 16n va can
dich vu khi dét.

A: Khéng vin dé gi
Ching t6i c6 thé gidp
ong.

B: Trong thdi gian ngin
nhit, té1 cdn xin cung
cip dich vu internet.

A: Ong c6 thé dang ky tai
Vian phong Ban quan ly.

B: Viang. Té1 sé& phai mAt
bao lau dé ¢6 duge?
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A: If you apply for it
today, you can use 1t by
tomorrow.

B: Where should 1t be
paid for the rent?

A Just
Administration Office.

the

at

B: Thank you very much.

A: You're weicome.

J A: Néu éng dé nghi cung

cAp né vao hém nay, 6ng
sé c¢6 thé sit dung vao
ngay mal.

B: T6i nén tra tién thué &
dau?

A: Cling ¢ van phong ban
quan ly.

B: Cam on c6 rat nhiéu.

A: Khong c6 gi thua dng.

il - PRACTICAL SENTENCES - CAU THUC HANH

1. Cubc trién lam dai 3 ngay dé trung bay san pham.

The exposition has 3 days for making the display.

2. Tién thué gian hang dudc thanh toan tai Vin phong

Ban quan 1y Triém lam.

The booth rent 1s paid at the Administration Offcice of

the Exposition.

3. So a3 trién lam c6 thé xem tai Ban théng tin ngoai

tién sanh.

The layout of the exposition halls is available at
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Information Desk in the lobby.

4. Khu vuc Nguyén liéu dét va quan 4o d phong s6 7 tiX
tdng 1 dén ting 4.

Textiles & Garments Area 1s in Hall 7 from 1st/F to 4.
th/F.

5. Di dén phong hop s6 10, hiy di thang may, va sau dé
ré phai t8i cia sd 2.

Going to Meeting Room 10, please take the lift
(elevator), and then turn right to the 2nd door.

6. Chiing t61 Udc mudn tao nén mét cude trung biy cd
mot khong hai.

We wish to make an unigue display.

7. N&u 6ng cin khi d6t, 6ng c6 thé thué dich vu tam thdi.

If you need gas, you may rent the service temporarily.

8. Ong c6 thé dang ky cung cdp dudng day dién thoai
trong sudt Cudc trién lam. Tuy nhién, dng cin dé xuédt
trude véi nguoi té chue.

You may apply for the telephone line during the

Exhibition. However, you need to propose in advance to
the organizer.
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9. Lam on chu y nhiing tal san cé gia tri cua ban tai
Phong trién lam.

Please look after your valuable properties at Exhibition
Hall.

10. Sau khi sira lai trién &m, Cong ty Dich vu chuyén
chd Trién lam sé dua nhing thung hang déng géi va
nhiing nguyén liéu té1 bao quan sach sé va ¢én ngin
ngita chay né.

After fitting up the exhibition board, the Exhibition
packaging boxes and materials to maintain clean and
also in the prevention of fire.

Language Points

* Vocabulary - Tt Vung

Available adj. Cé6 thé thay, sin sang sit
dung

Apply for dua ra mét yéu cau

By the way Nhan day, tién thé

Forum n. Chdg, chd héi hop

Go for di mai, di goi, dén

Good idea. y kién hay

How about Dung dé goi y

In advance Trude (vé thai gian)
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In the prevention of Su ngan ngira khoi cai gi
Layout n. Sut sip sép, bé tri, so dd
Lobby n. dai sanh, phong ngoai
Maintain v. Duy tri, bao quan

Match v. Lam cho ph hop
Promotion n. Su quang cio, xtic tién
Professional adj. Chuyén nghiép

Property n. Cua cai, tal san

Right now Ngay bay gi6
Small-scaled adj. Qui m6 nho

Il - GRAMMAR - NG’ PHAP

1. small-scaled “qui md nho”,
large-scaled “qui ma ldn”,
medium-scaled “qui mé trung binh”.

Vi du: Cuéc trién lam sé té chiic mét bita tiéc ming
Khai truong qui mé lon. — The Exposition i1s going to
have a large-scaled Opening Ceremony party. Cude hop
bdo qui mé nhé dude 6 chic tai Hoi truwong. — Small-
scaled press Conference was held in the Hall.

2. How about Dung dé goi y 1am viéc gi.
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Vi du: Chung ta di xem hoa nhac nhé? — How about go
to the concert? Ching ta khong thé di vi troi mua, diing
mét tach ca phé nhé? — Since we can’t go because of the
rain, how about have a cup of coffee?

3. By the way Nhan day, tién thé, nhan tién.

Vi du: Tt ca ching ta cé mdt cude hop vao ngay mai.
Nhan day, vui long hay chuan bi sin siang cho bai phat
biéu. — We all have a meeting tomorrow. By the way,
please get ready for the speech.

4. Be available c6 thé thay dudc, sin sing dé st dung.

Vi du: Trong sudt cudc hdi nghi, mang internet sin
sing dé sit dung. — During the conference Internet is
available. B4t cu khi nao ban gip khé khdn, toi luén
sdn sang bén canh ban. — Whenever you are confronted
with difficulties, I am always available beside you.

5. Apply for: xin, dé nghi, thinh cu.

Vi du: Bdy gio nhiéu sinh vién nudc ngodi mudn xin cap
hoc béng hoc d Viét Nam. — Now many foreign students
want to apply for the Vietnamese Scholarship to study.
Néu ban muén cé dich vu mang Internet, vui long dé
nghi viéc nay vdi Ban Té chite héi nghi. — If you need
the service of Internet, please apply for it from
Conference Organizer.
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6. In advance “trudc” (vé thai gian).

Vi du: Néu ban can dat thém ché, xin vui long trd trude
tién ddt coc. — If you order extra space, please pay for
the deposit in advance. Nhitng nguoi tham du cudc thi,
hdy chudn bi san sang trude. — Those who attend the
contest, please get ready in advance.
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UNIT4  ATTEND THE EXHIBITION
BAI4  THAM DU CUOC TRIEN LAM

| - SITUATIONAL DIALOGUE - I‘lﬂl THOAI TINH HUONG
Dialogue 1:

R: Receptionist — Lé tan

G: Guest — Khach

R: Good morning, sir.

Welcome to the fair.
G: Good morning, Miss.

R: Allow me to introduce
Mr. Le, the Chairman of
the Fair Organizing
Committee.

G: It’'s my honor to meet
you here, Mr. Le.

R: This way, please, sir.

G: Thank you. I would
hke to have a bird’s eye
view of the Hall first.

R: OK. Here 1s the layout

R: Xin chao ngal. Hoan
nghénh ngai téi héi chg.
G: Chio cb.

R: Cho phép t61 gibi
thiéu éng Lé, Chu tich
cta Ban t6 chic Héi chg.

G: Day la niém vinh du
cna té61 khi gap ong d day,
oéng Lé.

R: L61 nay thua ngai.

G: Cam on cd. Trudce tién
t61 mudn cé cal nhin toan
canh vé trién lam.

R: Vang, Pay la so d6
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of the Exhibition Hall
and the brochure.

G: Very good. Where is
the area of the electricity
products?

R: At the east corner,
Hall No.B. Please, this
way.

G: Thank you.

R: If you need help
please tell us. We will
wish you would have a
pleasant day here.

G: Thank you for your
help.

R: My pleasure.

Dialogue 1:
R: Receptionist — Lé tan

G: Guest — Khach

R: Good morning,
What can I do for you?
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n A ~ - -~
cua Héi truong Trién lam
va quyén sach nhd quang
c4o.

G: Rat tét. Khu vuc cua
cac san pham dd dién &
dau?

R: O géc phia déng,
phong s6 8. Xin vui long
di 181 nay.

G: Cam on.

R: Néu éng can gidp gi
xin vul long goi ching
t61. Chiing téi mong rang
ong sé c¢6 mét ngay that
dé chiu & day.

G: Cam on su giip d3
caa cb.

R: D6 13 vinh hanh ectia
to1.

sir. | R: Xin chao ngai. Tér ¢cé

thé giup gi cho ngai?
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G: Good morning. I'd like
to have a look at the Fair
Forum Hall, please.

R: Yes. It's on the 4th
Floor, East Corridor.

G: Is the Forum going
right away?

R: Yes, sir. Very soon.
You are welcome to join
them. This way, please.

G: How long will it last
for this morning?

R: Two hours.

G: May I have
schedule of the forum?

the

R: Sure. Here you are.

G: Thank you. What 1s
the main topic of this
conference?

R: It's about the Global
Challenges 1n Economics.

G: Wonderful.

G: Xin chao. Téi muén
xem budi hai thao cia héi
chg.

R: Vang. N6 4 trén tang
4, Hanh lang phia déng.
G: Buéi hdi thao sé dién
ra ngay chit?

R: Vang, thua ngai. R4t
sém. Hoan nghénh ngai
tham gia. L&l nay thua
ngai.

G: N6 sé kéo dai bao lau
trong sang nay?

R: Hai gid dong hé.

G: T6i c6 thé c6 ban ké
hoach lam viée cua héi
thao khong?

R: Chic chén réi. Pay a.
G: Cam odn ¢b6. Chu d@é
chinh cua cudc hop niy la

N

gi?
R: D6 12 nhiing thach
thidc toan ciu vé kinh té.

G: That tuyét.
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It - PRACTICAL SENTENCES - CAU THUC HANH

1. S6 dién thoai cuia noi tiép nhan thu khi&u nai 1
12345678.

The telephone number of Complaint Reception is
12345678.

2. Biia tiéc cBc-tai ming khai truong sé duge t6 chic tai
phong VIP (nhiing ngudi quan trong) 6 khach san Khu
Vuon vao Iic 6 gid 30 té1 nay.

The opening cocktail party will be held at VIP Hall in
Garden Hotel at 6:30p.m. In the evening.

3. Khong hit thude trong Phong trién 1am.
No smoking in the Exhibition Hall.

4. Xin vui 1ong dua Thé khach mdi cua ban.
Please show your Guest Card.

5. Phong kham chita bénh nim & tang 1 phong 15.
The clinic is on the 1st/F of Hall 15.

6. Thé khach mdi sé dude lAm ¢ noi ding ky khach
tham quan tai céng s6 1.

Guest Cards will be transacted at Visitors Registration
at Gate 1.

7. Ban dén tit dat nudc nao? Lim on dua hd chiéu ciaa
ban va ndp hai anh mau.
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Which country do you come from? Please show your
passport and submit two color photos.

8. Nhiing nguadi 1anh dao tir B6 Thuong mai tdi phién
hop Mua thu nay la...

Leaders from the Ministry of Commerce to this Autumn
Session are...

9. Vi tri clia c6ng ty ma ban dang tim kiém 8 B09, tang
4 phong s8 6.

The stand of the company you are looking for 1s B09,
4th/F of Hall 6.

10. Ky hop thi 2 sé dude bat ddu vao ngay 25 thang 10.
The second session will be open on Oct.25th.

11. Ky hop sé dudc thay déi gitta ngay 21 va ngay 24 ma
khéng kinh doanh.

Session will be changed between 21st and 24th without
trading.

12. P& giii fax, ban sao chup, nhiing t&m thé kinh
doanh in 4n, 1am on téi Trung tdm Thuong mai.
Sending fax, photocopying, printing business cards,
please come to Trade Center.

Language Points
* Vocabulary - T Vung

A bird’s eye view Canh nhin tit trén xudng.
Arts and crafts hall Khu nghé thuat va nghé
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Broker n.

Buffet n.

Vietnamese Exports
Comodities Fair
Ceremony n.

Cocktail party
Catalogue n.

Courtesy call on sb

Canton Fair/
Guangzhou Fair
Commodity fair

Cereals, oils and
foodstuffs hall
Chemicals hall
Exhibition period
Exhibition hall

Fair n.

Guide n.

Information service
Indent n.

Items on display /
exhibit

Industrial goods hall
Light industrial product
hall

Metals and minerals
hall

Machinery hall
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thu céng

Ngudi mbi gii

Quay giai khat

Hoi chg hang xuit khiu
Viét Nam.

Nghi 1é

Théc rugu

Bang liét k&, danh muc
Nho duge su giip dd cua
al, do sy giup da

H61 chg Bang/ Héi chg
Quang Chau

Hé1 chg hang tiéu dung
Khu ngii coc, dau va thuc
pham.

Khu hoa chit.

Thoi gian trién lam

phong trién 1am, khu trién
lam

Héi chg

Ngusi huéng dan

Dich vu théng tin

vé&t 16m, khia ring cua

cac vat trung bay/ trién
lam

khu hang hoa cong nghiép
khu san phiam chiéu sang
cong nghiép

khu kim loai va khoang
san

khu may méce
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Machinery and phong may méc va thiét bi
equipment hall

Native produce and khu san phdm dia phuong
animal by-products hall va cac san pham déng vat

phu
Opening (closing) 1é khai truong (b& mac) hoi
ceremony of the Fair chg
Official talks nhitng cudc thao luin
chinh thiie
Reception room phong dén tiép, ti€p nhan
Spring (Autumn) phién hop (ky hop) Mua
session xuin (mua thu)
The 100th Session Ky hop thi 100
The Ministry of BJ Thuong mai
Commerce
Telephone, fax, and phong dién thoal, may fax,
copying room va may pho to
Trade Center Trung tdAm Thuong man
Textiles hall khu san pham dét
Welcoming dinner Biia téi dén tiép

Il — GRAMMAR - NGU PHAP

1. allow me to introduce cho phép tdi duge gidi thiéu. To
allow sb to introduce sb to sb. “Cho phép a1 d6 gidl thiéu
ngudi nao d6 véi ai”.

Vi du: Xin cho phép toi dude gidi thiéu éng giam dée vdi
t4t ca moi ngudi. — Please allow me to introduce the
director to all. Xin cho phép téi gidi thiéu vé minh (vdi
ban). — Please allow me to introduce myself (to you).
Xin cho phép t6i gidi thiéu ngdn gon cong ty ctia chiing
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tor (vdi ban). — Allow me to introduce our company
briefly (to you).

2. wish “ao udc, mong mudn”.

Téi wdc ban sé hanh phiic méi ngay! — 1 wish you
happy every day!

Cau “wish” loai 1:

(1) Wish + sb + adj. Vi du: Téi vdc anh hanh phuc. — 1
wish you happy.

(2) Wish + sb + n. Vi du: T6i mong muén anh sé thanh
cong lon trong héi chg. — I wish you a great success in
the fair. Téi wdc nguoi bi thuong la to1 — 1 wish it were
me who has been injured.

3. right away: ngay lap tde, ngay tdc thi

Téng thong muén toi dén van phong cua oéng Gy ngay
lap twe. — The President wants me to his office nght
away. Lam on hdy chuyén ché 6 hién tai dén mét ndi an
toan ngay lap twe! — Please leave the present place to
the safe ones right away!

4. How long will it last? “N6 sé kéo dai trong bao 14u?”.
last (kéo dai).
Vi du: Ho6i nghi sé kéo dai trong bao ldu? — How long
will the conference last? T nha toi dén cong ty chi mat
10 phut. — It lasts only 10 minutes from my house to
the company.

5. schedule “lich trinh, ban tém tit cong viéc”.
Vi du: Lich lam viée tudn nay cia téi da kin mit. — My

schedule for this week is completely full. Theo nhu lich
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trinh, ching ta sé c6 mot cude hop uy ban vao ngay mai.
— According to the schedule, we're going to have a
board meeting tomorrow.

6. sure “chic chin”.

Vi du:

- A: Anh c6 thé gitp toi gidi quyét nhitng tai liéu nay
tuén téi chi2? — A: Can you help me with the
documents next week?

B: Chac chdn réi. — Sure.

- A: Ban c¢6 dong v lam nguoi phién dich tiéng Tay Ban
Nha trong suét ky héi chg khong? — A: Is it OK for you
to be the Spanish interpreter during the fair?

B: Chdc chdn réi. — B: Sure.

Chic chin, khéng nghi ngd gi “for sure”. Vi du: Téi chdc
chdn cé thé giip anh viéc nay. — 1 can help you with
this for sure.
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UNIT 5
BAI5

RECEIVING CLIENTS
NHAN KHACH HANG

| - SITUATIONAL DIALOGUE - HQI THOAI TINH HUGNG

Dialogue 1:

B: Business Person — Nguoi kinh doanh

C: Client — Khach hang.

