TIENG ANH trong GIAO DICH THUONG MAI
SPOKEN
BUSSINESS ENGLISH
Mau cau, hoi thoai sinh dong dé hoc
Kién thic thuong mai thyuc té
Mdi ngay mot bai ngin gon
Pia MP3 phét 4m tiéu chuan

LOI NOI PAU

Poi dién vé nhngx khdch hang ngudi nuwde ngodi, ban cam thdy cdng thang,
khéng néi dwoe nhitng diéu minh mudn néi? Ban ¢é muén tré thanh nguoi néi
tiéng anh luu loat, tha ho tung hoanh ngang doc trén thwong trieong?

Chang toi rat quan tam dén nhu cau dé ciia ban, nhat la nhu cau ciia nhitng
nguoi dang lam an véi cac doi tac mede ngodi. Pé gidi quyet nhitng viréng mdc
trong viée dién a”at do cua ban, chung toi bién soan cuon”Tiéng Anh trong giao
tiép thwong mai”. Ngi dung ciia cuén sach dé cdp dén cdc vin dé trong thirong
Mai tir viée don khdch, tiép khdch cho téi viéc Qidi thiéu san pham, dan khdch
tham xwong, gidi quyét tranh chap, tir dé ky két hop dong mét cach thudn
loi,hoan thanh giao dich, ... ban di cong tac nude ngodi, can dat vé may bay, dat
phong trong khach san, ban can phdi gidi quyét nhitng viéc bdt nho c6 the Xay
ra? Trong cudn sdch nay, Chung toi xin gl0’l thiéu toi ban tat cd nhitng mdu cdu
giao tlep trong cdc tinh huéng ban cé thé gdp phai. Chi can ban thwc hanh theo
CAC Mdu cdu chiing t6i hudng dan, chdc chdn ban sé ¢é dii kha ndang dé giao tiép
mot cach tu nhién.

Cuén sdch nay gom 30 bdi, tong hop cdc tinh huong giao tiép chén thyce va sinh
dong, dé hoc, dé thuc hanh, cung ccfp cho ban cac thudt ngit, tw vung rat thuc té
théng qua cac hgi thoai mdu va héi thoai bé sung, gilp ban cé thé vira hoc, vira
thuee hanh.

Ngoai ra, trong Méi bai déu cé phan mé rong(Business Advice), cung cdp cho
ban nhitng kién thirc kinh nghiém thuc té trong hoat dong thwong mai.

Du cugc song hi¢n tai nhiéu céng viéc bin ron, chi can moi ngay ban danh thoi
glan gidi lao ngdn ngui cua minh dé hoc cuon sach nay, sau 30 ngay, ban sé cam
thdy tir tin hon boi phan!



PHAN 1
INITIAL CONTACT
LAN PAU GAP MAT

Lesson 1
PICKING UP A BUYER
LAM QUEN VGSI KHACH HANG

% Hoi thoai mau
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A: Excuse me, but are you Mr.Johnson of City Bank?
Xin 16i, 6ng ba la Johnson bén ngdn hang City phai khéng a?
B: Yes, | am.
Ving, dung vay.
A: How do you do? I’'m David Wang of Acer Industrial Corp.
Chao o6ng! Téi la David Wang, bén cdng ty may tinh Acer.
B: How do you do? Glad to meet you.
Chao 6ng! Rdt hdn hanh dwgc gip éng.
A: Did you have a good flight?
Chuyén bay vui vé chir a?
B: Yes, it was enjoyable, thanks.
vang, chuyén bay rdt vui vé, cam on éng.
A: That’s good to hear.
Rat vui vi 6ng ndi nhu viy.

A: Welcome to China, Mr. Brown.
Ong Brown, hoan nghénh éng dén Trung Quéc.
B: Nice to meet you, Mr. Wang.
Ong Wang, rdt vui dwoc lam quen véi dng.
A: I’ve been looking forward to meeting you, too.
TOi ludn hi vong duoc lam quen voi ong.
B: Thank you very much for coming to meet me.
Rat cam on éng da dén dén téi.
A: No trouble at all. Let me take your things.



CO6 gi ddu! Pé t6i xdch hanh 1y givip dng nhé!
B: Oh, that’s all right. They’ve not heavy.
Vang, cing duoc. Hanh ly khong nang lam ddu.
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A: (Calling out in the cowd) Here | am, Mr. Harris.
(Goi gitta dam dong) Harris, toi o day!
B: Hi, Mr. Lin. How are you?
Chago Lin. Anh cou khole khoang?
A: Fine, thanks. It’s nice to see you again.
Calm 6n anh, toi raat khoGe. Thadt vui vi i60ic gaép laii anh.
B: It’s been quite a while, hasn’t it?
Ladu laém roai chuuing ta khoang gaép nhau nhae?
A: Right. It’s been almost 3 years since | saw you a LosAngeles.

