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外 企 人 员 实 用 商 务 英 语 会 话 
        REPORT AT MEETING
1. Dialogue

（The president is having a company’s meeting with department leaders on their new projects.）
P:  Good morning everybody!

All: Good morning Mr. President!

P:  Ok, let’s take a look very briefly at the current departmental projects. Why don’t we start with EDP? What are you working on at this moment?

E:  We are doing a user’s study for the installation of our new micro system. So we are talking to all the customers or users about it. 
P:  What are their responses?

E:  They welcome the new system and give it positive remarks.
P:  Sounds good. Then what about the Finance? I believe you are thinking of changing our accounting system.

F:  Yes, we are having problems with the old system, so we are looking for a new one to replace it.
P:  Have you got any progress on it?

F:  Not yet. But we are contacting some of the companies specialized in financial software.
P:  Fine, but try to fix it as soon as possible. Let’s move on to the Marketing. Are you working on any new projects?

MK: Not really, but we are planning an advertising campaign for our new products.

P:  Interesting. I am looking forward to learning it.  

P:  What about Production?

PR: Well, as you know, we are recently installing the new automated assembly line.

P:  Of course, you must be tight up. Now the Material Department?

MT: Yes, some of our shaft components on CNC are worn off and caused some leaking. We are conducting with the supplier to replace them.
P:  Be sure not to let our machines stop working, this is a busy season. H.R., what are you doing now?

H:  We are recruiting new graduates from the colleges at the moment.

P:  How’s that going?

H:  Fine, we are preparing for the Job Fairs organized by the city H.R. Department. It will be held in the Convention and Exposition Center next week.

P:  Good! Also, I’ve received a training proposal from your training specialist that you are planning an English training for our staff, aren’t you?
H:  Yes, the training is mainly purposed at improving English communication skills for our key staff in both management and technology. It is scheduled from the second month after Spring Festival holiday once being approved, and the training will be lasting for three months.

P:  Very encouraging! We require at least our key players in the company be able to speak English fluently while talking with customers. And tell participants that our admin director, manufacture director and I are attending the final oral exam to give assessment on the training.

H:  No problem, you are welcome to give advice any time!
P:  Next. The Administration Department does not show up here today. They are moving to a new office these days, so they’ve got their hands full. The R&D staffs are also very busy-they are testing our new prototype. Now we still have Delivery and Customer Services. Do you have anything to say?

D:  We are reestablishing our distribution network with the hope that our costs may be greatly cut in the near future. 

P:  Sounds great! And Customer Services?

C:  Sorry, we haven’t got anything to present at this moment. But we are running a series of quality training seminar next month.

P:  All right, please give me a report in details before it starts. Do you have any questions?

All: So far no.
P:  Then that’s all for today. Let’s go back to our posts and do what we have to do. You guys have good luck!

2. New Words and Phrases: 
brief [        ]  简要的   
user [        ]  用户
install/installation [           ] 安装
micro [        ] 微小的
job fairs [         ] 人才招聘会
EDP/electronic data process 电子数据处理   
response [         ] 反映，反应
accounting [           ] 财会，会计
software [         ] 软件
contact [          ] 联络
positive [         ] 正面的
remark [          ] 评论
specialize/specialized [           ] 专于
seminar [         ] 研讨班
project [         ] 项目                  
campaign [          ] 战役，运动          
conference [         ] 会议
automated [          ] 自动化的
prototype [           ] 原型，雏形
encourage [          ] 鼓舞的
require [          ] 要求
player [         ] 角色
assessment [           ] 评估
oral [         ] 口头的
series [        ] 系列
propose/proposal [           ] 提议，提案
purpose [         ] 目的
admin/administration [             ] 行政
participant [          ] 参加者
finance [           ] 金融，财务
reestablish [          ] 重建
present [           ] 当前，呈送，礼物
component [            ] 成分，组成
delivery [          ] 发货
distribution [           ] 分布，分配
post [        ] 岗位
3. Sentence Patterns and Expressions
why don’t we start with … 我们为何不从 。。。开始呢？

be specialized in 专于，专业是 。。。

a series of 一系列
distribution network 分发网络
how’s that going 那事进展如何
to show up 出现，出席，现身

advertising campaign 广告促销活动
at this moment 在当前              
look forward 向前看   
get one’s hands full 繁忙，手头事多   
in details 详细
be purposed at 目的在于
to give assessment on 对 。。。进行评估

to move to 搬到

to move on to 进入下一个

be worn off 磨损
that’s all for today 今天到此结束        
in the near future 在不久的将来
4. Text Translation in Chinese
会 议 报 告

（公司总裁正在召开一个各部门领导关于他们新项目的会议）
P:  各位早上好！
All: 总裁先生早上好！
P:  好的，那就让我们简要地看一看当前各个部门的项目。我们要不要从电子数据处理中心先开始？你们现在在做些什么呢？
E:  我们正在对安装我们新的微系统做一个用户调研。所有我们正在对该系统与所有客户进行沟通。

P:  他们的反映如何？

E:  他们都欢迎这个新系统并给予正面评价。
P:  听上去不错。财务部怎么样？我相信你们正在考虑更换我们的财会系统吧。
F:  是的，我们的旧系统有些问题，所有我们正在寻找一个新的系统来替换它。
P:  你们有什么进展吗？
F:  还没有。但是我们正在联系一些专做财务软件的公司。
P:  很好，但是要努力尽快完成它。现在让我们移到市场部。你们现在有在做任何新的项目吗？
MK: 还没有，但是我们正在为我们的新产品计划做一个广告促销活动。
P:  很有趣。我期待着了解进一步消息。
P:  生产部怎么样？
PR: 好的，如你所知，我们目前正在安装新的自动化装配线。
P:  当然，你们一定非常紧张。现在轮到材料部了。
MT: 是的，我们某些计算机数据加工中心主轴组件磨损坏了，是由一些漏油引起的。我们正在与供货商联系更换它们。
P:  请一定不要让机器停止运行,现在是繁忙季节。人力资源部，你们现在在做什么？
H:  我们现在正在从大学招聘新的毕业生。
P:  进展如何？
H:  很好，我们正在准备参加由市人力资源中心组织的人才招聘会。
P:  很好。另外，我收到了由你们培训专员发来的培训提案，你们正计划对我们的员工进行一次英语培训，是吗？
H:  是的，培训的主要目的是提高我们主要的管理和技术人员英语交流能力。培训将在获得批准以后，安排在春节假期后的第二个月开始，延续三个月。
P:  很有鼓舞性。我们要求至少公司的关键人员在与客户交流时能够讲流利的英语。同时告诉参加人员，人事总监，生产总监和我本人将参加期末的口语考试对培训成果做出评估。
H:  没问题，欢迎你们随时到场指道。
P:  下一个。行政部的人今天没有出现。这些天他们正在搬迁到一个新的办公室，所有他们手头忙着呢。研发部的人也很忙，他们正在测试新产品。现在我们还剩下发货部与客户服务部。你们有什么要说的吗？
D:  我们正在重建我们的分发网络，希望在最近的将来成本能大大地降低。
P:  听上去好极了。客户服务部呢？
C:  抱歉，我们这次没什么好呈报的。不过我们打算下个月进行一个系列的质量培训研讨班。
P:  好的，在开始之前给我一个详细的报告。有问题吗？
All: 目前没有。
P:  那么今天就到此结束吧。让我们各自回到岗位上做该做的事。祝大家顺利!
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