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Preface

VORWORT

Das vorliegende Buch, das sich hauptsichlich an den internationalen
Manager und alle, die es noch werden wollen, wendet, ist das dritte Werk im
Rahmen unserer Publikationsreihe ,, Wirtschaftsenglisch®. Wahrend sich die
beiden ersten mit den grammatikalischen Aspekten von Wirtschaftstexten
bzw. mit der Wirtschaftsterminologie und -phraseologie befassen, ist This is
the Manager Speaking der miindlichen Kommunikation in Alltags- und
Wirtschaftssituationen gewidmet. Es eriibrigt sich wohl, lange zu erkléren,
warum miindliche Kommunikation im Zeitalter der zunehmenden
Verflechtung der Nationalwirtschaften und der zunehmenden Dominanz des
Englischen als Lingua franca des internationalen Geschiftslebens fiir den
Manager von zentraler Bedeutung ist. Auf eine Kurzformel gebracht: ,,Ohne
Englisch — und besonders ohne miindliches Englisch — geht im Management
nichts mehr.*

Auch der Aufbau des Buches erfordert keine langatmigen Erklarungen. Die
wesentlichen kommunikativen Situationen werden in Form von Einzelsitzen
und Kurzdialogen abgedeckt. Zu jedem der Sitze bzw. Dialoge werden
ausreichend Ubersetzungshilfen geboten, so dass das Buch auch fiir den
Interessenten mit relativ bescheidenen Englischkenntnissen nutzbar sein
sollte. Dabei ist zu beachten, dass die deutschen Entsprechungen nur fiir den
jeweiligen sprachlichen oder situativen Zusammenhang gelten und nicht
notwendigerweise auf andere Kontexte libertragbar sind. Um die
Benutzerfreundlichkeit des Buches zu erhohen, wurde die Anzahl der
Abkiirzungen auf ein Minimum beschrénkt. Eine Liste findet sich im
Anschluss an dieses Vorwort.

Wien, im September 2008 Wolfgang Obenaus Sepp Weidacher



ABKURZUNGEN

sbdy. — somebody
sthg — something
U.S. — United States / amerikanisch

jmdm. — jemandem
jmdn. — jemanden
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Meeting People

Vorstellung

Sich selbst vorstellen

%  A: May I introduce myself: My name is Fred Artner and I’m Head of
Marketing here.
(introduce — vorstellen / Head of Marketing — Leiter der Marketing-
abteilung; Marketingleiter)

B: How do you do. My name is Mary Bell.

(Im britischen Englisch wird mit ‘How do you do’ nicht nach dem
Befinden der angesprochenen Person gefragt. Es ist eine mehr oder
minder inhaltslose GruBformel, die im Deutschen je nach Kontext
etwa mit ,,Sehr erfreut oder ,,Guten Tag* wiedergegeben werden
kann.)

%  Hello, let me introduce myself. I’'m Norbert Teufelberger from
Deuter AG, Augsburg. I’m in charge of Controlling.
(be in charge of — Leiter sein von)

%  Good morning. Allow me to introduce myself. Hannes Dopsch from
Bonn. Here’s my business card.
(business card — Visitenkarte)

%  I’d like to introduce myself: Hans-Jorg Ertl, Raiffeisen-Zentralbank,
Vienna.

% A: How do you do. I’'m Thomas Auer.
B: How do you do. My name is Brown, Neil Brown.

% A: How do you do. My name is Philipp Aigner, Advertising Manager
for General Motors Austria.
(advertising — Werbung)
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Meeting People

: Pleased to meet you, Mr. Aigner. I’m Gary Baker, Assistant

Marketing Manager of Electrovans PLC, London.
(Freut mich, Sie kennenzulernen, ... ./ Assistant Marketing
Manager — stellvertretender Marketingleiter)

: ’m sorry. I didn’t catch your name.

(catch — verstehen)

: Baker, Gary Baker.

: Excuse me. I don’t think we’ve met before. My name is Tom

Abbey. I work with Mr. Smith.
(meet — sich begegnen; sich kennenlernen)

: How do you do, Mr. Abbey. I’m Karl Bender from Austrian

Industries.

: How do you do, Mr. Bender. How long are you going to be here?

: Good morning. My name’s Adams.