Diing thé. Tir khi gip anh & Los Angeles dén nay da gan ba nim roai.
B: You haven’t changed a bit.
Anh van nhu ngay xua
A: Thank you. Neither have you.
Cdm on! Anh ciing vay!

Change(v): thay fioai

A: How was your flight?
Chuyén bay ciia anh thé nao?
B: Not bad. But I'm a little tired.
Cing dugc. Nhung t61i hoi mét.
A: Have you made hotel reservation?
Anh da dat khdach san chua viy?
B: No, the trip was so sudden.
Chua, (01 di voi qua.
A: Well then, let me make some arrangements for you.
Vay dé t6i sdp xép cho anh nhé!
B: I'd appreciate that.
Rét cdm on anh.
A: Shall I take you to a hotel now?
Biy gio t6i dua anh vé khdch san nhé?
B: Yes, please.
Ving, cdm on anh.



Arrangement(n): sip x&p,thu x&p,chuan bi
Appreciate(v):cam kich,cim dong
Reservation(n).pl: dit truc

Hoi thoai bd sung
A: You must be tired after such a long flight.

Sau chuyén di dai, chidc by gio anh mét Iim nhi?
B: Yes, I'm feeling a litle jet lag.

Véang, t6i chua quen dugc su' chénh Iéch vé miii gio.

A: I’m pleased to meet you, Mr.Smith.

Rat vui duge Iam quen vdi anh, anh Smith.
B: The pleasure is mine.

Do 13 vinh hanh cia t61.

A: Is this your first trip to China?
DPay Ia Iin diu tién anh dén Trung Quéc a?
B: Yes, it is.
Ving.
A: I’ve booked a room for you at the Hilton Hotel. Single, for a week.
To6i da dit phong & khich san Hilton cho anh roi. La phong don, anh co thé
& trong mot tuin.
B: Oh,good. Thanks.
O, t6t qud. C4im on anh.

Jet lag: soi chednh le&ch vea muui gidog
Book(v): fiaét phogng tré6uc

BUSINESS ADVICE

Khi d&€n san bay vé d6n khdch, truSc tién phai hen trudc dia diém gip mit
vGi khach (nhu quédn ca phé cda sin bay), tranh tinh trang khong giap dudgc
ngudi can dén. Nén dé€n d6n diing gis. PE khich dgi 1au 12 hanh dong tha't 1&
v6i khéch.

Néu da 1am nhu trén ma ban vin khong dén dugc khich, ban cé thé tim
hi€u vé hinh ding bén ngodai, dic diém va trang phuc cia khdch (nhu vi du 1
dudi day). Khi d&€n di€m hen gip, néu thi'y ngudi c6 dic di€m phi hgp, ban c6
thé€ d&n héi truc ti€p, nhu:



A: Excuse me, are you Mrs. Adam?
Xin 161, chi 12 chi Adam phdi khong?
B: Hello! It’s a pleasure to meet you at last.
Xin chao! R4t vui mirng vi cudi cing ciing gdp chi.

Khi dén khach hang hay ban bé ngdai san bay, ban c6 thé chio héi ho
biang nhitng cAu don gidn dudi day:

Did you have a good flight?

Chuyén bay vui vé chit a?

Did you have a nice trip?

Chuyén di co tot dep khéng a?

I hope you had a nice trip.

T61 hi vong anh/chi c6 mot chuyén di vui vé.

I hope you have enjoyed your flight.

T6i hi vong anh/chi cdm thiy hai long vé chuyén di nay.

Ngoai ra, khi tién khach, cdch sit dung tir ngit ciing c6 sy khac biét nho
nhd. P&i vdi nhitng ngudi mdi gip 1an dau tién, khi tam biét, c6 thé dung tir
“meet”(Iam quen, quen biét), nhu':

I’ve enjoyed meeting you.

(I’ve enjoyed meeting you.)

Rat vui duge Iam quen vdi anh.

Tuy nhién, d6i véi ngudi quen, ban nén dung dong tir “see”. Vi du:
I’'m very glad to have seen you.

Rat vui dugic gap anh.

Vi nhitng tif ngit khach sdo nhur “Anh vé nhé!”, “Anh/ chi di cAn thin nhé”
ma ching ta thudng diing, ngudi phuong Tay thudng thay bing nhitng ciu sau
day:

Have a nice day!

Have a good time!

Chiic vui vé!

Had a nice day!

I hope you had a nice day.

Mong anh co mot ngay vui vé!