B: Good morning, sir.

C: Good morning.

B: Welcome to our
display. Please take your
time. These are the
samples of our company’s
products.  Sit
please.

down,

C: May I ask, what are
your main products for
your company?

B: Utensils and ceramics.
For example, those used
in the toilet and kitchen.

C: May I have a look at

the samples?
B: Certainly. This is the

46

B: Xin chao ngai.

C: Xin chao.

B: Hoan nghénh dén véi
gian trung bay cua ching
t61. Xin vui long bdt chdt
thol gian. Diy 14 nhiing
mau mi san phim cua
cong ty chiung téi. Xin
mdi ngdi.

C: T6i c6 thé héi, sin
phim chinh cia céng ty
anh 1a gi khong?

B: b6 dung gia dinh va
d6 gom. Vi du, nhiing d6
st dung trong nha vé
sinh va bép.

C: Téi ¢6 thé xem mau
dugc khéong?

B: T4t nhién réi. Day la
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brochure of our newest
products.

C: What is  your
advantage of the
products in your
company?

B: Our company Is
renowned for the
products of ceramics

which is taking the lead

nationally.

C: How?

B: Our company has the
first-rate  management

levels and technicians.
We renew the products
fast and the quality is
guaranteed with
reasonable price.

C: How can 1 contact
you?

B: This 1s the name card
of our company and my

business card. Please
contact us  whenever
needed.

C: Thank you.

B: Meanwhile, we offer
you with a catalogue of
the newest products for

sach quang cio cac can
phim méi nhit
chung té1.

C: Uu thé cia cac san
pham coéng ty anh la gi?

cua

B: Coéng ty cua ching téi
da c6 danh tiéng véi cac
san pham dé gébm, nhiing
san pham gid vi tri dan
diu quéc gia.

C: Nhu thé nao?

B: Céng ty cua chung té1
c6 su quan ly hang dau
vé trinh d6 va ky thuat.
Chiing t6i d6i méi cac san
phim nhanh chéng va
chit lugng duge bao hanh
véi gia ca hap ly.

C: Tbi c6 thé lién lac véi
anh nhu thé nao?

B: Day 12 danh thiép cua
cdng ty chiling tér va
danh thiép cta téi. Xin
vui 1ong lién lac bat ci
khi n&o éng can.

C: Cam on anh.

B: Trong lic d6, chiing
téi ting 6ng mot ban
mau cic san phdm mdéi
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reference.
C: Fine, thank you.
B: You're welcome.

Dialogue 2:

nhit dé tham khao.
C: Tét, xin cam on.
B: Khéng ¢6 gi thua 6ng.

B: Business Representative - Pai dién kinh doanh

C: Client — Khach hang

B: Warm
Madam.

C: Hello.

B: At present it's the
promotion period of our
latest products. If you are
interested in them, please
take a look.

C: Yes, 1 am interested
in the hi-tech products of
your company.

welcome,

B: Please allow me to
demonstrate with you
this machine.

C: What are the
characteristics of them
compared  with  the
previous ones?

B: We have improved

some of the functions
with the access to the
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B: Xin néng nhiét dén
tiép ba.

C: Xin chao.

B: Hién tai day la thoi
glan quang cao cho céac
san phiam mdi nhit cua
ching téi. Néu ba quan
tAm, xin mdoi ba xem.

C: Vang, t61 thich nhing
san pham cong nghé cao
cua cong ty anh.

B: Xin cho phép tdéi giai
thich cho ba hiéu cach
van hanh cal may nay.

C: Chung c¢6 nhing nét
riéng biét gi so v4i nhiing
san pham truée?

B: Chiing téi da cai tién
mot vai chic nidng tiép
cAn t61 sy thuan lgr trong
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convenience n
management and
operation.

C: May I operate it for a
while?

B: Sure. Could you

please leave your contact
number so that we can

provide you with the
latest information in
time?

C: I really appreciate

that.

B: At the same time, you

are welcome to browse

the website of our
company. Here's our
working name card. You
may contact our staff
anytime.
C: Fine.

B: Thank you for your

visit and have a nice day.

viéc quan ly va hoat
déng.

C: Téi c6 thé van hanh
né mét lic dude cha?

B: Chéac chan roi. Ba cé
thé lam on dé lai s8 dién
thoai lién lac dé chiing
t6i ¢6 thé kip thdi cung
cip cho ba théng tin méi
nhat.

C: Toi thuc su danh gia
cao diéu dé.

B: Déng thai, mdi ba xem
qua trang web cua cong
ty chiing t61. Pay 13 danh
thiép cua ching téi. Ba
c6 thé lién lac véi nhan
vién cua ching t6i bat ci
lic nao.

C: Tat.

B: Cam on ba vi su viéng
tham va chdic ba mot
ngay tét lanh.

Il - PRACTICAL SENTENCES - CAU THUC HANH

1. Xin néng nhiét dén tiép!
Warm welcome!
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2. Xin chao! R4t vui dude gap ba! Day 1a danh thiép caa
to1.

How do you do! Nice to meet you'! This is my business
card.

3. Xin cho phép tb1 gidi thitu Ong Vinh, giam déc tiép
thi cuia ¢dng ty ching to6i.
Please allow me to introduce Mr. Vinh, the Marketing
Manager of our company.

4. Xin chao dén ba. Xin vui long cho chung t61 nhiing lsi
danh gia quy bau.
You're welcome. Please give us your valuable comments.

5. Chung té1 chiic ban gap moi thanh cong trong céng
viéc kinh doanh ctia minh.
We wish you every success in your business.

6. Nhiing 161 chuc t8t dep nhat cho stic khoé ctia ban va
chiic may man.
Best wishes for your health and good luck.

7. Mong rang chiing ta thanh c¢éng trong su hdp tac dau
f1én,

Wish us success for the first cooperation.

8 Cam on vi sy ung hd cta éng cho san phim cta
chiing to1.

Thank you for your support with our products.
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9. Chung to1 hy vong ¢6 cd hél hgp tac trong tuong lai
/xa hon niia.
We hope to have the opportunity for future/futher
cooperation.

10. Té1 mong mdi dude giap anh.
I've been looking forward to meeting you.

11. Lic nay téi ¢ day dé€ cho éng xem san phim mdi
nhat cta ching té1. Né sé giip xay dung coéng ty cua
ong.

This time I'm here to show you our newest product. It
will help build up your business.

12. Téi dén dé thao luan véi éng vé viéc ¢6 thé nhap
khau mét vai san phim cia 6ng vao Hoa Ky.

've come to discuss with you the possibility of
importing some of your products into the U.S.A.

13. That vui khi gap éng 8 diy, 6ng Nam.
Nice to have met you here, Mr. Nam.

Language Points
* Vocabulary — Tt Vyng

advantage of uu thé, vu diém
appreciate v. danh gia cao

at present hién tai, bay gio

be renowed for noi tiéng ve..., cb tiéng
be guaranteed with bao hanh

be interested 1n thich thqg, quan tam
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browse the website luét web

compare with so sanh véi, so vél
demonstrate with giai thich, chitng minh
first-rate hang nhit, loal nhat
for reference tham khao

futher adj. xa hon, thém nua

in time dung gig, ding hic
offer with ting, biéu, dua ra

so that dé

take your time mAit thoi gian cua ong
take the lead dan dAu trong viéc gi
whenever adv. bat cd khi nao

with the access to ti&p can dé&n, dat t6i

Hl - GRAMMAR - NGU PHAP

1. take your time “lam mAt thoi gian cua ban”.
Vi du: Hay chon nhiing mon qua ma ban thich nhdt, chi
hoi mdt thoi gian théi. — Choose the presents you like
best, just take your time. Ping lo ldng, chi mdt thoi
gian théi. — Don’t worry, just take your time.

2. Advantage of : uu diém cua...; take advantage of loi
dung cai gi.

Vi du: Ching ta c6 thé loi dung dia diém dé nhdp
nhung ky thudt cao moi. — We can take advantage of
the location to import the new hi-tech. Nhirng nguo:
tham du héi cho da lgi dung viéc trung bay dé qudng
cdo cho sdan phdém ctia ho. — The participators of the
fair take advantage of the display to publicize their
products.
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3. Be renowed for néi tiéng vé... Vi du: Héi cho bang néi
tieng vé lich sz lau dai cua né va s6 luong nguvi tham
du déng. — The Canton Fair is renowed for its long
history and mass participators. Guangzhou néi tiéng vé
cach ndu nudng. — Guangzhou is renowed for its
cuisine.

4. Take the lead “dan dau, ding dau”.

Vi du: Trang phuc dét cua Trung Quéc dirng ddu thé
gidi. — Chinese costume textiles is taking the lead in
the world. Thdi trang Phdp déan ddu trong linh vuc nay.
— French fashions take the lead in its field.

5. First-rate “hang nh4t, loal méot”.

Vi du: Trung Quéc cé cdc nha ky su xdy dung hang dau.
— China has the first-rate construction technicians.
M7 c6 cdc truomg dai hoc hang déu trén thé gidi. — The
United States has the first-rate universities in the
world.

6. So that “dé, dén nbi”.

Vi du: Gén déy troi mua nhiéu, hiay mang theo 6 dé khéi
bi ugt. — Recently it has rained a lot, take an umbrella
so that you won't get wet. T6i hoc chdm chi dén néi toi
c6 thé néi chuyén thodi mdi véi nhitng ngudi ban nude
ngoai. — 1 study very hard so that I can talk freely with
the foreign friends.

7. Comparre with “so véi, so sanh vaéi”.
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Vi du: So véi nhitng cuée trién lam khde, cude trién lam
Noi thét c6 nhiéu nguoi tham du hon. — Comparing
with other expositions, the Funiture Exposition has
more participants. Ndm nay kinh té toan cdu con tot
hon so voi ndm ngoai. — This year the global economy
1s even better compared with last year.

8. Further “xa hon niia, thém nita”.

Vi du: Hém nay mdi chi bat déu su hop tdc, ching ta
can tién xa hon nita trong méi quan hé hop tac. —
Today is only the beginning of the cooperation, we need
to further our relationship of cooperation.

9. With the access to “ti€p can téi, truy cap”. Vi du: Vi
viéc truy cap Internet, mél quan hé giza moi nguoi biy
gi0 than thiét hon. — With the access of the Internet,
the relationship between people is closer now. Chiing ta
c6 thé lien lgc voi moi ngudi trén thé gidi vdi viéc s
dung thu dién tiz. — We can communicate with people
in the world with the access to the E-mail.
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UNIT 6 INTRODUCTION OF PRODUCTS
BAI 6 G101 THIEU SAN PHAM

I - SITUATIONAL DIALOGUE - H@I THOAI TINH HUONG
Dialogue :

B: Business Representative - Dai dién ban hang
C: Client — Khach hang.
M: Manager — Giam déc

B: How do you do!
Welcome to our display,
sir.

C: How do you do!

B: I am the business
representative of our
company. This 1s our
manager.

M: Welcome, sir. Very
pleased to meet you. This
1s my business card.

C: Thank you, nice to
meet you, too.

M: Our representative
will introduce the
products to you.

B: Xin chao!
nghénh ngai dén
phong trung bay
chung té1.

C: Xin chao!

B: Toér la dai dién ban
hang cta céng ty. Day la
gidm déc cua ching toi.

Hoan
vél
cua

M: Xin hoan nghénh
ngai. Rat vui long khi
dugec gap ngal. Day la
danh thiép cta toi.

C: Cam on éng, tdi cing
rat vui dude gap ong.

M: Dai dién cua ching
tdl sé gidl thidu cac san
pham cho ngai.

e
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B: This way, sir. There
are some samples of our
products.

C: What are your main
products?

B: These are the main
ones of our company. We

are specialized in the
products of home
electrical appliances.

Please have a look.

C: OK. Which household
electrical appliance do
you manufacture?

B; TV sets, washing
machines, refrigerators,
micro-ovens etc. Besides
these, we also produce
some small ones.

C: Very complete in
specifications!

B: You are right. Our
products are famous
home and aboard.
Mainly  exported to
Europe, Africa and
America.

C: In what do you win
from the market?
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B: L& nay thua ngai.
Pay 12 moét s6 mau san
pham cta chiing tbi.

C: San pham chinh 1a gi?

B: Day 13 nhing san
phdm chinh chia céng ty
ching tbéi. Ching td
chuyén vé cac san phim
thiét bi dién gia dinh.
Xin hay xem.

C: Dudc roi. Nhiing thiét
bi dién gia dinh nao ma
cac éng san xuit?

B: Ti vi, may giat, tu
lanh, 16 v1 ba, v.v.... Bén
canh nhiing cai d6, ching
tdi ¢on san xuidt mot vai
san phim nho.

C: Rat ddy du chi tiét!

B: Ngai né1 ding. Nhing
san phdm caa ching téi
12 san phiam néi tiéng ca
trong nudc va nudc ngoal.
Chu yéu xudt khiu sang
Chau Au, Chau Phi, va
My.

C: Cac anh chiém uu thé&
trén thi truong trong linh
vuc gi?
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B: We produce timely
products with reasonable
price in accordance to the
needs of the consumers.

C: I'm interested in your
washing machines.

B: We have the large,
medium and small sizes
of it. The latest one has
the function of dry clean
and free of being creased.
You may have a look.

C: Very good. Do you still
have other models?

B: Yes. But due to the
limited space, we can'’t
demonstrate all the
models of the products.
However, you may
browse our website of our
company. This
please. (later)

C: Your website 1s quite
good. Are all the products
mentioned inside?

way,

B: Yes. If you still have
any questions please
contact us. This is my

B: Chung t61 san xudt
cac san pham hop thoi
vdi gia cé phai chiang phit
hop véi nhu cau
ngudi tiéu dung.

C: Téi quan tadm dén
nhing chiéc may giit caa
cac ong.

B: Chuang té1 ¢6 ¢6 to,
trung binh va cd nhd. Cai
mél nhit ¢é chdc ning
giat khé va khéng b vo
nhau. Ngai ¢6 thé xem.

cua

C: R4t tuyét. Anh con
kiéu nao khac khong?

B: C6. Nhung do khoang
khéng gian ¢6 han, chiing
t61 khong thé trung bay
tdt cac mAu san phim.
Tuy nhién, ngai c6 thé
xem trén trang web cua
cong ty ching to6i. Lam
dn theo 161 nay. (sau dé)
C: Trang web cua cac
ban kha hay. Tit ca cac
san phim déu duge dé
cap trong d6 phai khong?
B: Vang. Néu ngai van
con bat ci cdu héi nio
xin vui long lién lac véi
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business card. May 1| ching téi. Day la danh

have your contact | thi€p ctia toi. Toi co thé

number? xin s6 dién thoai lién lac
cua ngai dude chit a?

C: Sure. Here is my | C: Puge théi. Day la

business card. I will keep
in touch with you. Thank
you for your
presentations. Good- bye.
B: With pleasure. See

danh thiép cna toi. Toéi sé
gid lién lac véi anh. Cam
on anh vé nhiing 161 gidi
thiéu. Tam biét.

B: Rit sin 1ong. Hen giip

you.

lai ngai.
Il - PRACTICAL SENTENCES - CAU THUC HANH

1. Téi I dai dién dich vu khach hang. Cho phép té1 gigi
thiéu cac dong nghiép & day: Victor, chiu trach nhiém
vé tai chinh; Tower, chuyén gia thiét ké cua chiing téi;
Rose, thu ky ctia Giam d6c diéu hanh. Va Larry, anh 4y
chiu trach nhiém vé ban hang va tiép thi.

I'm a customer service representative. Let me introduce
our colleagues to you here: Victor, he's responsible for
financial affairs; Tower, our design expert; Rose,
secretary of the Managing Director. And Larry, he is
charge of Sales and Marketing.

2. Chiing t6i chuyén vé& san xuit cic san pham dién ti
cong nghé cao.

We are specialized in producing hi-tech electronic
products.
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3. Nhiing ddc diém néi bat nhit cua sadn pham nay la
thuan tién khi st dung, chit lugng dude bao hanh va
gia ca hgp ly.

