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(Clicks-and-mortar)
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C	 生產能力及產量 (Capacity	and	output)
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(Materials	and	suppliers)	 42

A	 輸入 (Inputs)
B	 供應商與外判 (Suppliers	and	outsourcing)
C	 剛好及時 (Just-in-time)
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C	 設定基準 (Benchmarking)
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A	 顧客和客戶 (Customers	and	clients)
B	 買方和賣方 (Buyers	and	sellers)
C	 市場 (The	market)
D	「Market」的詞語搭配	
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B	 四個 P	(The	four	Ps)
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A	 金融中心 (Financial	centres)
B	 股票市場 (Stock	markets)
C	 其他金融市場 (Other	financial	markets)
D	衍生工具 (Derivatives)

�7 	貿易 (Trading)	 82
A	 市場指數 (Market	indexes)
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C	 ⋯⋯和低迷的時候 (…	and	bad	times)
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C	 貿易 (Trade)
D	增長與國內生產總值 (Growth	and	GDP)
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A	 上升 (Going	up)
B	 下跌 (Going	down)
C	 高峰與低谷 (Peaks	and	troughs)
D	景氣與不景氣 (Boom	and	bust)

奉公守法 
(DOING	THE	RIGHT	THING)

40 	不法行為與貪污 
(Wrongdoing	and	corruption)	 88

A	 不法行為 (Wrongdoing)
B	 行賄與貪污 (Bribery	and	corruption)
C	 詐騙與盜用公款 (Fraud	and	embezzlement)

41 	道德 (Ethics)	 90
A	 道德準則 (Code	of	ethics)
B	 道德標準 (Ethical	standards)
C	 道德投資 (Ethical	investment)

個人技能 (PERSONAL	SKILLS)

42 	時間與時間管理 
(Time	and	time	management)	 92

A	 時限與時間表 (Timeframes	and	schedules)
B	 項目與項目管理 (Projects	and	project	management)
C	 時間的秘訣 (Time	tips)

29 	收款 (Getting	paid)	 66
A	 運送貨物與開賬單 (Shipping	and	billing)
B	 貿易賒賬 (Trade	credit)
C	 客戶 (Accounts)

�0 	資產、負債及資產負債表 
(Assets,	liabilities	and	the		
balance	sheet)	 68

A	 資產 (Assets)
B	 折舊 (Depreciation)
C	 負債 (Liabilities)
D	資產負債表 (Balance	sheet)

�1 	經營業績 (The	bottom	line)	 70
A	 賬目 (Accounts)
B	 成績 (Results)

�2 	股份資本與債項 
(Share	capital	and	debt)	 72

A	 資本 (Capital)
B	 股份資本 (Share	capital)
C	 借款資本 (Loan	capital)
D	證券 (Security)
E	 資本與負債比率 (Leverage)
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A	 現金山與盈餘 (Cash	mountains	and	surpluses)
B	 債項與債項問題 (Debt	and	debt	problems)
C	 好轉與拯救 (Turnarounds	and	bailouts)
D	破產 (Bankruptcy)
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(Mergers,	takeovers	and	sell-offs)	 76

A	 股份和合資企業 (Stakes	and	joint	ventures)
B	 合併和收購 (Mergers	and	takeovers)
C	 企業集團 (Conglomerates)

金融與經濟	

(FINANCE	AND	THE	ECONOMY)

�5 	個人財務 (Personal	finance)	 78
A	 傳統銀行業務 (Traditional	banking)
B	 嶄新的銀行業務 (New	ways	of	banking)
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49 	打電話 2：接通電話 
(Telephoning	2:	getting	through)	 106

A	 打電話時碰到的各種情況 (Phoning	scenario)
B	 打電話找某人 1	(Asking	to	speak	to	someone	1)
C	 留言信箱 (Voicemail)

50 	打電話 3：留言 
(Telephoning	3:	messages)	 108

A	 打電話找某人 2	(Asking	to	speak	to	someone	2)
B	 留下口信與記下口信 (Giving	and	taking	messages)
C	 拼寫姓名 (Spelling	names)
D	記下口信：核實資料	

(Taking	messages:	checking	information)

51 	打電話 4：安排會面 
(Telephoning	4:	arrangements)	 110

A	 安排會面 (Making	arrangements)
B	 結束通話 (Closing	the	conversation)
C	 更改會面時間 (Changing	arrangements)

52 	傳真 (Faxes)	 112
A	 發傳真 (Sending	faxes)
B	 傳真的格式 (Fax	layout)
C	 收傳真 (Receiving	faxes)

5� 	電郵 (Emails)	 114
A	 電郵 (Email)
B	 電郵常用的詞語 (Email	expressions)
C	 電郵常用的縮略語 (Email	abbreviations)

商業技能 (BUSINESS	SKILLS)

54 	會議 1：會議的類別 
(Meetings	1:	types	of	meeting)	 116

A	「Meeting」的詞語搭配	
(Word	combinations	with	‘meeting’)

B	 會議的類別 (Types	of	meeting)
C	 會議進行得如何？ (How	was	the	meeting?)