Khi tam biét vao budi t&i, thay vi néi “Good bye”,nén néi: “Good night!”
(Chic ngt ngon).

Lesson 2:
FROM THE AIRPORT TO THE HOTEL
TO@ SAAN BAY NEAN KHAUCH SAIN



Hoai thoiai madu:

A: My name is David Wang. Here’s my card.
Tén 161 1a David Wang. D4y Ia danh thiép ciia (61.
B: I'll give you mine,too.
Con diy Ia danh thiép ciia to1.
A: The company car is waiting outside. Shall we go?
Xe ciia cong ty dang cho & bén ngoai. Chiing ta di duoc chua a?
B: OK. Is it going to be very far?
Puoc roi. Puong di co xa Iim khéng?
A: No, we’ll get to the office right away. (On opening a car door). Please sit in
the bank seat.
Khéng, chiing ta sé dén vin phong ngay. (MJ cita xe) Moi anh ngdi ghé
saundy a
B: Thank you.
Cdm on anh!

Card(n): danh thi€p
Right away: ngay tuc thi

A: (In the car) It’s very warm, isn’t it?
(Trén xe) Thoi tiét & diy rat 4m phdi khong?
B: It sure is. How’s business recently?
Véing, diing vdy. Tinh hinh kinh doanh gan diy thé nao a?
A: A little slow, I'm afraid, but we expect things to pick up soon
T6i e ring Ia khong khdi sdc I4m, nhung chiing t61 hi vong moi thif 1oi sé
{6t dep ngay thoi.
B: That sounds encouraging.
Xem ra ciing van con trién vong.
A: How long will you be in Beijing?
Anh sé J Bdc Kinh trong bao l1iu?
B: My schedule is rather tight. I have to leave for Hong Kong on Thursday.
Thoi gian cia t6i khd eo hep. Thir nim (61 phdi dén Hong Kong ro.
A: We’ll have to hungry, in the case.
Néu viy thi chiing ta phdi gidi quyét cong viéc thit nhanh.

Slow(adj): tri tré, khong khdi sic.

Pick up:cdi thién

Leave for: dé€n

Encouraging(ad;j): c6 trién vong/hy vong



A: Yes? May I help you?
Viang, t6i co thé gitip gi dirgc cho 6ng?

B: I'd like to check in, please.

T6i muén nghi tro.
A: Do you have a reservation?

Ong da dit phong trudc chua a?
B: Yes. My name is John Smith. I made it with the ABC Travel Agency in
L.A.

Roi. Téi 12 John Smith. Téi da dit qua cong ty lit hanh ABC ciia Los

Angeles.
A: No problem. I have the reservation here.

Ving. O diy co ghi dit trudc roi.

Check in: thué, diang ky(phong &)
In that case: néu nhu vay, néu vay

A: Here’s your hotel. Let me help you with the formalities at the formalities at
the front desk.

Pay I3 khich san anh sé &. PE to6i dén quiy 1é tin Iam thii tuc cho anh.
B: You are very kind.

Anh thit t6t bung.
A:(In a hotel room) I think you’d like to unpack and freshen up.

( Trong phong khdch) Toéi nghi chic anh muén md hanh Iy ra I3y quin do
101 nghf ngoi mot I4t.
B: Yes. Just give me a minute to take a shower and change my clothes.

Vang. Téi cin mot chiit thoi gian d€ tim rita va thay quan do.
A: Take your time. I’ll be back around 6.

Véang, anh cot tw nhién. Khoang 6 gio tO1 sé quay lai.
B: OK. I'll be ready by that time.

Ving. T6i sé chudn bi xong moi thi trudc 6 gioy

Formalities (n).pl: thu tuc
Unpack :md hanh ly

Freshen up: tim rifa thay quan 4o
Take your time: lam tu tw

Hbi thoai b3 sung:



A: Would you like me to show you around?
Anh c6 mudn t6i dua anh di dao khdng?
B: Thanks. That’s very kind of you.
C4m on anh. Anh that t6t bung!
A: How far is it to the office?
T day dén viin phong con xa nita khong a?
B: It’ll take about 40 minutes or so if the traffic isn’t too heavy.
N&u giao thong thuén tién thi khdang 40 phiit nita ching ta sé& tdi noi.
A: How’s the marketing these days?
Tinh hinh thi trudng dao nay th€ nao?
B:Pretty good. Sales have been up these days.
Tuong d6i dn. Lugng ban ra dang ting trong dip nay.
A: When should I pick you up?
Khi nao thi téi ¢6 thé d€n dén anh duge?
B: At 10 tomorrow morning, please.
10 gid sdng ngay mai nhé!