The most favorable characteristics of this product are

convenient to use, quality guaranteed and reasonable
price.

4. Nhiing san phdm duge nhiéu ngusi ua chudng ngay
sau khi chiing dudc tung ra.

The products became popular immediately after they
were launched.

5. Pé ing hé cho nhiing san pham méi, cong ty ching
té1 t chiie hoat ddng quang cio nay.

In order to advocate the new arrivals, our company
holds this activity of promotion.

6. Pay la nhiitng mén qua cho khach hang, khéng phai
dé ban.

These are gifts for customers, not for sale.

7. Cong ty ¢6 mdt nhom dich vu hau mai qui md 1on,
ban c¢6 thé t6i mot diém gan véi ban.

The company has a large-scale group of after service,
you may go to the one which is close to you.

8. Thoi gian bao hanh ¢é gii tri trong vong mdt nam.
The valid duration of reparing guarantee is one year.

9. Nhitng thic méc vé chat lugng xin lién hé dudng day
néng sé 829988.
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Quality complaint hot-line number 1s 829988.

10. Chiing tdi ¢6 dui hang cung cdp, hoan nghénh qui
khach dén mua bat ci hic no.

We have sufficient supplies, you're welcome to purchase
any time.

11. Ong da thay sang kién gin day nhit cla chung t6i
chua? PAay 14 sdn phidm méi phat trién ctia chiing t6i.
Ong xem nhé?

Have you seen our latest innovation? This is our newly
developed product. Please, would you like to see it?

12. Day la dia chi va s dién thoai céng ty t6i. Néu 6ng
c6é bit ci cau hdi ndo, xin dirng do du hay lién lac véi
ching to1.

This is our company’s address and telephone number. If
you have any question, please don’t hesitate to contact
us.

13. Lam on ghi tén cta ban va nhitng san pham ban
mudn dat vao don dit hang nay.

Please write down your name and the products you
want to order on this order sheet.

14. Ching chi vita xudt hién trén thi trudng mot vai
thang, nhung ching rat duge wa chudng.

They’ve only been on the market for a few months, but
they are very popular.

60



English for exhibitions & conventions

15. TAm tham len nguyén chit nhiéu mau sic nay that
dep.

This colorful pure wool carpet feels nice.

16. Nhitng kiéu cach hdp thdi trang cia nhiing san
phiam quin 4o trung bay tai héi chg da 181 cuén khach
tham quan.

The fashionable styles of the garments on display at the
fair interested the visitors very much.

17. Nhiing san phim mdi hét sic da dang va nhiing
mén hang truyén théng dude trung bay tai hoi chg.

A great variety of new products and traditional items
are on display at the fair.

18. DE tbi chi cho ngai cach van hanh chiéc may nay thé
nao.
Let me show you to how to operate the machine.

Language Points
* Vocabulary — Tt Vung

A wide selection of Su lya chon rong rdi vé

colors and designs mau sic va thiét k&

Business representative Dai dién kinh doanh

Beside adv. Bén canh

Be specialized in Chuyén vé

Be convenient to Thuan tién cho

Become popular Puge ua chudng, tré nén
phé bién, théng dung

Branded goods Hang hoa ¢6 nhan hiéu
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Bamboo wooden toys
Commodity inspection
Complete in
specifications
Comfortable and easy to
wear

China National
Machinery Import&
Export Corporation
Children’s vehicles
Computers & parts
Dry-clean

Due to

Export to

Electronic toys
Electronic and electrical
appliances

Electronic component
and devices

Electronic materials
Electronic equipment
and instruments
Electronic instruments
Electric instruments
Function n.

Free of

Fashionable and
attractive packages
Handicraft toys
Household electrical
appliances
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Nhiing d6 choi bang g tre
Kiém nghiém hang hoa
Quy cach hoan hao

Thoai méai va dé mac

Tap doan xuit nhap khiu
may moéc qude gia Trung
Quée.

Xe hai banh cua tré con
May tinh va cac b6 phan
Giat kho

Vi, do

Xuit khiu sang

D6 choi dién ta

Thiét bi dién tii va thiét bi
dién

Nhiilng thanh phan va
dung cu dién tu

Nguyén liéu dién tu

Thiét bi vd dung cu dién
tu

Dung cu dién tu

Dung cu dién

Chuc nang

Khong bi, khéi phai
Nhitng gé1 hang hgp thot
trang va hap dan

D6 chei thu cong

Thiét bi dién gia dinh
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In accordance to

Iron toys

Information technology
products

Keep in touch with
Kitchen appliances
Manager

Main products
Mention

Musical instrument
Machine toys
Machinery & electronic
products

Microscope

Measuring and drawing
equipment

Not for sale

Optical equipment
Paper & paper products
Plastic toys

Plush toys and cloth
toys

Plaster toys

Physical optical
instrument
Physiochemical
Instrument

Popular both at home
and aboard

QRuality examination
Quality and quantity

Phl hgp véi
Db choi bang sit

San pham k§ thuat théng

tin

G1it lién lac véi

Thiét bi nha bép

Giam doc, quan ly
San pham chinh

Dé cap, néi dén

Nhac cu

D6 chai bang may

San phiam may méc va
dién tu

Kinh hién vi

Thiét bi do dac va vé ky
thuat

Khéng ban

Thiét bi quang hoc

Gidy va cac san pham gidy

Do choi bang chat déo
D6 choi bang nhung l6ng
va d6 chdi vai

Do choi bang thach cao
Thiét bi quang hoc vat 1y

Thiét bi sinh hoa
dudc va chudng trong va
ngoail nudc

kiém tra chét lugng
bao dam chat lugng va sé
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assured
Reasonable price
Sold adj.

State appraisal

Specimen n.

Sufficient supplies
Stationary

Sporting goods

The need of consumers
Trade mark

Timely dehvery
guaranteed
Tele-control toys

TV & Audio systems
Valid duration
Viewing and observing
mstrument

Wireless
communication
equipment

Wire communications

Il - GRAMMAR - NGU PHAP

lugng

gia ca hdp ly

ban

su x4c dinh chat lugng
quéc gia

mau, mau vat

D’ﬁ cung cap

On dinh

hang thé thao

Nhu cau ctua khich hang
Thuong hiéu

Phan phat gidy bao hanh
ding lac

D4 chai diéu khién tit xa
Hé théng ti vi va dai
Khoang thdi gian hdp ly
Thiét bi quan sat va kiém
tra hinh anh

Thiét bi lién lac khéng day

Day lién lac

1. besides “ngoai ra, hon nita”.

Vi du: Téi nghi téi sé khong dén Luén don. Do that la
mét chang duong dai. Hon niza, téi khong cé nhiéu tién.
— I think I'm not going to London. It’s such a long way.
Besides, I haven’t much money. Cé ndm nhén vién
trong phong kinh doanh cua chung té6i ngoai giam déc.
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-~ There are 5 staffs in our business department
besides the manager.

2. export to “xuit khau téi...”.

Vi du: Ngay nay san pham ctia Trung Quoc dude xudt
khdau 19 nam chéu luc trén thé gidi. — Nowadays
Chinese products are exported to the five continents in
the world. Muc tiéu ctia ching toi la xudt khau cdc san
pham sang chéu Phi. — Our goal is to export our
products to the African continent.

3. free of “khoéng bi..."

Vi du: Trong thi truong nay tat ca cde san pham khong
bi danh thué. — In this market all the products are free
of tax. Néu ban tra tién thué som 1 thdng, ban khong bi
tinh 20% thué. — If you pay the rent 1 month in
advance, free of tax for 20%.

“free of charge’: khéng phai tra chi phi

Cdc hiza dn sé duge cung cap day du ma khong mat tién.
— Meals will be provided free of charge.

4. due to “do, vi".

Vi du: Cong viée phai lam lan luot do thiéu nguoi. —
The work 1s on by turns due to insufficient people. Céng
ty chi co thé dau tu vdi qui mé nho do hién nay thiéu
tién. — The company can only invest with small-scale
due to being short of money.

“be due to do something” — “phai dén, phai (theo ké&
hoach, theo quy dinh)”.

Vi du: T6i phai gap anh ta d san bay chiéu nay. — I'm
due to meet him at the airport this afternoon.
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5. keep in touch with “giid quan hé véi, cé dinh liu véi”.
Vi du: Pé lién lac diing gid, ching téi giiz quan hé vdi
nhau trong 10 ndm. — In order to communicate in time,
we have kept in touch with each other for ten years.
Bon tré ¢ xa bén kia cua dai duong. Nhitng ngudi cha
nguoi me khong phai qud lo ldng vi cé truy cdp internet.
— Children are far in the other side of the ocean, the
parents are not so worried with the access to the
Internet.

6. become (be) popular “trd nén phd bién, dudec ua
chuong’.

Vi du: Viée ky niém ngay lé gidng sinh phuong tay va
ngay lé tinh yéu trdé nén phé bién giita nhitng ngudi tré
tuéi. — It has become very popular among the young
people to celebrate the Western Christmas Holiday and
Valentine’s Day. Pai héi Olympic 2008 sé duoc té chizc ¢
Trung Quodc, vi vay bby gio nguoi Trung Quéc di hoc
tiéng niutde ngoai dé trd nén khd phd bién. — In 2008 the
Olympic Games will be held in China, it has become
quite popular now that Chinese people study foreign
language.

7. be convenient to do sth. “thuan tién dé lam gi”.

Pén cudc trién lam bang xe dién ngdm rdt thudt tién. —
It's very convenient to arrive at the Exposition by
subway. T Qudng Chéu hodc Shenzen tdi Hong Kong
khd thudn tién, ban cé thé tdi dé bdang tau hod, xe buyt
hode tham chi bdng mdy bay. — It's quite convenient
from Guangzhou or Shenzhen to Hong Kong, you can
reach there by train, by bus or even by plane.
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UNIT 7
BAI7

BUSINESS CONTACT
QUAN HE NGHIEP VU

| - SITUATIONAL DIALOGUE - HOI THOAI TINH HUGNG

Dialogue 1 :
W: William
M: Martin

S: Sales Repsentative - Dai dién ban hang

W: Martin, could you
please tell me how many
halls there are for cars?

M: Altogether there are
three.

W: Excuse me, miss. Do
you have samples of this
product?

S1: Yes, these are all
complimentary samples.
You may have a look at
any one of them.

W: Thank you.

S1: Would you hke to
write any remarks here?
And sign your name?

W: Sure.

M: Mr. William, shall we

W: Martin, anh c¢6 thé
1am on cho t61 biét ¢ bao
nhiéu phong trung bay 6
t6 khéng?

M: T4t ca c6é ba phong.

W: Xin 16i ¢6. Cd ¢6 mau
cia san pham
khéng?

S1: Da cé, day la tat ca
nhilng mau duge khen

nay

ngoi. Ong ¢6 thé xem bat

¢ cal nao s6
ching.

W: Cam on cb.

S1: Ong c6 thé ghi mét
val 161 nhan xét vio day
khong a? Va ky tén?

W: Chic chén rdi.

M: Ong William, chiing

trong
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go to have a look at the
other automobile hall?
W: By all means. Wow! 1

didn’t expect such a
spacious hall and so
many cars. If T didn't
realize that I'm in

Vietnam, 1 would have
believed that we were
now in an auto market in
Canada.

M: The automobile
industry has developed
very rapidly over the past

few years.

W: Over there are
Santana, Lada,
Volkswagen, Honda...

Let's go there and have a
closer look.

S2: This 18 the new-
typed, the outlook of it 1s
in fashion and the best
advantage is
saving.

W: May 1 try it to drive a
while?

S2: No problem. This
way, please.

M: Trembling prevention
1s fine with very low

petrol-
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ta s& di xem phong 6 to
khac chu?

W: Tat nhién réi. O! Téi
khéng cho riang phong
nay lax rong rai va cé
nhiéu 6 t6 nhu vay. Néu
té1 khong nhan ro la
minh dang ¢ Viét Nam,
thi toi sé phai tin rang
by gi¢ minh dang d chg
6 t6 ¢ Canada.

M: Céng nghiép 6 to

da phat trién nhanh
chong trong may nam
qua.

W: O ding kia 13 Satana,
Lada, Volkswagen,
Honda... Chung ta hay
cung dén d6 dé nhin ky
han.

S2: Pay la kiéu mai,
quan diém caa né la hop
thai trang va uu diém néi
bat la tiét kiém xang
dau.

W: Tbi c6 thé thi lai mot
lat cha?

S2: Khéng van dé gi. Xin
di duong nay.

M: Sy ngan d6é rung rat
tét vai tiéng on nho.
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noise.
W: The design of the seat
15 fine and very

comfortable to sit on.

S2: At present it 1s the
Lime of promotion. If you
can make the order, you
may have the discount of
10%.

W: Isn’t 1t? But 1 can’t
make my decision yet.

S2: We can wait half a
month and
discount any more.

later no

W: We may think about
it.

S2: No problem. This 1s
my business-card, you
may call me anytime. |
wish we will

have a

pleasant cooperation.

W: Goodbye!

S2: See you.

Dialogue 2:
>t Client
B: Business Repsentative -

W: Phan thiét ké& ché
ngoi hop ly va rat thoai
mai khi ngoi lén.

S2: Hién tai, dang trong
thoi gian khuyén mai.
Neéu éng dat hang, dng ¢6
thé dude g)ém 10%.

W: That vay sao? Nhung
16t chua thé quyét dinh
dugdc.

8$2: Chung t6i ¢6 thé cha
nda thang va muén hon
thi khong dugec giam gia
nua.

W: Ching t6i s& nghi vé
diéu dé.

S2: Khong van dé gi. Day
12 danh thiép cua téi, 6ng
¢6 thé goi cho té1 bat cu
lie nao. T6i mong rang
ching ta sé c¢6 moét su
hop tac vui vé.

W: Tam bhiét!

S2: Hen gap lal

Dai dién kinh doanh
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C: I'm glad to have the
opportunity of wvisiting
your corporation. I hope
we do business
together.

B: It's a great pleasure to
meet you, Mr. Smith. I
believe you have seen our

can

exhibits 1n this show
room. What 1s it in
particular you're

interested in?

C: I'm interested in your
office equipment. Ive
seen the exhibits and
studied your catalogues.
I think some of the items
will have good market in
Saudi Arabia. Here is a
list of my requirements.
I'd like to have your
lowest quotation, C.ILF.
Jeddah.

B: Thank you for your
inquiry. Would you tell
us what quantity you
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C: Téi rat vui cé co hdi
dén tham tap doan cnia
ong. T61 hy vong ching
ta c6 thé lam an vdi
nhau.

B: That 1a niém vinh
hanh 16n khi dugc gap
ong, 6ng Smith. Té& tin
ring ong di thiy nhiing
vat trién lam cla ching
to1 6 phong trung bay
nay. Ong thyc su quan
tam dén cai gi?

C: Téi thich d6 thiét bi
van phéng clua cac ong.
Té61 dia thdy nhing san
phim trung bay va
nghién citu § quyén danh
muc san pham. T6i nghi
ring mot vai san phim
trong nhitng mén hang
dé sé c6 dudc thi trugng
tst & A rap Xé ut. Day la
danh sach nhiing yéu ciu
cua ching téi. Téi muén
c6 ban bao gia thap nhat,
dieu kién C.LF. Jeddah.
B: Cam on vi nhitng yéu
cAu cua ong. Ong c6 thé
cho s& lugng 6ng yéu ciu
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require so that we can
work out the offers?

C: i do that.
Meanwhile, could you
give me some indication
of the price?

B: Here i1s the price list.
Please take a look at it.
C: My god! It's $300 CIF
Jeddah per set. It's more
than we expected.

B: It’s well calculated in
fact. This a newly
designed model. It's quite
modern and comfortable.
Besides, our branch office
in Jeddah provides
wonderful after-sale
service and you needn’t
worry about any
technical problems. Any

18

parts, even lubricants
specially used for this
machine are provided

there. Anyway, we will
give you 2% discount.

C: As for the product, 1
can see there won't be
any problem. But I think
you’ll have to reconsider

dé ching t6i c6 thé lap ra
gia duge chi?