Good morning, Mr. Adams, I’m Fritz Baumann. May I introduce
our Sales Manager for Eastern Europe, Mr. Wagner?
(Sales Manager — Verkaufsleiter)

: Hello, my name’s Adrian.

Mine’s Barbara. Nice to meet you.

: You’re German, aren’t you?

(aren’t you? — nicht wahr?)
Yes, that’s right. I come from Frankfurt.

Hi! I’m Paul. I’'m a friend of John’s.

A:

Excuse me. Are you Mr. Brown, by any chance?
(by any chance — zufillig)

B: Yes, that’s me.
A:
B: Nice to meet you too.

It’s nice to meet you. Anger’s my name.

You’re not Miss Kelly by any chance, are you?
(are you? — oder?)
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: Mr. Brand, isn’t it?

(isn’t it? — nicht wahr?)
Yes, that’s right. Walter Brand.

: How do you do. I’'m Tony Adams.

How do you do, Mr. Adams. I hope I’m not putting you to any
trouble.

(... . Ich hoffe, dass ich Thnen keine Umsténde mache.)

Not at all.

(Nein, iiberhaupt nicht.)

Miss Brannigan?

Yes, that’s right, I’m Donna Brannigan.

Hello, I’'m Robert Achatz. Welcome to Voest Alpine AG. It’s great
to have you with us.

Pleased to meet you Mr. Achatz.

How long are you planning to stay?

(stay — bleiben)

Hello! You must be Charles Bolder.

Yes, that’s right.

I’m Werner Aumann. Pleased to meet you.
Pleased to meet you too.

Hello. You’re the new export clerk, aren’t you? My name is Sarah
Adlington. I do most of the secretarial work in the office.

(export clerk — Exportsachbearbeiter / aren’t you? — nicht

wahr? / office — Biiro)

It’s very nice to meet you, Miss Adlington. ’m Peter Baumer.

: Please call me Sarah.

(Dies entspricht etwa dem Anbieten des Du-Wortes. Beachten Sie,
dass in England diese Art des Du-Wortes oft schon bei der ersten
Begegnung angeboten wird.)

: And I’m Peter.
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Let me introduce you to my wife. Brigitte, this is Chris Carter.
(introduce — vorstellen)

Hello, Chris. Nice to meet you.

How do you do, Mrs. Auer.

Oh, do call me Brigitte.

Oh, right.

I’d like to introduce you to Mrs. Chlepac. She’s from Austria.
Nice to meet you, Mrs. Chlepac. My name’s Boyd, James Boyd.
Very nice to meet you too.

Dr. Beer, may I introduce you to Dr. Crimson? Dr. Crimson,
Dr. Beer.
How do you do.

: How do you do.

I’m pleased to meet you at long last. I’ve heard so much about
you from Dr. Aliber.
(at long last — endlich)

: Mr. Bond, allow me to introduce one of our consultants, Jane

Colby from New York.
(consultant — Konsulent)

: Pleased to meet you, Miss Colby.
: The pleasure’s all mine. And please call me Jane.

(Ganz meinerseits. ... .)

: Mr. Bacher, I’d like you to meet Linda Clemence. She’s our new

Advertising Manager.
(..., ich mochte Sie gerne mit ... bekannt machen. ... .)

: How do you do.
: How do you do. I’m very pleased to meet you, Mr. Bacher.
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Barbara, I want you to meet a business colleague of mine, Carol
Simpson. Carol, this is Barbara Baxter. I don’t think you’ve met.
(business colleague — Kollegin aus der Firma)

Hello, Carol.

: Hello.

: Bruno, I’d like you to meet Miss Taylor. She has just arrived from

London and is going to work as a management trainee.

(just — gerade / arrive — ankommen / trainee — Praktikantin, Trainee)
How do you do. I’m delighted to meet you, Miss Taylor. I hope you
had a good flight.

(be delighted — sich sehr freuen)

: Bob, have you met Peter Cromwell, my new assistant, yet?

(yet — schon)

: No, I don’t think I have. How do you do, Mr. Cromwell.
: How do you do.

: I don’t think you’ve met Dr. Randolph yet, have you?

(have you? — oder?)
No, I haven’t yet had the pleasure.
(Nein, ich hatte noch nicht das Vergniigen.)

: Have you two already met?

Yes, I think we have, haven’t we?
(haven’t we? — oder?)