55 	會議 2：主席的角色 
(Meetings	2:	the	role	of	the		
chairperson)	 118

A	 開會前 (Before	the	meeting)
B	 開會期間 (During	the	meeting)
C	 跟進 (Follow-up)

4� 	壓力與壓力管理 
(Stress	and	stress	management)	 94

A	 當工作是令人振奮的 (When	work	is	stimulating)
B	 當振奮變為壓力 (When	stimulation	turns	to	stress)
C	 放慢節奏 (Downshifting)

44 	領導才能與管理方式 
(Leadership	and	management	styles)	96

A	 領導才能 (Leadership)
B	 現代管理方式 (Modern	management	styles)
C	 賦權 (Empowerment)

文化 (CULTURE)

45 	不同文化的公司 1 
(Business	across	cultures	1)	 98

A	 不同文化 (Cultures	and	culture)
B	 距離與親近 (Distance	and	familiarity)

46 	不同文化的公司 2 
(Business	across	cultures	2)	 100

A	 姓名 (Names)
B	 公司名片 (Business	cards)
C	 衣着 (Dress)

47 	不同文化的公司 3 
(Business	across	cultures	3)	 102

A	 娛樂與招待 (Entertainment	and	hospitality)
B	 時間 (Time)
C	 跨文化溝通 (Cross-cultural	communication)

電話、傳真與電郵	

(TELEPHONE,	FAX	AND	EMAIL)

48 	打電話 1：電話與號碼 
(Telephoning	1:	phones	and		
numbers)	 104

A	 電話及更新的通訊設備 (Telephones	and	beyond)
B	「Phone」、「call」和「ring」的用法	

(Phone,	call	and	ring)
C	 號碼 (Numbers)
D	通過電話做的事情 (Doing	things	over	the	phone)
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62 	談判 1：情況與談判人員 
(Negotiations	1:	situations		
and	negotiators)	 132

A	 談判的類別 (Types	of	negotiation)
B	「Negotiations」的詞語搭配	

(Word	combinations	with	‘negotiations’)
C	 談判 (Bargaining)

6� 	談判 2：準備工作 
(Negotiations	2:	preparing)	 134

A	 談判的準備工夫 (Preparing	to	negotiate)
B	 談判的情形 (Negotiating	scenario)
C	 談判的風格 (Negotiating	styles)

64 	談判 3：進一步談判 
(Negotiations	3:	furthering		
negotiations)	 136

A	 雙贏 (Win–win)
B	 刺探 (Probing)
C	 建議與反建議 (Proposal	and	counter-proposal)
D	交換 (Trade-offs)

65 	談判 4：困難 
(Negotiations	4:	difficulties)	 138

A	 對抗 (Confrontation)
B	 對抗的談判策略	

(Confrontational	negotiating	tactics)
C	 處理難題 (Dealing	with	problems)

66 	談判 5：達成協議 
(Negotiations	5:	reaching		
agreement)		 140

A	 僵局與調停人 (Deadlock	and	mediators)
B	 協議與合約 (Agreements	and	contracts)
C	 確認交易內容 (Checking	the	deal)

單元練習答案	 142

英文索引	 160

中文索引	 172

鳴謝	 183

56 	會議 3：觀點 
(Meetings	3:	points	of	view)	 120

A	 宣佈會議開始 (Opening	the	meeting)
B	 邀請成員發言 (Inviting	people	to	speak)
C	 表達你的觀點 (Making	your	point)

57 	會議 4：同意與不同意 
(Meetings	4:	agreement		
and	disagreement)	 122

A	 沒有爭議的討論？ (Discussion	without	argument?)
B	 同意 (Agreeing)
C	 不同意 (Disagreeing)

58 	會議 5：討論技巧 
(Meetings	5:	discussion	techniques)	 124

A	 婉轉地陳述觀點 (Hedging)
B	 確定是否理解正確、打斷別人說話、回到先前的討論	

(Checking	understanding,	interrupting,		
referring	back)

C	 同意、共識還是妥協？	
(Agreement,	consensus	or	compromise?)

D	總結 (Concluding)

59 	簡報 1：準備工作與引言 
(Presentations	1:	preparation		
and	introduction)	 126

A	 簡報或演示的方式 (Types	of	presentation)
B	 應該與不應該做的事情：準備工作	

(Dos	and	don’ts:	preparation)
C	 基本用語：引言 (Key	phrases:	introduction)

60 	簡報 2：主要部分 
(Presentations	2:	main	part)	 128

A	 應該與不應該做的事情：時間的安排	
(Dos	and	don’ts:	timing)

B	 應該與不應該做的事情：聲線	
(Dos	and	don’ts:	voice)

C	 與觀眾交流 (Rapport	with	the	audience)
D	基本用詞：主要部分 (Key	phrases:	main	part)

61 	簡報 3：結束與發問 
(Presentations	3:	closing		
and	questions)	 130

A	 應該與不應該做的事情：身體語言	
(Dos	and	don’ts:	body	language)

B	 視像輔助工具 (Visual	aids)
C	 基本用語：結束及處理問題	

(Key	phrases:	closing	and	dealing	with	questions)