C: DPuge thdi. Trong lic
ay, éng co thé dua cho tbi
mot val muc gia chit?

B: Day la danh sach gia
ca. Mdi dng xem.

C: Chua 1! 30046 la CIF
Jeddah mét bo. N6 dit
hon té1 mong dai.

B: Trén thuc té€ né la su
tinh toan hop ly. Day la
mdt mau thiét k& méi. N6
kha hién dai va tién lgi.
Ngoal ra, van phong chi
nhanh cua ching téi &
Jeddah cung cip dich vu
h&u mai tuyét voi va dng
khéng can phai lo lang vé
bat cd vdn dé ky thuat
nao. Moi by phan, tham
chi d4u béi tron chi dung
cho may nay cing dugc
cung cip & dé. Du thé& nao
di nita, chung téi sé giam
gia cho 6ng 1a 2%.

C: V& san phim, toi c6
thé thdy sé khong c6 bat
cli van dé gi. Nhung toi
nghi éng sé phai xem xét
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the the
quantity of the order will
be very large.

B: Well, when it comes to
such big-size business, 1
think you should meet
with the manager of our
department. 1

price  sInce

can
arrange a meeting at
your convenience.

C: Great. Thanks.

Dialogue 3 :
A: Buyer  Nguwoi mua

B: Business Repsentative -

A: I've been assigned to
negotiate with you about
silk commodities.

B: May | know what
particular items you are
interested 1 at  this
time?

A: I'm interested 1n your
pure silk. [ve seen the
exhibits and studied your
catalogues. And | think
they will find a ready
market 1n France.

lai gla ca vi s& lugng dat
hang s¢€ rat 6n.

B: T6t thot, khi qui mé
kinh doanh lén nhu vay,
tor nghi ong nén gap
quan ly cua gian hang
chiing to1. Té1 ¢6 thé sap
xép mot cude gap thuan
tién déy véi ong.

C: Tuvét. Cam on.

Ba1 dién kinh doanh

A: Tor duge bd nhiém téi
thudng luong véi ong vé
cac mat hang tg lua.

B: Toi ¢6 thé bigt mén
hang nao diac biét ong
chu y trong thsi gian nay
cha?

A: Tér thich lua nguyén
chat cua ong. Toi da xem
hang irién lam va danh
sach hing mau cua éng.
Va to1 nghi chung sé tim
duge thi trudgng thong
thoing ¢ Phap.
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B: Great.

latest

Here

price

are our
sheets,
Would you like to have a
look?

A: That's a high price! It
wili be difficult for us to
make any sales.

B: But you must take
the quality into
consideration.  Everyone

m the trade knows that
China’s silk s of superior
quality /o that from other
countries.

A

impossible

afrard i's
for Lo
accept your offer because
the difference
our price and your offer

I'm

us
hetween

1s too wide.

B: You know the price of
s1lk  has
fast year.

gone up since
Our price 18
relatively favourable.

A: If's unwise for either
of us to stick to one’s own
price. How about meeting
cach other halfway. And
in that way business can
be concluded.

B: Tuyét. Pay la bang gia
mdi nhit cua chang toi.
Ong muén xem chu?

A: Gia cao qua! Chiung
to1 sé rat kho ban.

B: Nhung 6ng phar dua
chit lusng vao dé suy
xét. Méi  nguci trong
nghé déu bidt rang td lua
Trung Quéc ¢6 chat luong
tot hon cua nude
khac.

A: Toi ¢ rang ching Loi
khong thé chap nhan gia
ong bai su
chénh léch gita gia ca
cua ching té1 va gid chao

cac

cua cae vi

hing cua ciac 6ng qua lon.
B: Ong biét diy, gia to
lua da tang tu nam
ngoal. Gia cua ching téi
kha thién chi.

A: That Ja dwn khi chung
ta cu kién tri gill gia cua
minh. Ching ta nén co
cude hop thudng lugng
véi nhau. Bang cach d6
viée budn ban c6 thé sé
dude quyét dinh.
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B: If your order is large | B: Néu don dit hang cla
enough, we will consider | 6ng 44 16n, ching tbi sé
reducing our prices by 2 | xem xét giam gia cua
percent. ching té1 1a 2%.

It - PRACTICAL SENTENCES - CAU THUC HANH

1. Xin hoan nghénh yé&u ciu vé théng tin.
Welcome to ask for information.

2. () day chiing téi ¢6 chuyén vién tu vin timg dich vu
riéng biét.

Here we have our service consultant section
particularly.

3. Vi san phidm nay chi virta mdi xudt hién nhiéu trén
thi truong, gia ca cua né sé cao han mot chat so véi cac
san phdm khac.

Since this product is only recently available in the
market, the price of it will be a little higher than the
others.

4. Néu 6ng dat hang sdm hdn, ching t6i c6 thé dua ra
mot vai vu dii hgp 1y.

If you can make the order earlier, we may give you
some reasonable favors.

5. Khéng ¢6 vin dé gi néu ong chua thé dua ra dude
quyét dinh. Chiing téi cé thé lién lac véi dng sau.
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It doesn't matter if you can’t make your decision yet.
We may contact you later.

6. Chung t6i ¢6 di hang hoa. Bdi vay, néi chung, éng chi
can dat hang truée hai tuan.

We have sufficient goods. Therefore generally speaking
you need to order just two weeks in advance.

7. Néu 6ng quan tam, ching ta c6 thé néi thém vé gia
ca.

If you are interested, we may talk further about the
price.

8. Vi bdo gia cua 6ng hgp 1y, chiing t61 sé nghi dén né.
As your quotation is reasonable, we will think of it.

9. Téi hidu 6ng 1a mot ngusi ban rén. Tsi chi musn chi
cho 6ng xem nhiing mau nay.

I understand your are a busy man, mister. I just want
to show you these samples.

10. T5i rat vui 1dng dude 6 day néi vé hop dong dai 1.
I'm please to be here to talk about our agency
agreement.

11. Ong that chu dao khi giai quyét moi viéc bing cach
nay. Téi hy vong chiing ta sé giti su thoa thuan cho viéc
cung cip nhiing bé phan thay thé.

It’s kind of you to come all this way. I hope we will tie
up a deal for the supply of spare parts.
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12. Gia ban 1é dé nghi ¢6 thé dude tim thiy trén bang
g1a. Pay la bang gia, thua ngai.

The recommend retail prices can be found on the price
list. Here 1s the price hist, sir.

13. Ngoit ra tdl con mudn c6 mol val thong tin vé viée
giam gia. Ong c¢o thé cho toi mét su triét khiu hop ly
trén mot don dat hang 16n cha?

I'd also like to get some information about the discount.
Can you give me a good discount on a large order?

14. CaAm dn yéu cau cua ong. Tridt khiau 5% duge ap
dung néu dng thay moi thu thoia dang va dat hiang bay
SR

Thank you for your inquiry. A 5% discount 1s applied if
you find everything satisfactory and place an order now.

15. Day la nhimg tap sach quiang cao cua chung 161 va
nhing tai liéu ¢6 lién quan, ¢6 thé ching sé gidp ong
dua ra mot quyét dinh ding dan.

Here are our brochures and relevant publicity
materials, which may help you make a good decision.

16. Chung t61 danh gia cao chAt lugng tét cua nhing
tam tham lua nay. Nhung dang tiée 1a gia ca cta ong
dua ra van cao ngay ca cho nhitng tAm tham chait lugng
nhu thé nay.

‘We appreciate the good quality of these silk carpets.
But unfortunately your prices appear to be on the high
side even for carpets of this quality.
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17. Vi viée kinh doanh l8n duge thuyc hién vé1 nhing
ngudi mua khac theo thol han va gia ca hién hanh,
chiing téi hy vong éng sé nghi vé ching va ching bao
lau nita cho ching t6i biét su chap nhan cua ong.

Since considerable business has been done with other
buyers on our prevailing price and terms, we hope you
will reconsider them and let us know your acceptance
before long.

18. THi e rang ching toi khéng thé dua ra bat cd mét su
giam b6t nio niia vé gia ca, néu khong viée do sé dé lai
cho chiing té1 mét su sut giam Ién vé 161 nhuén.

I'm afraid that we can’t make any further reduction on
the price, which would otherwise leave us a much lower
margin.

19. Theo chat lugng ma éng mong mudn dat hang tu
ching té1, chung t61 sé diéu chinh gia ca phu hgp.
According to the quantity you wish to order from us, we
may adjust our prices accordingly.

Language Points
* Vocabulary - Tit Vung

any more khéng...nlia

at your convenience lic nao va ¢ dau thich
hgp vd1 éng

agency n. su moi gidi, dat ly

by all means tat nhién roi

be unwise for sb. to do sth.  dai dét, khéng than
trong cho ai lam gi
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in fashion

in advance

in particular

in fact

make the order
make one’s decision
margin n.
negotiate with

over the past few years
recommended retail prices
reasonable favors

sign your name
superior to
stick to

spare parts

take...into consideration

tie up a deal
would have believed
write some remarks

Chu y:
ClF

(Cost+Insurance+Freight)

hdp thai trang

truée (vé thoi gian)
noét rnéng, diac biés
trén thyc té&, thuc té& 1a
dit hang

dua ra quyét dinh

10i nhudn, 1ai suit
thudng lugng, dam
phan, dan xép

trong may nim qua
gidl thidu gia ca ban lé
thién y hgp ly, vua
phai

ky tén ctua ong

t6t hon, manh hon
bam vao

nhing bd phan duy
phong

danh gia cai gi dé xem
xét

gitt lai sy thod thuan
sé phai tin

ghi mét vai 101 nhan
xét, binh luian

gia thanh, bao hiém va
cudce phi

Pay 14 thuat ngld chuyén nganh trong thuong mai qudc té,
dugc stt dung rdng rai trong cac hop ddng mua ban khi ngusi
ta st dung phudng thic van tdi bién. Theo diéu kién CIF,
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ngud ban phai ky két hgp dong chuyén chd hang dén dich
cho ngudi mua: dua hang lén tau, xin gidy phép xuit khau,
ndp thué va 1é phi xuit kh&u (néu ¢6), ky hgp dong bao hiém
481 v6i hang hoa véi gia tri bao hiém bang gia CIF + 10%,
cung cAp cho ngudi mua boa don, van don hoan chinh, ....
Mua hang theo diéu kién CIF bao gid cling dat hon hinh thic
khéc nén chi théng dung d nhiing nudc khéng c6 phuong tién
van tal riéng.

Il - GRAMMAR - NGU PHAP

1. would have + P;; : dung trong cAu diéu kién khéng cé
that trong qua khit (dién t4 hanh dong d4 khong thé
xay ra) (ciu diéu kién loai 3)

Céng thac: If + S + had + Py;, S + would + have + Py

Vi du: Néu téi théy thong bdo thi téi sé nop don xin viée
lam. — If 1 had seen the advertisement I would have
applied for the job.

“should have + P, ” dién ta hanh ddng gi d6 dang 1&
phai xay ra (mang tinh wéc mudn vé hianh déng da xay
ra trong qua khu).

Vi du: Thdt la mét budi hoa nhac tuyét voi t6i qua. Anh
nén dén dé. Tai sao anh khong dén? — It was such a
. great concert last night. You should have come. Why
didn’t you? Téi tu héi tai sao ho dén qud muén. Pdng lé
ho phdi & ddy mét gid trude roi. — I wonder why they
came so late. They should have been here an hour ago.

2. in fashion “hgp thoi trang”.

Vi du: Ndm nay vdy ngdn duge may bing da lo hop tho
trang. — This year the mini-skirt made of leather is in
fashion. Ngay nay gidi tré nhuém téc thanh mau khdc
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la hop thot trang. — At present day for young peopleto
duy their hair into different colors 1s in fashion.

3. To make one’s decision “dua ra quyét dinh”.

Vi du: Chung téi da dua ra quyét dinh chap nhdn bao
gia cua cong ty 6ng. — We have made our decision to
accept the quotation of your company. Vdi téi, dé dua ra
quyét dinh di hoc nude ngoai thal la mot tinh thé tién
thoai luong nan. — For me, to make the decision to
study aboard is really a dilemma.

4. Any more “khong...nda”; not any more “khong
thé ...nia".

Vi du: Ong da méat mét co héi vang mét lan, chéc la ong
sé khong thé nam bdit duoe né niza. — Once you have
lost this golden opporturnity, probably you won't rcach
any more. Toi thdy rang ching t6i khong phai la ban bé
nza. — 1 feel that we're not friends any more.

5. in particular “néi cu thé, néi riéng, dic biét”.

Vi du: Ban c6 thich mon én nao ddc biét khong? — Do
you like any food in particular? T6i khong co bat cit mot
trién vong ddc biét nao vé thé thao. — 1 don’t have any
favorable sports in particular.

6. at your convenience “hic nao va d dau thich hgp/tién
vl 6ng”.

Vi du: Hoan nghénh dén thadm ching téi vao luc nao
tién vdi 6ng. — Welcome to visit us at your convenience.
Lam on mang cho t6i mot vai quyén sdch vé Thuong
mal Quéc té vao lic nao anh thdy tién. — Please bring
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me some books of International Trade at your
convenience.

7. stick to “kién tri, bAm vao”.
Vi du: Néu é6ng van ciz giz y kién ciia minh, téi khong cé
cach nao niza. — If you still stick to your opinion, I have
no way out. Ong dy la mét ngudi dan 6ng cing rdn,
luén kién tri voi ban than minh. — He 1s a tough man
who always sticks to himself.
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UNIT 8 BUSINESS NEGOTIATION
BAI 8 DAM PHAN GIAO DICH

I - SITUATIONAL DIALOGUE - HI THOAI TINH HUONG

Dialogue 1:
M: Martin

C: Customer — Khach hang

C: I'd like to get the ball
rolling by taking about
the price.

M: I'd be happy to
answer questions you
may have.

C: Your products have
very good quality, But I
am a little worried about
the prices you are
asking.

M: You think we will be
asking for more?

C: That’'s not exactly
what 1 had in mind. I'd
like 25% discount.

M: That seems to be a
little high. I don’t know
how we can make profits
with those numbers.

C: Well, if we promise

82

C: Té6i mudn moi viée tién
trién véi viée néi vé gia
ca.

M: Téi rat vui tra cdu hoi
ong dua ra.

C: San pham cla cac ong
cé chat lugng rat tot.
Nhung t61 ¢6 mot chiit
ban kho#n vé gia ci cac
Oong diat ra.

M: Ong nghi ching t6i s&
dot nhiéu hon nita?

C: Khong chinh xac véi
nhitng gi t&1 nghi To1
muén triét khiu 25%.

M: N6 c6 vé hot cao. Téi
khéng biét sé ki€m lgi
nhuan thé€ nao véi nhiing
con sb dé.

C: Duge chd, néu chiang
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business-volume
sales, that will lower the
cost for making products,
right?

future

M: Yes, but it’s hard to
see how you can order
such large orders. We'd
hike a guarantee of future
business just a
promise.

not

C: We sald we wanted

2000 pieces over 6
months  period with
guarantee.

M: If you can guarantee
that on paper, I think we
can discuss this further.

Dialogue 2:
W: William

M: Good afternoon, Mr.

William. Take a seat,
please.
W: Thank you, Mr.

té1 hita tuong lai sé ban
hang véi sd lugng 1én,
viéc d6 sé ha thap gia
thanh cho viéc san xuit
cac san pham,
khéng?

M: Ving, nhung that khé
dé thay dugc éng c6 thé
dit nhiing don dat hang
16n nhu thé nado. Ching
t61 mudn mot su bao dam
cho viéc kinh doanh sip
té1 chd khéng chi 1a mot
161 ha.

C: Chung t6i bao dam la
ching téi muén 2000
chiéc trong thoi gian horr
6 thang.

M: Néu éng c6 thé bao
dam trén gidy to, tbéi nghi
ching ta c6 thé ban xa
hon.

ding

M: Martin

M: Chéo 6ng William.
Xin mai ngoi.

W: Ciam on éng Martin.
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Martin. Since everybody
1s here, let’s get down to
business.

M: That’s be fine.