: By the way, do you know Mr. Redford?

(Ubrigens, ... ?)
No, I don’t think so. Pleased to meet you.

%  No, I don’t actually. But I’ve heard a lot about you. How do you do,
Mr. Redford. I’m delighted to meet you.
(a lot — viel)
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: I don’t think you know Mr. Crane, our Production Manager, do

you?

(do you? — oder?)

No, we haven’t met. How do you do, Mr. Crane.

How do you do. I’m very pleased to meet you, Mr. Benson.

: Do you two know each other?

I don’t believe we do. Nice to meet you.
(believe — glauben)

Mrs. Bohm, this is Brian Clough. He’s visiting us from England.
How do you do, Mr. Clough.

How do you do.

Which part of England are you from?

Brian, this is Wolfgang Cech from Austria. He’s over here on
business. Wolfgang, Brian Baxter, our Export Manager.

(on business — geschiftlich)

Nice to have you with us.

How do you do, Mr. Baxter.

Have you been to London before, Mr. Cech?

No, this is my first time. I went to Brighton a year ago, but I didn’t
come here.

George, this is Mary. Mary, this is George. He’s a friend of mine.
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Greeting People

BegriiBung

%  A: Good morning, Mr. Brown!
B: Morning, Ann.

%  A: Hi, Betty.
B: Hello, Adrian.

%  Hello you two.

%  Hi there, Trevor!

%  A: Morning, Barbara. How did you enjoy your holiday?
(... . Wie war’s im Urlaub?)

Oh, hello, Andy. It was wonderful. Just what I needed.
(Just — genau)

=

Hi, Bill.

Hello, Alex. You’re back?

Yes, I got back this afternoon.

Did you have a good crossing?

(crossing — Uberfahrt)

The sea was a bit choppy, but otherwise it was fine.
(sea — Meer / choppy — unruhig / otherwise — sonst)

w2

Z

%  Hello, Tony. How was your trip to Brazil?

%  Hello, Jane. I’m afraid I’m rather late. Have you been waiting long?
(... . Tut mir leid, ich bin ziemlich spét dran. Wartest du schon lange?)

%  A: Morning, Bill. Nice to see you!
B: Hello Ann. You’re looking very well.
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Greeting People

: Hello, Brian. How nice to see you again!

Hello Arnold. Haven’t seen you for ages. Where’ve you been?
(for ages — ewig; seit einer Ewigkeit)
I’ve been back in Austria as a matter of fact.

Good evening, Mrs. Bracknell.
Good evening. It’s good to see you again.
It’s good to see you too.

Hello, Bill.

Hello. This is a pleasant surprise.

(pleasant surprise — freudige Uberraschung)

It’s very nice to see you again, Bill. It’s been a long time.

(... . Esist lange her, seit wir uns das letzte Mal gesehen haben.)

Good morning, Mr. Beeston. Come along in. Do sit down.
Thank you.

: Well, now. I’m pleased to see you again. You don’t smoke,

do you?
(do you? — oder?)

: No, I don’t.

: Hello, Mr. Bauer, I don’t know if you remember me. David Allen,

we met at ...
(remember sbdy. — sich an jemanden erinnern)
Of course! It’s nice to meet you again, Mr. Allen.

I’m very pleased to meet you again, Mr. Allen.
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Greeting People

%  A: Hello, Miss Brenner. I’m delighted to meet you again. Did you
have a good journey?

(be delighted — sich sehr freuen / journey — Reise)

Yes, it was fine, thanks.

: So, what are you doing in London?

Well, I’m here on business for a few days. I’ve got quite a few
meetings here.

(on business — geschiftlich / quite a few — ziemlich viele / meeting —
Sitzung)

: And when are you going back to Vienna?

Well, I’m staying till the end of the week. My flight’s on Friday
morning.

FTew

w >

9,
%

%  A: Good evening, Mr. Bloch. How are you?
(... . Wie geht es Ihnen?)

Very well, thank you. And how are you?
I’m very well, too, thank you.

Nice to see you again, Mrs. Bear. How are you?
Very well, thank you, Mr. Auer. I hope you are well too.

TE

Hello, Mr. Berger. How are you?
I’m fine, thank you. And you?
(I’'m fine — mir geht es gut)

All right, thank you.

*
=

Good afternoon, Miss Brophy.