BUSINESS ADVICE

Theo théi quen giao ti€p, khi bit tay, ching ta thudng tién tay dua danh thi€p
ludn. Nhung & Au My, chi khi cAn thi€t phdi lién lac, ngudi ta mdi dua danh
thi€p cho nhau. Vi vdy, khi giao ti€p v6i ngudi phuong Ty, ching ta cin chd ¥
mot di€u, d6 1a khong nén bit budc d6i phuong phdi dua danh thi€p cho minh,
vi nhu thé sé that 1€. Thong thudng, chi khi tién khach hoic trong trudng hop
thich hgp mdi phdi dua danh thi€p m&i thé hién dudc diy dd ¥ nghia va cong
hiéu ctia n6. Dudi day 1a nhitng cu thudng diing khi trao ddi danh thiép.

Hello! I’'m David Wang. Here’s my business card.

Chao anh, t6i 12 David Wang. Pay 1a danh thi€p cia toi.

Oh, let me give you my business card before I forget.

O, tdi cling xin gti anh danh thi€p tru6c khi téi quén.

Well, it was nice to have met you. Here’s my card. Please call me any time.
Vang, thit vui vi dudc quen bi€t anh. P4y la danh thi€p ctia t6i. Khi nio tién
anh hay goi cho t61 nhé

Trong nhitng trudng hgp khdc, trén dudng tir sin bay d€n khach san, néu
thudng xuyén néi chuyén véi khach hang thi sé hiéu qua hon rt nhiéu. Liic
ndy, ban c6 thé néi chuyén vé thdi ti€t hodc nhitng chuyén x3y ra gan day,
ban c6 thé néi:

It’s very warm, isn’t it?

Trdi that Am 4p phdi khong?

Did everything go all right?

Moi thit déu tot dep chit a?



How’s your business?
Tinh hinh kinh doanh thé& nao a?

Ngoai ra, n€u trén dudng di nhin thi'y bién hiéu cla cong ty minh, ban c6 thé
tranh thd ¢d hoi nay d€ gidi thiéu vé cong ty, ddng thdi 14y d6 1am chii dé cia
ciu chuyén. Ban c6 thé néi:

Please look at that billboard. It’s advertising our new product, SK-X.

Anh hiy nhin tAm bi€n quing cdo kia. TAm bién giSi thiéu vé sadn phadm mdi
ctia cong ty ching t6i, SK-X.

Lesson 3
MEETING ARRANGEMENTS
SAP XEP CUQC HQP

% Héi thoai miu




A: Did you find your hotel comfortable?
Anh thdy & khdch san c6 thodi mdi khéng?
B: Yes, quite comfortable.
Vang, ciing tuwong doi thodi mdi.
A:Let me buy you a drink, and we talk over the schedule.
Trude hét téi xin moi anh uong ly nwée gidi khat , sau do chiing ta sé thong
nhdt vé thoi gian!
B:O.K.
Vang.
A: (At the hotel lounge) How long will you stay in Beijing?
(Trong phong nghi ciia khdch san) Anh ¢ bdc Kinh bao ldu?
B: | hope we can wind up our negotiations by Friday.
TOI hy vong ching ta sé dam phan xong trudc ngay thir nam.
A:That would be sufficient time to complete them.
Nhur thé chdc sé dii thoi gian hoan thanh moi viéc.
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A: Could you arrange a meeting with your boss?

Toi ¢6 thé gap 6ng chii ciia anh dwoc khong?
B: Of course. I’ve arranged for your luncheon meeting with my boss.

Tat nhién la dwoc. t6i da sdp xép dé anh gdp 6ng chii ciia téi vdao bita triea roi.
A: Fine.

Tot lam.
B: And here’s your schedule for tomorrow.

Va ddy la ké hoach 1am viéc ngay mai ciia anh.
A: Thank you.

Cam on anh.
B: You’re welcome. You’ll be spending most of it touring a factory. And you’ll
be having dinner with my manager in the evening.

Khoéng c6 gi. Phan I6n thoi gian cia ngay mai danh dé tham quan céng
xuéng, sau dé sé cing dn téi véi gidm doc ciia chiing téi.
A: (In the office) You have a nice office.

(O van phong) Vin phong ciia cac anh rat dep.
B: Thank you. Please come along. We can talk in the conference room.

Cdam on anh. Moi anh di theo t6i, chiing ta c¢é thé dam phdn trong phong hop.
A: All right.

Vang.
B: Please have a seat and make yourself comfortable. My manager will be here
soon.

Mo anh ngéi, anh civ tw nhién nhé. Gidm doc ciia chiing t6i ciing sdp dén roi.
A: | see.

Vang.
B: Would you like coffee or something cold?

Anh ¢6 muén uéng ca phé hay o uong lanh khéng?
A: Coffee would be fine.