W: We would like to
Increase our original
order and import a lot of
Vietnamese textiles.
Here i1s the list of our
requirements.

M: (Taking the list and
looking at it) I've brought
a series of catalogues on
our newest terms. There
are some products you
want. Would you like to
have a look at them?

W: You bet. (Looking over
the catalogues, several
minutes later) Yes, I'd
that are
Interested these
products. Could you give
us some 1dea of your
prices?

say we

n

M: Here are our price
lists. The quotations are
all in US dollars net
FOB. I'm sure you can
find most

our prices
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Vi moi ngudi dang 6 day,
ching ta hiy cung bt
dau coéng viéc.

M: Tét thai.

W: Chung t4i mudn ting
don dat hang géc va nhap
khau nhiéu san pham dét
cuia Viét Nam. DPay la
danh sach yéu cau caa
chung td1.

M: (Ciém danh sdch va
xem) T61 di mang
loat cac mAu trong
gian gan nhat. Cé
vai sdn phim ma
mudn. Ong ¢6 mudn
khéng?

W: Anh c6 thé coi cai dé
la4 moét diéu chic chin.
(Xem qua bdn mdu hang,
vai phit sau) Téi phai
néi rang ching téi thich
nhing san phim nay.
Anh c6 thé cho chiing téi
mét val ¥ kién vé gia ca
khéng?

M: Pay 13 bang gis. Gia
ca tinh tit ca bang d6 la
My§ theo s& tién tinh la
ngudli ban chiu trach
nhiém chit hang xong

mot
thoi
mot
ong
xem
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competitive.

W: But I find that these
prices are higher than
the ones you quoted a
few months ago.

M: That’s true. But I'm
sure you realize that the
costs
have

of raw matenal
gone up
considerably recently.
Compared  with  the
prices offered by other
firms, ours are quite
favorable.
W: I must tell you that
your prices are higher
than some quotations we
have received form other
firms.
M: That may well be
true. But we can safely
say that our prices are
quite realistic. It’s
impossible that any other
supplier can under quote
us if their goods are as
good as ours In quality.

xuél lén tau. T6i chic
chan dng c6 thé thiy gia
cua chung t61 canh tranh
nhit.

W: Nhung t61 thay rang
nhitng gia nay cao hdn
gia ong da dua ra val
thang trudc.

M: Ding réi. Nhung téi
chic chdn 6ng nhan thay
rang gan diy gia cua
nguyén lhéu tho da tang
dang ké. So véi gia chao
hing cua cac cong ty
khéc, gia cua ching toi
kha hdgp 1y.

W: Téi phai né1 véi ong
ring gia cha cac éng cao
hon mét vai gia ma
chiing té1 nhan duge tu
nhiing cong ty khac.

M: Co6 thé la duang.
Nhung ching téi c6 thé
néi chic chin rang gia
cua chung téi kha thuc.
Viéc mot nha cung cip
nao khac ¢6 thé dinh gia
thip hon chung tdi néu
hang hoa cua ho c6 chat
luong t6t nhu cua chiing
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W: Maybe your products
are of top quality, but we
simply  cannot order
them at this price.

M: In order to make the
ties of friendship
between two
corporation stronger, we
would reduce our price by
2%.

W: When 1 say that your
prices are high, I don’t
mean that they are high
by only 2%. If we are to
place an order with you, I
think a discount of about
10% would be sufficient.
M: Your counter-offer is
too low and groundless.
So it cannot serve as a

our

basis for further
negotiation with our
manufacturers.

W: What exactly do you
propose?

M: I propose a reduction
of 4%.
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t6i 1a diéu khéng thé xay
ra.

W: Cb thé sian phdm cua
cac 6ng ding dau vé chat
luong, nhung ching t61
tuyét d6i khéng thé dat
hang vé g1a nay.

M: D& lién két tinh hitu
nghi gitia hal cong ty 16n
manh hdn, ching téi sé
giam gia 2%.

W: Khi téi néi réng gia
cua cac ©ong cao, td
khéng muén néi 1a chiing
cao chi 2%. Né&u chiing
to1 dat don hang vdi 6ng,
téi nghi phan giam gia
khoang 10% sé 1a du.

M: Don chio gia cua céc
6ng qua thap va khéng
can cu. Vi vay né khéng
thé coi nhu mét cd s3 cho
sy dam phan xa hon voi
cac nha san xuit cha
ching to1.

W: Dé nghi chinh x4c cua
ong la gi?

M: Té1 dé nghi giam gia
4%.
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W: Let's both make a
further concession — 6%.
M: But I'm afraid 5% is
our rock bottom price.

W: Very good. Then 5% it
1s.

M: I'm very glad we've
come to an agreement.
Now, let’s talk about the
terms and conditions.

W: Yes, we've already
settled the questions of
price, quality and
quantity. Then what are
the terms of payment?

M: We accept payment
by letter of credit.

W: When will you send
us the shipping
documents?

M: Well give
shipping advice once we
have completed the
shipment in accordance
with the stipulations set
forth in the letter of
credit. And
sending you undercover

you

we are

W: Chung ta hiy cung
giam gia thém nita- 6%
M: Nhung t6i e ring 5%
12 gia thap nhit cua
chung to1.

W: Rat tot. Vay thi 5%.

M: Té1 rat vui khi ching
ta da di dén thoa thuan.
Biy gid, ching ta hiy noéi
vé céac thé thic diéu kién.
W: Viang. Chung ta via
giai quyét nhitng cdu hoi
vé gia ca, chat lugng va
s6 lugng. Tiép theo, cac
hinh thic thanh toan la
gi?

M: Ching t6i chdp nhan
tra tién bang thu tin
dung.

W: Khi ndo é6ng sé gui
cho ching té1 ching tu
gii hang?

M: Chung t61 sé dua Oong
van ban théng bao gui
hang ngay khi ching té1
hoan thanh viéc chuyén
hang phu hgp véi diéu
khoan da dua ra trong
thu tin dung. Va chiing
téi gui bido ddm cho 6ng
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one set of duplicate
shipping documents so
that you can make all the
preparations to take the
delivery of goods in due
time, when they arrive at
vour port.

W: What will be included
n these shipping
documents?

M: They will be include
Invoice, Packing List,
Non-negotiable Bill of
Lading, Insurance Policy
and Inspection Report.

W: How long will the
delivery take?

M: Delivery s about 90
days after the receipt of
the L/C.

W: Now the last item,
what about packing?

M: We will pack the
goods 1n a padded
wooden crate reinforced
with metal straps and
metal angles at each
corner. I think you will
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mdt bé ban sao chang tu
gii hang dé ong c6 thé
1dm céng tac chudn bi
nhin hang hoa cho ding
han khi chiung cip cang
phia 6ng.

W: Chung tit gui hang sé
bao gbm nhing gi?

M: Chiing sé gom Hoa
don, phidu lLét ké kién
hang, héa don van
chuyén khéng thé doi
thanh tién, hgp déng bao
hiém va bién ban kiém
tra.

W: Bao 1au sé giao hang?

M: Giao hang vao khoang
90 ngay sau khi nhan
duge thu tin dung.

W: Bay gio 1a khoan cudi
cung, viée déng géi thé
nao?

M: Chuing tdi sé dong goi
hang hoa trong mot
thung gé c¢6 dém béng
duge gia ¢6 day kim loai
va nhitng gbéc canh bit
bing kim loai. Téi nghi
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find that they are strong
enough to withstand any
shock or rough handling.

W: Of course you will be
responsible for any case
resulting from improper
packing.

M: That goes
saying.

W: Well, it seems that
we have discussed every
thing. When the
order be ready for me to
sign?

M: Right now if you'd
like, let me fill it in first.
(Writes down the
necessary details). All
right, would you just sign
here, please?

W: Sure.

M: Now everything’s
settled. I propose a toast
to our friendship and

success for cooperation.
Cheers!

without

will

ong sé thay ching du
chic chin dé chéng lai
bat cit su va dap nao
hosc boc dd thé bao.

W: Tat nhién 6ng sé phai
chiu trach nhiém cho bat
c trucng hdp niao do
dong gt khong hop ly
gay ra,

M: Diéu d6 thi khéng
phai néi roi.

W: Tét, c6 vé nhu la
ching ta da ban xong
mol chuyén. Khi nao don
dat hang san sang cho té1
ky?

M: Ngay bay gio néu éng
mudn, dé téi dién vio
trudc. (Ghi nhitng chi tiét
can thiét). Tot roi, ong
vui long ky ding vao day
cha?

W: Pudgc roi.

M: Bay gid moi viéc
da 6n. Té1 dé nghi nang
céc chic mung tinh hitu
nghi va su thanh céng
cho viéc hgp tac nay.
Chiic ming!
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Il - PRACTICAL SENTENCES - CAU THUC HANH

1. Chuyén vé xuit khau hang hoa sci bong Viét Nam,
ching t6i bay to su mong mudn dudc budn ban véi éng
trong Iinh vuc nay.

Specializing in the export of Vietnamese Cotton Piece

goods, we express our desire to trade with you in this
field.

2. Chiing tdi kh4 quan tAm téi nhitng d6 choi bing may
dudc trung bay tai héi chg Gidng V5 gan diy va sé rat
vuil mung ¢é dude nhiing chi tiét vé cac didu khoan xuat
khiu clia cic 6ng.

We are quite interested in the mechanical toys
demonstrated at the recent Giang Vo Fair and should
be glad to have details of your export terms.

3. Chiing tdi danh gia cao chit lugng t6t ciia san phim
cia ong. Nhung dang tiéc gia cua 6ng dua ra van cao
ngay ca cho nhitng sdn phim cung chit luong. Ching
téi 14y lam ti€c rang vé gia nhu thé nay ching téi
khéng thé dat hang.

We appreciate the good quality of your products. But
unfortunately your prices appear to be on the high side
even for the same quality. We regret that at these
prices we cannot make an order.

4. Chung t6i tin rang bao gia cla cac ong 1a khong hdp

1y bdi vi gia ca cho nhitng nguyén liéu nhu thé nay hién
nay dang giam.
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We believe that your quotation is not reasonale because
the price for such material is on the decline at present.

5. Chiing t6i sin 16ng mua 50 t&n néu 6ng c6 thé giam
gia 20%.

We would be pleased to purchase 50 tons if you could
make a 20% discount.

6. Chung t6i hy vong ¢6 thé déng y giam gia cho éng 3%
cho moi don dét hang trén 100 kién hang.

We hope we can grant you 3% discount for any order of
more than 100 bales.

7. Ong ¢6 thé duge 1gi do doanh thu cao hon véi vige
giam gia mét chut, vi du giam bét 2%.

You" could benefit from higher sale with a little
concession, say a 2% reduction.

8. Chung t6i da cAn than so sanh su chao hang cua éng
v6i nha cung cap khac va thay rang nhiing diéu khoan
cia ho ¢é nhiéu thuan Igi hon.

We compared your offer carefully with that of the other
supplier and found that his terms are more favorable.

9. Chung tbi ¢6 thé néi chic chin ring gia ctia ching tai
14 kha thuc t&. Bat ky nha cung cap nao khac c6 thé dua
ra gia thap hon ching t6i néu hang hoa ctia ho ¢6 chat
luong t6t nhu hang hoa cta ching t61 1a didu khong thé.
We can safely say that our price is quite realistic. It's
1mpossible that any other supplier can underquote us if
their goods are as good as ours in quality.
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10. Don chao gia cua cac éng qua thip va khéng cén ci.
Vi vay né khéng thé coi nhu mét cd s8 cho sy thudng
lugng xa hon véi cac nha san xuat cua ching téi.

Your counter-offer is too low and groundless. So it
cannot serve as a basis for further negotiation with our
manufacturers.

11. Néu 6ng hai long véi nhiing diéu khodn va diéu
kién nay, xin vui long thuc hién dung hen giao kéo cua
ching ta vé1 nhitng don dat hang cua 6ng.

If you are satisfied with these terms and conditions,
please honor us with your orders.

12. Té1 dén gap 6ng bdi vi t61 quan tAm dén nhiing tdm
tham dan tay nhiéu loai khac nhau va nhitng tdm tham
len théu, lua va hang théu caa éng.

I came to see you because I am interested in your
various hand-knitted carpets and tapestries of woll, silk
and embroidery.

13. Ching téi hoan nghénh nhing yéu ciu va nhiing
thao luan vé khia canh phat trién thuong mai va hgp
tac kinh doanh.

We welcome inquiries and discussions about aspects of
trade development and business cooperation.

14. Hay néi cho chung té1 vé diéu kién chi tiét, chat

luong va viée déng g6i ma 6ng muén, dé ching tdi c6
thé thuc hién yéu cau trong vong 24 gid.
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Will you please tell us the specifications, quality and
packing you want, so that we can work out the offer

with 1n 24 hours.

Language Points

* Vocabulary — Tt Vung

ask for

as good as

appear to be

be worried about

be responsible for
benefit from

come to an agreement
counter-offer n.

duplicate adj.
discount

get the ball rolling

get down to business
grant v.

in one’s mind

in accordance with
in due time

invoice n.

insurance policy n.
letter of credit

make profits

doi, doi hoi

tét nhu, tot bing

dua ra, ra mét

lo ldng, ban kho#n vé
chiu trach nhiém vé
c6 lgi tu

di dén thoa thuan
don chao g1a c6 tinh
canh tranh cao

ban sao

triét khau, s6 tién giam
gia

lam cho cong viéc tién
trién

bit dau cong viéc
ban, cap, ting khoan
trong ¥ nghi cua ai
phu hop véi cai gi
ddng ky han

hoa don

hop déng bao hiém
thu tin dung

tao ra lgi nhuan
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on the decline

of the top quality
once adv.

price list

propose a toast
quotations n.
reduce sth. by

rock bottom price
result from

settle down
shipping documents
specialize in

talk about

that goes without saying

undercover
with guarantee

withstand v.
you bet

HI — GRAMMAR - NGUf PHAP

dang suy giam, gidam
chat lugng hang dau
ngay khi, khi ma
bang gia

dé nghi nang céc

gia ca thi trudng
giam bdt cai gi biang
cach

gia thip nhat

do cal gi ma ra

én dinh, giai quyét
xong

nhiing chiing tit gui
hang

chuyén vé

néi vé

diéu nay khéng phai
néi, diéu hién nhién
bi mat, kin

véi su cam doan, bao
dam

chéng lai, cudng lai
anh c6 thé coi d6 1a
diéu chéc chin

1. in my mind (in one's mind) “trong ¥ nghi cua ai”. Vi
du: Toi sé giiz né trong ddu, xin ding lo ldng. — 1 will
keep it in my mind, please don’t worry. Chung t6i luén
sdp xép nhitng nhu cdu cia khdch hang trong dau. —
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We always put the needs of the customers in our mind.
Xin hay giit trong y nghi rang sic khoé la thiz quan
trong nhét. — Please keep in mind that health is the
most important thing.

2. get down to “bat diu céng viéec mdt cach nghidm tic”.
Vi du: Ngay khi dén khu trién lam ho nghiém tic bat
tay ngay vao viéc trung bay san phém. — Once arrive at
the Exhibition Hall they got down to making the
display. Chi tich bdt dau lam viéc ngay khi ong Gy dén
hién truong. — The president got down to work as soon
as he arrived at the scene.

3. as good as “t6t bang, t6t nhu”.

so sanh ngang bang: as + adj, adv + as

Vi du: Sén phdm ciia cong ty ching toi t6t nhu cia ho,
nhung gid cd lai thdp hon ctia ho. — Our company’s
products are as good as theirs, but the price is lower
than theirs. T6i ¢6 thé lam tét nhu anh dy. — I can do
as well as he is.

4. reduce by (increase by) “giam bét khoang” (ting 1én
khoang).

Vi du: Vi sw co gidi hod, nhén vién ciia nha mdy bi cdt
giam bot khoang 20%. — Because of the mechanization,
the staff of the factory has been reduced by 20%. Khi
ma ky thudat duoe ndng cép, cong ty cua ching ta sé
duoc tiang thu nhdp khoang 30%. — As the technology

renovated, our company has increased the income by
30%.
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5. seitle down “6n dinh, giai quyét, dan xép”.