Good afternoon. How are you today, Mr. Alber?

Not too well, I’m afraid. Must’ve caught a bit of a cold I think.
(Leider nicht allzu gut. Ich muss wohl eine leichte Verkiihlung
erwischt haben.)

B: Oh, I’m sorry to hear that.

*
rEr 2
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Greeting People

: Bill! Good to see you again! How are you?

I’m fine, thanks. How are you?

: I’m okay, thanks. Nice of you to come.

Hi, Ben, how are things?

(..., wie lauft’s denn so?)

Great, thanks. I’ve got a really interesting new job. What about
you?

(great — super)

: I’m all right, thanks.

Hello, Betty! How are you doing?
Fine, thanks. And you?

: Oh, not so bad.

: Good morning, Berta. How’re you getting on?

(... . Wie geht’s dir denn so?)
Fine, thanks.

: And how’s the family?

Oh, the usual problems. But they’re all well, thanks.
(well — gesund)

Morning. How are things with you, Brigitte?
Oh, not too bad, thanks.

How are you enjoying your stay in London?
(Wie gefillt es dir in London?)

Very much. I love it here.

Barbara! It’s great to see you again. So — how’s life?
(great — schon / how’s life — wie geht’s denn so)

: Oh, pretty good, thanks.

(pretty — ganz)

: Hi, Brian! How’s it going?

(... . Wie lauft’s denn so?)

: Oh, mustn’t grumble.

(Kann mich nicht beklagen.)
29
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: How?’s life treating you?

(Wie geht’s dir denn so?)

: Can’t complain, thanks.

(Kann mich nicht beklagen, ... .)

: Hello, Bettina, I haven’t seen you for a while. How’s everything

going?
(... . Wie lauft’s denn so bei dir?)

: Quite well, thanks. And yourself? I heard you got a new job. How

are you enjoying it?
(quite — ganz)

: Okay, so far. Everything’s going very smoothly and I’m enjoying

the challenge.
(go very smoothly — wie geschmiert laufen / challenge —
Herausforderung)



Greeting People

31



Saying Goodbye

Verabschiedung

% A: Goodbye, Dr. Benson.
(Auf Wiedersehen, ... !)
B: Goodbye.

% A: I’ll see you then, Bill. Bye!
(Bis dann, Bill. Grii3 dich!)
B: See you, Ann.
(Servus, Ann!)

% A: See you on Friday!
(Bis Freitag!)
B: OK. Bye for now!
(... . Bis dann also. Servus!)

% A: Seeyou later, bye!
(Bis spiter. | Bis nachher. ... !)
B: Take care. Bye now!
(take care — mach’s gut)

% A: I’ll be seeing you!
(Bis dann!)
B: Look after yourself. Bye-bye!
(Pass gut auf dich auf! ... !)

9,
*%*

% A: Goodbye. It’s been nice meeting you.
(... . Es war nett, Sie kennenzulernen.)
B: Goodbye, and thank you very much for coming!

% Goodbye. I have enjoyed talking to you.
(... . War nett, mit Ihnen zu plaudern.)
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Saying Goodbye

: Bye, Berta, and thanks for the lift.
(..., und danke fiirs Mitnehmen.)

: Goodbye, Mr. Abraham. Best of luck!
(... . Viel Gliick!)

: Goodbye, Barbara. Have a good holiday and I’ll see you when you
get back.

: Yes, bye, and I hope your meeting goes well this afternoon.
(meeting — Sitzung)

: Cheerio, Bob. Have a good trip!
(Servus, Bob! Gute Reise!)

: Thanks, and you!

(Danke, dir auch!)

: Goodbye, Dr. Brown, I trust you have a pleasant journey.
(trust — hoffen / pleasant journey — angenehme Reise)
: Thank you, and have a good weekend!

: Goodbye and all the best. It’s been a pleasure meeting you.

(... . Es war mir ein Vergniigen, Ihre Bekanntschaft zu machen.)

: Yes, I’ve thoroughly enjoyed my stay. I hope to see you again
soon. Goodbye.

(Ganz meinerseits, mir hat es hier wirklich sehr gut gefallen. ... .)

: Good night, Elisabeth. Have a good evening. I’ll see you
tomorrow, before you go back to England, won’t I?
(won’t I — ohnehin noch)

: Yes, indeed. See you tomorrow!