Vi du: Dit cho vén dé nay rit kho khdn, cuéi cung ching
tor da giar quyét duge né. — Even though this problem
was very difficult, we have settled it down eventually.
Canh sdt da dan xép dudc cudc tranh cai giza hai bén
cua vu tai nan. — The police settled down the dispute
between the both sides of the accident.

6. once “khy ma, ngay khi”.

Vi du: Ngay khi chiing téi nhan duoc tién, ching toi sé
dwa cho 6ng hod don. — Once we receive the cash, we
will give you the invoice. Khi ma c6 bét ciz 16i nao, san
phém can duge déi lai. — Once there are any mistakes,
the products need to be changed.

7. be responsible for “chiu trach nhiém vé, c¢é trach
nhiém”.

Vi du: Néu c6 chdy, moi ngudi nén cé trach nhiém vdi no.
— If there 1s any fire, everyone should be responsible
for it. Néu cé bdt ciz van dé gi vé chdt luong, cong ty
chung toi sé chiu trach nhiém. — If there 1s any quality
problem, our company will be responsible for it.

8. be specialized in “chuyén vé”.

Vi du: Cong ty ching toi chuyén vé sdn xudt cdc san
phém céng nghé cao. — Our company is specialized in
producing the hi-tech products. Cac nha khoa hoc
chuyén vé cdc nghién crtu néng cao chat luong cudc song.
— Scientists are specialized 1n the researches into
improving the living quality.
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9. on the decline “ha xuéng, tut giam”.

Vi du: Néu chung ta chi deo duéi nhitng loi nhudn ngdn
han, chét luong cta san pham sé bi suy giam. — If we
only pursue the short-term profits, the qualty of the
products will be on the decline.

10. benefit from “duge 1o tiy, co 1gi”.

Vi du: Moi nguoi not chung thuc ra khong duoc loi tir
viéc cal cach y hoc. — The common people haven't
really benefited from the medical reform. Cudi cung,
chinh nguoi ticu diung duoc loi L& viée canh tranh cua
cde san pham. — It's the consumer who has benefited
from the competitions of products ultimately.

11. result from “do cai gi ma ra, cé két qua tir”.

Vi du: Hang hod khong thé dén ding gio do su cdu tha
cua anh ma ra. — The goods couldn’t reach on time
resulted from your carelessness. Day la do thoti tiét xdu.
— This 1s resulted from the bad weather.
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UNIT 9
BAI 9

BUSINESS FOLLOW-UP
VIEC KINH DOANH TIEP THEO

I - SITUATIONAL DIALOGUE - HOI THOAI TINH HUONG
Dialogue 1:

M: Martin

M: Hello, Wilham. This
1s Marin.
W: Hello,
friend.

M: How was your trip
home?

W: Very good. Thank you
for your concern.

M: How are the response
to our products from the
clients?

W: Up to now, we have
been told that the quality
is good with reasonable
price and practicality.

Martin, my

M: Is it? This
information is important
to us. We can be
encouraged to  work
harder, guaranteeing
with the good quality and
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W: William

M: Chao William, day la
Martin.

W: Chao Martin, ban cuaa
ton.

M: Chuyén vé nudc cua
éng thé& nao?

W: R4t tét. Cam on su
quan tAm cua éng.

M: Khach hang phan ting
nhu thé& nao véi
phim cta chiing t6i?
W: Cho dén bay gis,
ching téi phai néi ring
chat lugng rat tot véi gia
ca phai chiang va tinh
thiét thuc.

M: That viy chi? Théng
tin nay quan trong déi
vG1 chung tél. Ching té
duge khuyén khich dé
lam viéc tich cuyc hon,
dam bao chat lugng tot

san
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moving forward.

W: It has been decided
that we will maintain the
longterm business
relationship with your
firm.

M: This 1s the best way
of encouraging us to do
better.

W: We plan to make the
order of ten thousand
with your company next
year. Hopefully we will

have a pleasant
cooperation.
M: I really appreciate

that. We even
consider in giving you
some extra advantage of
this big order. Wish you
have a prosperous future
long  lived
friendship with us.

may

and a

W: We should also thank
your company for giving
us favorable policy.

M: I wish you can give us
comments or suggestions
any time. Meanwhile, we

va tién lén.

W: Di quyét dinh rang
ching tdi sé duy tri méi
guan hé lam &n lau da
vé1 cdng ty dng.

M: Day la cach hay nhat
¢ vii chung téi lam viéc
toét hon.

W: Chung tdi du kién lap
mét don dat hang mudci
nghin san pham véi cong
ty 6ng vao nam tdé. Hy
vong ching ta sé cb6 su
hagp tac vui vé.

M: Téi thuc sy danh gia
cao viéc d6. Chung to1
tham chi c¢6 thé tinh dén
viéc trao cho 6ng thém
mdt vai méi lol nia cua
hdp dong 16n nay. Mong
rang 6ng 1am &n phat dat
va chic tinh hiiu nghi
cua ching ta dai lau.

W: Ching t6i ciing cam
on coéng ty ong da cho
chiung t61 chinh sach
thuan lgi.

M: Téi mong dng c6 thé
cho chung té1 nhing loi
phé binh hodc nhing ¥

99



GIAO TIEP TIENG ANH CHO TRIEN LAM & HOI NGHI

will follow the contract
about the quality of our
products and the
suggestions from the
clients. Welcome to visit
us any time.

W: I will. Thank you for
your call. See you.
M: Thank you for
accepting our business
follow-up. See you.

Dialogue 2 ;
A: Allan

A:; Hello, Allan Stewart
speaking.

H: Good morning, Mr.
Stewart. This 1s Harry

Benet from  Morgan
Enterprise.
A: Er. Yes. What can I do

for you?

H: Well, as you probably
know, we are launching a
new range of battery-
driven electric vehicles. |
would lLke to visit your
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kién bat cd luc nao.
Trong hic d6, ching t61 sé
t1ép tuc giao keéo vé chat
lugng san phdm cda
chiing t61 va nhiing dé
xudt cua khach hang.
Hoan nghénh dén tham
chung t61 bat e lic nao.
W: Téi sé dén. Cam on
ong da goi. Hen gap lai.
M: Cam on vi oéng
da chap nhan tiép tuc
kinh doanh véi chung téi1.
Hen gap lar dng.

H: Harry
A: Xin chao, Allan
Stewart dang néi day.
H: Xin chao, o6ng

Stewart. Day la Harry
Benet tu doanh nghiép
Morgan.

A: 0. Vang. Tbéi c6 thé
giip gi cho dng?

H: Vang, nhu 6ng chic
da biét, ching té1 dang
tung ra mét loal san
phim méi vé cac phuong
tién chay bing 3c quy
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office next week and I
was wondering whether
if you would be
interested in discussing
these new models.

A: Well, yes. I certainly
would be interested 1n it.

H: Good. Would
Wednesday morning be
convenient?

A: Ah, Wednesday is a
bit difficult. ’'m tied up
all day. How about
Thursday?

H: Thursday would be
fine. Can you let me have
an hour or so sometime
1n the afternoon?

A: Yes. 1 think that
would be possible, say,
3:30.

H: Excellent. 'm looking
forward to seeing you on
Thursday
Goodbye.
A: Goodbye.

afternoon.

dién. T61 mudn dén thim
van phong cua éng vao
tuan téi va ban khoan
khong biét dng cdé quan
tAm dén nhing mau mdi
nay khéng?

A: Ving, rit hay. Chéc
chin 12 tdi sé quan tam
dén chung.

H: Té6t. Sang thu tu cé
thuan tién khong?

A: A, thi tu thi hei kho
mdt chat, T4l bi trér bude
ca ngay. Thid nam thi
sao?

H: Thi nam ciing to6t.
Ong c6 thé cho téi mét
gi6 hodc mét lic nao d6
vao bubi chiéu duge chi?
A: Vang. T4i nghi rang cé
thé, chon ldc 3 gid 30.

H: Rit tuyét. Té 1 mong
duge gip ong vao chiéu

Thit nam. Tam biét.

A: Tam biét.
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Dialogue 3 :
M: Martin

M: Hello,
Thanh.
T: Hello. Who's calling?

Manager

M: This is Martin, the
Business Manager of
Machinery Company. 1
would like to pay you a
visit, 1s it convenient for
you?

T: Yes. When?

M: How about tomorrow
morning at ten o'clock?
T: No problem,

M: See you then.

(the next day)

M: (Knocking at the
door.)

May I come in?

T: Come 1n, please.
Hello, Martin.

M: Hello, Mr. Thanh.
Nice to see you agam.

T: Sit down, please.

M: Thank you. 1

appreciate that you can
spare your time to meet
me.
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T: Manager Thanh

M: Chao
Thanh.

T: Xin chao. Ai dang goi
dé?

M: Té1 1a Martin, Giam
déc kinh doanh cua céng
ty May. T6i mudn dén
tham éng, c6 t1én cho 6ng
khéng a?

Giam déc

T: Vang. Khi nio vay?

M: Sang mai lic 10 g16 ¢é
dugc khéng a?

C: Khéng van dé gi.

M: Hen gap 6ng sau.
(ngay hom saw)

M: (Go cua)

Téi ¢6 thé vao duge chit?
T: Xin mdi vao. Chao
Martin.

M: Chao 6ng Chen. Rat
vui khi gap lai ong.

T: Mdi ngdi.

M: Cam on dng. Téi rat
cam kich vi 6ng da danh
thdi gian dé gap t6i.
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T: You're welcome.

M: My company needs
more feedback from the
consumer In order to
improve  our goods.
Would you mind telling
us about this?

T: Sure. We received the
packs from you on the
15th of last month and it
was intact. Very good.

M: Have you already
used them?

T: Yes. We consider that
the quality is quite good.
However in the manual
book there 1s no
indications with pictures.
If there were, 1t would be
easier for users to follow
the directions.

M: I will propose it to the
company. We may do it
later. Thank you for your

suggestion. Anything
else?

T: We are very satisfled
with the good after
seruvice.

T: Cé gi dau.

M: Cong ty t6i can y kién
phan héi cua ngudl tidu
dung dé cai tién hang
hoa cua ching tbi. Ong c6
thé vui 1ong néi cho t6i vé
ching dugc khong?

T: Duge théi. Chung thH
nhan dugc nhing kién
hang ti cAc ong vao ngay
15 cua thang trudc va né
khéng bi sit mé gi. Rat
tot.

M: Ong d3a st dung
ching chua?

T: Viang. Ching té1 cho
ring chat lugng kha tét.
Tuy nhién trong sach
huéng dan khéng cé chi
dan bing tranh anh. Néu
c6, ngusi dung sé theo
cac huéng din d& dang
hon.

M: Téi sé dé xuit viéc
nay véi cdng ty. Sau nay,
chiing t6i ¢6 thé s& lam
thé. Cam on y kién cna
ong. Con gi nita khéng a?
T: Ching t61 rat hai long
véi dich vu hau mai.
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M: Thank you for your
support. Please take care
of the business card and
service card. If you have
any problems
suggestions,
contact us,

T: Your working attitude
1s very good.

M: Thanks your
praise. This is a card
with the signatures of
our sales staff. We wish
your company to have a
prosperous future.

T: 1 appreciate that.
Thank you for your wisit.

or
please

for

M: Thank you for your
valuable time. Good-bye!
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M: Cam on su ung hé clia
ong. Xin hay gid gin
danh thiép kinh doanh
va danh thi€p dich vu.
Néu 6ng cé bat cu van dé
gi hoic dé xuat gi, lam on
lac v4i chung to.

T: Thai do lam viéc cua
anh rit tot.

M: Cam on su khen ngoi
cua 6ng. Day la tim theé
vdi chit ky cua nhan vién
ban hang. Chung &6
mong rang coéng ty éng cb
mot tuong lai phat dat.

T: T61 danh gia cao viée
d6. Cam on chuyén tham
ctia anh.

M: Cam on vi chit thoi
gian quy bau cna éng.
Tam biét.
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A Business Letter
Sales Department,
GLIP Export Company,
303 Park Road,
Guangzhou, China

Oct. 20, 2005

Nova Co., Ltd.,
409 Piccadilly,
London

Dear Mr, William,

We are pleased to acknowledge vou that your order No.
101 dated October 15, 2005 has been dealt with.

Please do not hesitate to contact us if you require any
further information.

We will inform you when the consignment is ready for
delivery.

We thank you for your custom and again look forward
to being of service to you.

Your sincerely,
Martin (Mr.)
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Gui téi: Phong kinh doanh, Céng ty xuat khdu GLIP,
303 dudng Park, Guangzhou, Trung Quéc.
Ngay 20 thang 10 nam 2005.

Gui tir: Céong ty TNHH Nova,
409 Piccadilly, Luan Don.

Ong William than mén,

Ching t6i vui mimg béo cho 6ng biét rang don dat
hing s6 101 dé ngay 15 thang 10 nim 2005 cia ong
da dudc giai quyét.

Xin ding do du lién lac véi chiing t6i néu éng yéu
cAu thém bat ¢ théng tin nao nia.

Ching t6i sé bao cho éng biét khi hang cfip bén sin
sang dé giao.

Chang téi cam on éng vi viéc dit hang thuodng
xuyén va rat mong dude phuc vu 6ng.

Chéan thanh,

Martin (Mr.)

Il - PRACTICAL SENTENCES - CAU THUC HANH

1. Ching t8i vui ming bao cho 6ng biét ring don dat
hang s6 208 dé ngay 1 thang 12 nim cua éng da duge
g13i quyét.

We are pleased to inform you that your order No. 208
dated December 1st has been dealt with.

2. Ching t61 sé bao cho 6ng biét khi hang cdp bén sin
sang dé giao.
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We'll acknowledge you when the consignment is ready
for delivery.

3. Xin diing do du lién lac véi chiing t61 néu éng yéu ciu
thém bat ky théng tin nao nita.

Please do not hesitate to contact us if you require any
further information.

4. Chiing t6i cam dn 6ng vi viéc dat hang thuong xuyén
va rat mong dude phuc vu 6ng trong thdi gian gan.

We thank you for your custom and again look forward
to being of your service in the near future.

5. Cam on vi d3 mua nhing san phidm cta ching t6i.
Thank you for having purchased our products.

6. Ban c6 thé goi duong diy néng 24 gid cta chiing t6i
cho nhiing thong tin thuong ma.

You may dial our 24-hour hot-line for business
information.

7. N&u ban c6 thoi gian, xin dién vao miu don khao sat
cua khach hang.

If you have time, please fill out the forms of customers’
survey.

8. Xin hay cho ching téi nhitng 18i gép ¥ quy bau vé
chat lugng cua san pham.

Please give us your valuable comments about the
products' qualty.
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Language Points

* Vocabulary - Tt Vung

as you probably know
anything else?

after service
convenlent adj.
custom n.

concern n./v
encourage v.
favorable policy
follow-up n.

firm n.

hot line

in the near future
long-term business
relationship

I'm tied up all day

I'm looking forward to
seeing

meanwhile aduv.

May { come in?
propose...to... v

spare your time

survey n.

up to now adv.

Would you mind telling
me?
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chic anh da biét

con gi nda khéng?

dich vu hiu mai
thuan tién, thuan lgi
su mua hang thudng
xuyén, tip quan

su quan tdm, ban tam
khuyén khich, ¢d via
diéu khoan cé 1gi

sut ti€p tuc, tiép theo
hang, cong ty

duong diy nong

trong tuong lai gin
md1 quan hé kinh
doanh lau dai

td1 ban (bi tréi budc) ca
ngay

t6i rat mong dgi duge
gip

trong lic dé

tdi ¢6 thé vao duge chu?
dé xuat véi

danh thdi gian ciia 6ng
su xem xét, diéu tra
cho dén nay, dén nay
Ban khéng phién néi
cho té1 chi?
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Il — GRAMMAR - NGU PHAP

1. concern “su quan tdm. ban tAm”; concern onself with
sth. “ban tAm dén diéu gi”.

Vi du: Cb &y bdan tam dén viéc chdm séc ngudi gia trong
vang cua c¢6 6y. — She concerned herself with looking
after the old people in her area. Téi muén noi chuyén vé
cong viéc cua anh. Pdi séng riéng tv cua anh khéng
phai la mét quan tém cua téi. — It's your work I want
to talk about. Your private life 1sn’t my concern.

As far as ’'m concerned (in my opinion) “vé phan téi, déi
véi tol (trong y kién ctia té1)”.

Vi du: Vé phdn téi, téi hy vong ching ta cé thé hoan
thanh ké hoach vao cuél ndm nay. — As far as I'm
concernced, I hope we could have finished the project by
the end of this year.

To whom it may concern. “Gii nhiing ngudi c6 thé lién
quan” (6 dau bang yét thi hosc gidy chiing nhan tinh
cach, nang luc cua ai).

2. up to now “cho dén nay, dén nay”.

Vi du: Cho dén nay chiing ta da hoan thanh duoc 40%
doanh 56 ca ndm. — Up to now we have finished 40%
sales volume of the whole year. Cho dén nay, cong ty
ching ta da thiét lap dude mol quan hé kinh doanh ldu
dai vdi 70 coéng ty trén toan thé gidi. — Up to now, our
company  has established longterm  business
relationship with 70 companies all over the world.

3. Meanwhile = at the same time “trong lic d6, vao thoi
gian do6”,
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Vi du: Chung téi sé phén cong nha ky thudt sta no.
Trong thoi gian do, chiing toi sé c6 nhing dén b thich
dang cho 6ng. — We are going to assign technican to
repair it. Meanwhile, we will make proper
compensations for you.

4. Would you mind telling me? “anh c¢6 thé bao téi chu?”.
Mind doing sth...

Vi du: Thua cé, cb c6 phién khi toi hut thuéce khong? (Co
gai, téi hut thuéce cé lam phién c6 khong?)— Miss, do
you mind my smoking?

“mind + clause” “phién, ban tam”. Vi du: Anh ¢é phién
khi t6i md cita s6 khong 2 — Do you mind that I open
the window? T6i sé khéng bdan tém néu anh khéng thé
dén t61 nay. — I won’t mind if you can’t come tonight.

5. Propose...to... “dé xuit/dé nghi véi”.

Vi du: Chiing tbi sé dé xuét ké hoach nay vdi ban gidm
doc cong ty. — We're going to propose this project to the
board of the company. Nhing nguoi tiéu ding sé dé
nghi stza d6i co cdu té chize tdi ban qudn 1y cao hon. —
The consumers are going to propose the reform
framework to the higher excutive department.

6. In the near future “trong tuong lai gan”. Vi du: Céng
ty cua ching ta sé c6 hon mudi nghin khdch hanh trong
tuong lai gan. — Our company will have more than ten
thousand clients in the near future.
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UNIT 10  Analyzing the Producrivivy of the
Exhibition
BAI 10 Phan Tich higu oui cia

cuoc Triin Lim

) - SITUATIONAL DIALOGUE - HOI THOAI TINH HUONG

Dialogue :
B: Business Representative - Dai dién kinh doanh
M: Manager — Giam déc

B: Manager, here 1s the
report of the analysis and
evaluation of this
exposition.

M: Fine. Please sit down
and talk about it in
detail.

B: OK. Let
something.
M: You may begin with
the general situation.

B: Generally speaking, it
1s a successful exposition.
We have signed 120
purchase orders with the
amount of 3 million US
dollars.
M: 1It's

number.

me say

an impressive

How  many

B: Giam déc, day 1a ban
bao cao phan tich va
danh gia cua cudc trién
lam nay.

M: Tést. Hay ngdi xuéng
va trinh bay chi tiét.

B: DPuge a. Hay d& t6i néi
mot vai viéce.

M: Truéc hét, anh c6 thé
néi vé tinh hinh chung.
B: Né1 chung, diy l1a cudc
trifn lam thanh cong.
Ching ta da ky duge 120
don hang véi téng gia tri
la 3 triéu dé la My.

M: D6 12 mdt con sd an

tugng. C6 bao nhiéu
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people have visited our

display?
B: There have been
together 2,100 within

five days among which
there are more than 50
enterprises are
interested 1n contacting
further.

M: How many of them
left their contact ways or
messages”?

B: Our staff made some
short interviews among
the wisitors and some of
which left their
addresses. Most of them
already took
company name cards and
product catalogues. You
see, here 1S the
customer’s information.

our

M: OK. How about the
free sample products?

B: All 2000 pieces were
handed out. By the way,
I think we may prepare
next

more  brochures
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nguoi t81 tham cudc
trung bay cua ching ta?
B: Da ¢6 2,100 doan cung
dén trong vong 5 ngay
trong doé ¢6 hon 50 doanh
nghiép mudn tiép xic xa
hon vd1 chung ta.

M: Cé bao nhiéu trong sé
ho dé lai cac phuong thic
giao dich hoac tin nhan?
B: Nhan vién cua chung
ta da c6 mot val cudc
phéng vin ngin giita
khach tham
quan va mot vai ngudi
da dé lai dia chi. Hau hét
trong s6 ho da caim danh
thiép coéng ty va nhiing
quyén mau san phim.
Ong thay diy, day la
théng tin cua khach
hang.

M: DPude réi. V& nhing
hang mAu mién phi thi
thé nao?

B: Tat ca 2000 vat mau
duge phat ra. Nhan day,
tdi nghi ching ta cé thé
chuan bi nhiéu hon

nhing wvi
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time. because there were
none at the final day.

M: How about the
promotion in the
cxposition?

B: The wisitors were in
high spirits and so were
the staff.
successful, The only pity
1s that the space 1s
comparatively limited.

It was quite

M: How did the visitors
like our activities during
the fair?

B: According to the
written messages from
the visitors, we think our
products  have really
them. They
us  positive
on our team

impressed

have given
commoents
Furthermore we
of

after

spirits.
have  sent  letters
thanks to tell all
the fair.

M: You have done a great
How the

Job. about

nhing quyén sach quang
cao trong thoi gian téi bai
vi khéng con mot quyén
nao vao ngiy cudi cing.
M: con viéc quang cao
trong trién lam thé nao?

B: Nhing vi khach rat
vui vé phan chan va
nhan vién chng vay. N6
kha thanh céng. Chi ¢6
mot diéu dang tiéc 1a
khong gian tuong d6i c6
han.

M: Nhung vi khach coi
nhing hoat dong cua
ching ta trong sudt thoi
gian hoi chg nhu thé nao?
B: Theo nhu nhiing mau
tin dd viét tir khach tham
quan, chung té1 nghi san
phim cua ching ta thuc
su gAy 4n tugng véi ho.
Ho da dua ra nhung loi
nhan xét tlich cuc cho
tinh than dong ddi cua
Hon nua,
ching ta da gui thu cam
on tat ca sau hoi cho.

M: Anh da lam viéc rat
tot. Vé ngan sach chung

chung ta.
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general budget?

B: It just matched with
the expenditure.
However, it could have
been a little looser.

M: So we can say that
this 1s a very successful
exposition. We are going
to reward you for your
great work.

B: Thank you very much.

thi sao?

B: N6 phu hgp véi phi
tén. Tuy nhién, né cé thé
chinh xac hon mot chiit.

M: Bdi vay ching ta cb
thé néi ring diy la cudc
trién 1am rat thanh cong.
Ching té1 sé& thuong cho
anh vi viéc 1am tuyét vol
cua anh.

B: Cam on éng rat nhiéu.

Il — PRACTICAL SENTENCES — CAU THUC HANH

1. Panh gia sau cude trién lam la viéc rat quan trong.
It’s of great importance to have the evaluation of the

exposition after it.

2. Do d6, viéc danh gia c6 thé lam theo thit tu quan

trong.

Evaluation can be done with the order of importance

accordingly.

3. Trén thyc t& khach hang dén nhiéu hon sau cude

trién lam.

In reality more clients come after the exposition.

4, Day 1a bude diu tién chinh phuc dude khach hang
néu ho 4n tugng sdu sic véi san pham ciia ban.
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This is the first step to win customers if they are deeply
impressed with your products.

5. Phi t6n hién nay phu hdp véi ngan sach.
The actual expenditure meets the budget.

6. Nhén vién lam viéc tai trién 1am c6 thé duge thic diy
bing nhiing phan thudng tuyét vai.

Exposition working staff can be motivated by good
rewards.

Language Points
* Vocabulary - Ti Vung

analysis n. su phan tich

begin with bat d4u véi

evaluation n. danh gia

expenditure n. phi ton, sy chi tiéu

free sample hang mién phi
generally speaking néi chung, téng quat
have done a great job da lam that tdt céng viéc
impressive adj. giy An tugng

in high spirit vui vé phan chan
positive comments nhiing nhan xét tich cuc
reward n. phan thudng, sit dén on
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Il — GRAMMAR - NGO PHAP

1. begin with “truée hét 1a, bat dau vér™.

Vi du: Ong thi trudng bat dau bai dién thuyét vdi mot
cau néi noi tiéng cua thu tudong chinh phi. — The
mayor started his speech with a famous saying of the
Prime Minister. Cha me thich su dung cham ngon xua,
dé bat dau gido duc con cdi ctia ho. — Parents like
using some ancient sayings with which they begin the
education of their children.

2. General speaking “néi chung”.

Vi du: Noi chung, miia thu la giai doan cao diém cho
viée 6 chue trién lam § Trung Quoc. — Generally
speaking, autumn 1s the peak period of holding
expositions 1n China. Noi chung, moi nguot chiu anh
hudng cia viée qudng cdo khi ho mua san pham. —
Generally specaking, people are influenced by
advertisements when they buy products.

3. impressive “giy an tudng”.

Vi du: Bg suu tap sdach cua c6 ay gy an tuong nhat. —
Her collection of books is most impressive. Impress sb.
(with sth.) “giy An tugng véi ai (v6i cai gi)”. Phong canh
cua thanh phd'da gay an tugng voi du khdch nude ngoai.
— The sights of the city impress foreign tourists. Moi
nguoi khim phuc man trinh dién dn tuong cia dién
viecn nam nay. — Everyone admires the impressive
performance of this actor.
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4. Reward sb.for sth. “thuong cho ai vi ca1 gi”.

Vi du: Ong chu ctia toi da thiudong cho t6i vi cong viée rat
t6t cua toi. — My boss rewards me for my great job. T4
chize Lién Hiép Quéc thuong danh hiéu Cong St Xanh
cho cong viéc cua ho trong viéc bao vé moi truong cho
con ngudi.—~ The UN rewards the Green Envoys for
their work in the protection of the human environment.
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PHU LUC 1: DANH SACH CAC NUGC

A

Abkhazia
Afghanistan
Akrotirt and Dhekelia
Aland

Albania

Algeria
American Samoa
Andorra

Angola

Anguilla
Antigua and Barbuda
Argentina
Armenia

Aruba
Ascension Island
Australia
Austria
Azerbaijan

B

Bahamas, The
Bahrain
Bangladesh
Barbados
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Belarus

Belgium

Belize

Benin

Bermuda
Bhutan

Bolivia

Bosnia and Herzegovina
Botswana

Brazil

Brunei

Bulgaria
Burkina Faso
Burundi

C

Cambodia
Cameroon
Canada

Cape Verde
Cayman Islands
Central African Republic
Chad

Chile

China

Christmas Island
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Cocos (Keeling) Islands
Colombia
Comoros

Congo Congo
Cook Islands
Costa Rica

Cute d'Ivoire
Croatia

Cuba

Cyprus

Czech Republic

D

Denmark

Djibouti

Dominica
Dominican Republic
E

East Timor
Ecuador

Egypt

El Salvador
Equatorial Guinea
Eritrea

Estonia

Ethiopia
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F

Falkland Islands

Faroe Islands
Fiji
Finland

France

French Polynesia

G
Gabon
Gambia
Georgia
Germany
Ghana
Gibraltar
Greece
Greenland
Grenada
Guam
Guatemala
Guernsey
Guinea
Guinea-Bissau
Guyana

H
Haiti
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Honduras
Hong Kong
Hungary

I

Iceland
India
Indonesia
Iran

Iraq
Ireland

Isle of Man
Israel

Italy

J
Jamaica
Japan
Jersey
Jordan

K
Kazakhstan
Kenya
Kiribati
Korea, North
Korea, South

Kosovo
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Kyrgyzstan
L

Laos

Latvia
Lebanon
Lesotho
Liberia
Libya
Liechtenstein
Lithuania
Luxembourg
M

Macao
Macedonia
Madagascar
Malawi
Malaysia
Maldives
Mali

Malta
Marshall Islands
Mauritania
Mauritius
Mayotte

Mexico
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Micronesia
Moldova

Monaco
Mongolia
Montenegro
Montserrat
Morocco
Mozambique
Myanmar

N
Nagorno-Karabakh
Namiba

Nauru

Nepal
Netherlands
Netherlands Antilles
New Caledonia
New Zealand
Nicaragua

Niger

Nigeria

Niue

Norfolk Island
Northern Cyprus

Northern Mariana Islands
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Norway

O

Oman

P

Pakistan

Palau

Palestine
Panama Papua New Guinea
Paraguay

Peru

Philippines
Pitcairn Islands
Poland

Portugal

Puerto Rico
Qatar

R

Romania

Russia

Rwanda

S

Saint Barthdlemy
Saint Helena
Saint Kitts and Newvis

Saint Lucia
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Saint Martin

Saint Pierre and Miquelon

Saint Vincent and the Grenadines
Samoa

San Marino

Saudi Arabia Senegal
Serbia
Seychelles
Sierra Leone
Singapore
Slovakia
Slovenia
Solomon Islands
Somalia
Somaliland
South Africa
South Ossetia
Spain

Sri Lanka
Sudan
Suriname
Svalbard
Swaziland

Sweden
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Switzerland

Syria
T

Taiwan

Tajikistan

Tanzama

Thailand

Togo

Tokelau

Tonga

Transnistria
Trinmadad and Tobago
Tristan da Cunha
Tunisia —

Turkey
Turkmenistan
Turks and Caicos Islands
Tuvalu
U

Uganda

Ukraine

United Arab Emirates
United Kingdom
United States
Uruguay
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Uzbekistan

\"

Vanuatu

Vatican City
Venezuela

Vietnam

Virgin Islands, British
Virgin [slands, United States
w

Wallis and Futuna
Western Sahara

Y

Yemen

7

Zambia

Zimbabwe
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PHU LUC 2: MAU HOP DONG
Sales Contract

No.:

For Account of:

Indent No.:

This contract is made by and between the Sellers and
the Buyers; Whereby the Sellers agree to sell and he
Buyers agree to buy the under mentioned goods
according to the terms and conditions stipulated below
and overleaf:

1) Names of commodity(ies) and
specification(s): ..............

(3) Unit price: ..............

(4) Amount: .......... Covennn. % more or less allowed)

(6) Packing: ............

(6)Port of Loading: ..............

(7) Port of Destination: .............

(8) Shipping Marks: ..............

(9) Time of Shipment: Within.......... Days after receipt
of 1/C, allowing trans-shipment and partial shipment.
(10) Terms of Payment: By 100% Confirmed,
Irrevocable and Sight Letter of Credit to remain vald
for negotiation in China until the 15" day after
shipment.

(11) Insurance: Covers all risks and war-risks only as
per the Clause of the People’s Insurance Company of
China for 110% of the invoice value.

(12) The Buyer shall establish the covering Letter of
Credit before............. ; failing which, the Seller
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reserves the right to rescind this Sales Contract
without further notice, or to accept whole or any part of
this Sales Contract, nonfulfilled by the Buyer, of to
lodge claim for direct looses sustained.

(13) Documents: The Sellers shall present to the
negotiating bank, Clean on Board Bill of Lading,
Invoice, Quality Certificate issued by the China
Commodity Inspection Bureau or the Manufacturers,
Survey Report on Quantity/Weight issued by the China
Commodity Inspection Bureau, and Transferable
Insurance policy or Insurance Certificate when this
contract is made on CIF basis.

(14) For this contract signed on CIF basis, the premium
should be 110% of invoice value. All risks insured
should be included within this contract. If the Buyer
asks to increase the insurance premium or scope of
risks, he should get the permission of the Seller before
time of loading, and all the charges thus incurred
should be borne by the Buyer.

(15) Quality / Quantity Discrepancy: In case of quality
discrepancy, claim should be filed by the Buyer within
30 days after the arrival of the goods at port of
destination; while for quantity discrepancy, claim
should be filed by the Buyer within 15 days after the
arrival of the goods at port of destination. It is
understood that the goods at port of destination. It is
understood that the Seller shall not be liable for any
discrepancy of the goods shipped due to causes for
which the Insurance Company, Ship-ping Company,
other transportation organizations and /or Post Office
are liable.
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(16) The Seller shall not be held liable for failure or
delay in delivery of the entire lot or a portion of the
goods under this Sales Contract in consequence of any
unavoidable incidents.

(17) Arbitration: All disputes in connection with his
contract or the execution thereof shall be settled
friendly through negotiations. In case no settlement
can be reached, the case may then be submitted for
arbitration to China International Economic and Trade
Arbitration Commission in accordance with the
provisional Rules of Procedures promulgated by the
said Arbitration Commission. The arbitration shall
take place in Beijing and the decision of the Arbitration
Commisstion shall be final and binding upon both
parties; neither party shall seek recourse to a law court,
nor other authorities to appeal for revision of the
decision. Arbitration fee shall be borne by the losing
party or arbitration may be settled in the third country
mutually agreed upon by both parties.

(18) The Buyer is requested always to quote the
number of the Sales Contract in the Letter of Credit to
be opened in favor of the Seller.

(19) Other Conditions: .......c..ooovnivvniinniianns

Seller:.................. Buyer: ...............
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PHU LUC 3: DONG TU BAT QUY TAC

A
Infinitive Simple Past Past Participle
abide labided / abode abided
alight lighted / alit alighted / alit
arise arose arisen
awake awakened / awoke |jawakened / awoken
B
backbite ackbit ackbitten

. ) backslidden /
backslide backslid backslid
be [ am, is, are) was, were been
bear bore lborn / borne
beat beat eaten / beat
become lbecame ecome
befall efell befallen
beget egat / begot begotten
begin began begun
behold beheld beheld
bend ent bent
bereave hereaved / bereft |bereaved / bereft
oty bty
beset beset eset
bestrew bestrewed bz::;z:: d/
bet bet / betted et / betted
betake etook etaken
bethink ethought ethought
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bid (farewell) bid / bade bidden

bid (offer amount) bid id

bind bound ound

bite bit bitten

bleed bled bied

blow lew lown

break broke broken

breed bred bred

bring brought rought

broadeast broadcast / broadcast /
broadcasted broadcasted

browbeat browbeat Ezzgzzten /

build built uilt

burn burned / burnt burned / burnt

burst urst urst

bust usted / bust usted / bust

buy ought ought

C

cast icast cast

catch icaught caught

chide chided / chid chided / chidden

choose chose chosen

clap clapped / clapt clapped / clapt

cling clung clung

clothe clothed / clad clothed / clad

colorbreed colorbred colorbred

come icame come

cost cost cost

creep crept crept
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crossbreed crossbred crossbred

cut ut ut

D

dare dared / durst dared / durst

daydream erdveame Haydroamt.

deal dealt dealt

dig dug dug

dight dighted / dight dighted / dight

disprove disproved d@sproved /
disproven

dive (jump head-first) |dove / dived dived

dive (scuba diving) dived / dove dived

do did done

draw drew drawn

dream dreamed / dreamt ldreamed/ dreamt .

drink drank drunk

drive drove idriven

dwell welt / dwelled dwelt / dwelled

E

eat ate eaten

enwind enwound enwound

F

fall fell fallen

feed fed fed

feel felt felt

fight fought fought

find found found
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fit (tailor, change size) fitted /fit fitted / fit
fit (be right size) fit / fitted fit / fitted
flee fled fled

fling flung flung

fly flew flown
forbear forbore forborne
forbid forbade forbidden
fordo fordid fordone
forecast forecast forecast
forego (also forgo) forewent foregone
foreknow foreknew foreknown
forerun foreran forerun
foresee foresaw foreseen
foreshow foreshowed gz;zzgg:: cl/
foregpeak forespoke forespoken
foretell foretold foretold
forget forgot forgotten / forgot
forgive forgave forgiven
forsake forsook forsaken
forswear forswore fforsworn
fraught fraught fraught
freeze froze frozen
frostbite frostbit frostbitten
G

gainsay gainsaid gainsaid
get oot ootten / got
gild mlded / gilt eilded / gilt
give Tgave given

go iwent gone
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grind \ﬁround ound

grow __grew __|grown

H

hagride lhagrode hagridden
halterbreak halterbroke halterbroken
hamstring hamstrung hamstrung
hand-feed hand-fed hand-fed
handwrite handwrote handwritten
hang hung hung

hang (kill by hanging) tanged / hung hanged / hung
have had had

hear heard heard

heave heaved / hove heaved / hove
hew hewed hewn / hewed
hide hid hidden

hit hit it

hold held held

hurt thurt hurt

1

inbreed inbred inbred

inlay inlaid inlaid

input input/inputted  finput/inputted
nset inset inset
interbreed hnterbred linterbred
intercut intercut intercut
interlay interlaid interlaid
interset interset interset
interweave interwove / interwoven /

interweaved

interweaved
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interwind interwound interwound
inweave inwove / inweaved [inwoven / inweaved
J

jerry-build Ejerry-built herry-built

K

keep ept ept

kneel nelt / kneeled nelt / kneeled
knit knitted / knit nitted / knit
Krow ’knew }known

L

lade laded laden / laded
landslide landslid landslid

lay laid laid

lead ed led

lean leaned / leant leaned / leant
leap leaped / leapt lleaped / leapt
learn learned / learnt earned / learnt
leave left Heft

lend lent lent

let et let

lie lay lain

pe (ot tell truth) lied lied

light lit / lighted lit / lighted
lip-read lip-read lip-read

lose lost lost
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M
make made made
mean meant meant
meet met met
misbecome misbecame misbecome
miscast miscast miscast
miscut miscut miscut
misdeal misdealt misdealt
misdo misdid misdone
mishear misheard misheard
mishit mishit mishit
mislay mislaid mislaid
mislead misled misled
mislearn m?slearned / mi.slearned /
mislearnt mislearnt
misread misread misread
missay missaid missaid
missend missent missent
misset misset misset
misspeak misspoke misspoken
misspell m?sspe]led / m?sspelled /
misspelt misspelt
misspend misspent misspent
misswear misswore missworn
mistake mistook mistaken
misteach mistaught mistaught
mistell mistold mistold
misthink misthought misthought
misunderstand misunderstood misunderstood
miswear miswore misworn
miswed miswed / miswed /
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miswedded miswedded
miswrite miswrote miswritten
mow mowed mowed / mown
10)
offset bffset offset.
outbid outbid outbid
outbreed outbred outbred
outda outdid outdone
outdraw outdrew outdrawn
outdrink outdrank outdrunk
outdrive outdrove outdriven
outfight outfought outfought
outfly outflew outflown
outgrow joutgrew outgrown
outlay outlaid outlaid
outleap outleaped / outleaped /

outleapt outleapt
outhe tnottell bruth)  Loutlied outlied
output output / outputted output / outputted
outride outrode outridden
outrun outran joutrun
outsee outsaw outseen
outsell outsold outsold
outshine outshined / outshined /

outshone outshone
outshoot loutshot outshot
outsing outsang outsung
outsit outsat outsat
outsleep outslept utslept
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outamelled /

outsmelled /

outsmell outsmelt outsmelt
outspeak outspoke outspoken
outspeed outsped outsped
outspend outspent outspent
outspin outspun outspun
outspring zﬁtzgxﬁz/ outsprung
outstand outstood outstood
outswear outswore outsworn
outswim outswam outswum
outtell outtold outtold
outthink outthought outthought
outthrow outthrew outthrown
outwear outwaore joutworn
outwind outwound outwound
outwrite utwrote outwritten
overbear Laverbore overborne /
overborn
overbid overbid overbid
overbreed overbred overbred
overbuild overbuilt overbuilt
overbuy overbought overbought
overcast overcast overcast
overcome overcame lovercome
overcut lovercut overcut
overdo overdid overdone
overdraw loverdrew overdrawn
overdrink overdrank overdrunk
overeat joverate overeaten
overfeed verfed loverfed
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overhang

overhung overhung
overhear overheard overheard
overlay overlaid overlaid
overleaped / overleaped /
overleap
overleapt overleapt
overlie overlay overlain
overpay overpaid overpatd
override overrode overridden
overrun overran overrun
oversee oversaw loverseen
oversell ovérsold oversold
overset loverset overset
oversewn /
oversew oversewed
oversewed
overshoot overshot overshot
oversleep overslept overslept
oversown /
OVersow oversowed
oversowed
overspeak overspoke overspoken
overspend overspent overspent
. overspilled / overspilled /
overspill . .
overspilt overspilt
overspin overspun OVerspun
overspread overspread overspread
. oversprang /
overspring oversprung
oversprung /
overstand overstood overstood
overstrewn /
averstrew overstrewed
overstrewed
overstride joverstrode overstridden
overstrike averstruck overstruck
overtake overtook overtaken
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overthink overthought overthought
overthrow overthrew overthrown
overwear overwore overworn
overwind overwound overwound
overwrite verwrote verwritten
P
partake Ipartook artaken
pay paid aid
plead leaded / pled leaded / pled
prebuild rebuilt rebuilt
predo predid redone
premake remade remade
prepay iprepaid repaid
presell resold resold
preset reset reset
preshrink preshrank reshrunk
presplit resplit resplit
proofread roofread roofread
prove roved proven / proved
put ut ut
Q
quick-freeze quick-froze quick-frozen
quit quit / quitted quit / quitted
R

read (sounds like [read (sounds like
read "red") "red")
reawake reawoke reawaken
rebid rebid rebid
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. ;ebound

rebind rebound

rebroadcast rebroadcast / rebroadcast /
rebroadcasted rebroadcasted

rebuild rebuilt rebuilt

recast recast recast

recut recut recut

redeal redealt redealt

redo redid redone

redraw redrew redrawn

reeve reeved / rove reeved / rove

refit (replace parts)

refit / refitted

refit / refitted

refit (retailor)

refitted / refit

refitted / refit

regrind reground reground

Tegrow regrew regrown

rehang rehung rehung

rehear reheard reheard

reknit reknitted / reknit  reknitted / reknit

relay (for example tiles)

relaid

relaid

relay (pass along)

REGULAR relayed relayed

relearn relearned / relearntirelearned / relearnt
relight relit / relighted relit / relighted
remake remade remade

rend rent / rended rent / rended
repay repaid repaid

reread reread reread

rerun reran rerun

resell resold resold

resend resent resent

reset reset reset

resew resewed resewn / resewed
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retake retook retaken

reteach retaught retaught

retear retore retorn

retell retold retold

rethink rethought rethought

retread retread retread

retrofit retrofitted / retrofit retrofitted / retrofit
rewake rewoke / rewaked frewaken /rewaked
rewear rewore Teworn

reweave rewove / reweaved frewoven / reweaved
rewed rewed / rewedded prewed / rewedded
rewet rewet / rewetted rewet / rewetted
rewin rewon rewon

rewind rewound rewound

rewrite rewrote ewritten

rid rid rid

ride rode ridden

rin rang TUn

rise rose risen

rive rived riven / rived
roughcast roughcast roughcast

run ran run

S

sand-cast ‘sand-cast ‘sand-cast

saw ’sawed lsawed / sawn

say Lsaid Isaid

see Lsaw ‘seen

seek ought |sought

self-feed self-fed self-fed

self-sow self-sowed Eelf—sown ! self-
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' |sowed
sell sold Isold
send sent ﬁsent
set set set -
sew sewed sewn / sewed
shake shook shaken
shave shaved shaved / shaven
shear isheared sheared / shorn
shed shed shed
shine shined / shone shined / shone
shit shit / shat / shitted ishit / shat / shitted
shoe shoed / shod shoed / shod
shoot shot shot
show showed !shOWn / showed
shrink shrank / shrunk  ishrunk
shrive ishrived / shrove ishriven
shut ishut ishut
sight-read sight-read [sight-read
sing sang !sung
sink sank / sunk !sunk
sit sat gsat
skywrite lskywrote lskywritten
slay (kill) slew / slayed slain / slayed
ﬁ%%%?:;e) lslayed slayed
sleep lslept slept
slide lid slid
sling slung slung
slink slinked / slunk slinked / slunk
slit lslit slit
smell ‘smelled { smelt —!smelled / smelt
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-

’smote ismitten / smote
sneak isneaked / snuck %sneaked/ snuck
SOW ‘sowed sown / sowed
speak spoke spoken
speed sped / speeded isped / speeded
spell spelled / spelt spelled / spelt
spend spent spent
spill pilled / spilt spilled / spilt
spin spun spun
spit spit / spat spit / spat
split split split
spoil spoiled / spoilt spoiled / spoilt
spoon-feed spoon-fed spoon-fed
spread Espread spread
spring lsprang / sprung ‘sprung
stall-feed stall-fed lstall-fed
stand stood !stood
stave staved / stove istaved / stove
steal stole stolen
stick stuck stuck
sting Istung stung
stink !.stunk / stank [stunk
strew strewed jstrewn ! strewed
stride strode ’stridden
strike (delete) istruck !stricken
strike (hit) éstruck [struck / stricken
string gstrung strung
strip is’cripped / stript stripped / stript
strive strove / strived striven / strived
sublet |sublet sublet
sunburn sunburned / lsunburned /
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lsunburnt lsunburnt
swear sware %sworn
sweat sweat / sweated [sweat / sweated
sweep swept swept
swell swelled swollen / swelled
swim swam swum
swing swung swung
T
take took taken
teach taught taught
tear tore torn
telecast telecast telecast
tell told told
test-drive test-drove test-driven
test-fly test-flew test-flown
think thought thought
thrive thrived / throve thrived / thriven
throw threw thrown
thrust thrust thrust
tread trod trodden / trod
troubleshoot troubleshot troubleshot
typecast typecast typecast
typeset typeset typeset
typewrite typewrote ypewritten
U
unbear unbore unborn / unborne
unbend unbent unbent
unbind unbound unbound
unbuild unbuilt unbuilt
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unclothe unclothed / unclad funclothed / unclad
underbid underbid underbid
underbuy underbought underbought
undercut undercut undercut
underfeed underfed underfed
undergo underwent undergone
underlay underlaid underlaid
underlet underlet underlet
underlie underlay underlain
underrun underran underrun
underseil indersold undersold
undershoot undershot undershot
underspend underspent underspent
understand understood understood
undertake undertook undertaken
underthrust underthrust underthrust
underwrite underwrote underwritten
undo undid undone

undraw undrew undrawn
unfreeze unfroze unfrozen

unhang unhung unhung

unhide unhid unhidden

unhold unheld unheld

unknit unknitted / unknit lunknitted / unknit
unlade unladed unladen / unladed
unlay unlaid unlaid

unlead REGULAR unleaded unleaded

unlearn

unlearned /

unlearned /

unlearnt unlearnt
unmake unmade unmade
unreeve unreeved / unrove mnnreeved / unrove
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unsay unsaid unsaid

unsew hnsewed unsewn / unsewed

unsling unslung unslung

unspin unspun nspun

unstick unstuck hinstuck

unstring unstrung unstrung

unswear unswore unsworn

unteach untaught untaught

unthink unthought nthought

unweave unwove / unweaved|o O VeR !
unweaved

unwind inwound unwound

unwrite unwrote unwritten

uphold upheld upheld

upset upset upset

\'%

vex }vexed / vext l;exed / vext

W

wake woke / waked woken / waked

waylay waylaid waylaid

wear wore worn

weave wove / weaved 'woven / weaved

wed wed / wedded wed / wedded

weep wept wept

wet wet / wetted wet /| wetted

whet REGULAR whetted whetted

win 'won WO

wind wound wound

withdraw withdrew withdrawn
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withhold withheld withheld
withstand withstood withstood
wring wrung 'wrung
write wrote ritten
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