(indeed — sicher)

: Good night.

2
0‘0
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Saying Goodbye

% A: I’ll see you again tonight, Brian.

(tonight — heute abend)

Yes, I’m looking forward to the party. Bye.
(look forward to — sich freuen auf)

Bye!

=

s

Well, thanks very much, Bill. Very pleased to have met you.
(be pleased — sich freuen)

It’s been most enjoyable. I’ll look forward to seeing you next
week. Goodbye for now.

(War wirklich sehr nett. ... .)

A: Bye, Bill.

=

% A: You’re going back to Austria tomorrow, aren’t you?
(aren’t you? — nicht wahr?)
B: That’s right. We won’t be seeing each other for a while.
(won’t — will not)
A: Well, take care of yourself and do keep in touch.
(Pass gut auf dich auf und bleib auf alle Félle in Kontakt!)
B: Right, bye.

I’ve come to say goodbye.

When are you off?

(be off — abreisen)

Tomorrow morning, first thing.
(Gleich morgen in der Friih.)
Goodbye then, and all the very best.

*
P

=

=

I’d like to say goodbye to you all.

Oh, are you off now? Have a good journey!

Thanks. Goodbye and remember to look me up if ever you’re in
Vienna.

(remember — nicht vergessen / look sbdy. up — jemanden aufsuchen;
bei jemandem vorbeischauen)

z ez
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Saying Goodbye

A: 1 think that’s everything, Mr. Bene. We’ve covered all the points
we need to discuss for the moment.
(cover — sich befassen mit / need — miissen)

B: Fine, I’ll say goodbye for now then, and thank you. It’s been a
useful meeting.

A: Well, I must go. Goodbye then, Betty.
B: Bye then. Come again soon!

I think I’d better be going or I’ll be late. Goodbye.
(Ich glaube, ich sollte lieber gehen, sonst komme ich zu spit. ... .)

Must dash — I’m meeting Paul at eight thirty.
(dash — rennen, sausen / meet — treffen)

Sorry, I must be off now.
(Tut mir leid, ich muss nun weg.)

I think I really ought to be going.
(Ich glaube, ich sollte jetzt wirklich gehen.)

I really should be getting back to my hotel. It’s getting very late and
DP’ve got an early morning flight.

A: T hope you don’t mind but I really have to go now.
(Ich hoffe, dass es Ihnen nichts ausmacht, aber ... .)
B: That’s OK, see you again soon.

It’s been very nice talking to you, but I’m afraid I can’t stay any
longer.
(I’'m afraid — leider)

2
0‘0
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A: Goodbye then, and remember me to your parents.
(..., und schone Grii3e an Thre Eltern!)

B: Thank you, I certainly will. Goodbye. See you next year!
(certainly — sicher)

A: Give my best wishes to John Carter.
(wishes — Griif3e)
B: Thank you, I will.

Please give my kind regards to your wife.
(kind regards — schone Griifie)

Give my love to Doris. Hope to see her here next year.
(Grii Doris von mir! ... .)

Say hello to Simon for me.



Saying Goodbye
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Requests and Replies

Bitten/Aufforderungen und wie man darauf reagiert

%  A: Could you send a price-list, please?
B: I’ll send one straight away.
(straight away — gleich)

%  A: Could you possibly lend me your dictating machine for a couple of

hours? I’ve got a report to dictate.
(possibly — vielleicht / lend — leihen, borgen / dictating machine —
Diktiergerét / a couple of — ein paar / report — Bericht)

B: I’m sorry but I’ll be needing it myself this afternoon. You can
have it as soon as I’ve finished, though.
(I’m sorry — tut mir leid / need — brauchen / have finished — fertig
sein / though — aber)

%  A: Do you think you could come back later, Mr. Bretschneider?
(come back — nochmals kommen)
B: OK, no problem.

%  A: I wonder if you could have a look at this letter and check it for
grammatical errors and spelling mistakes, please.
(Konnten Sie bitte ... / check for — tiberpriifen auf ... hin / error —
Fehler / spelling mistake — Rechtschreibfehler)
B: With pleasure.
(Aber gern.)

%  A: You couldn’t just help me for a minute, could you?
(could you? — oder?)
B: All right.

%  A: I’d be very grateful if you could get me a spare key.

(grateful — dankbar / get — besorgen / spare key — Ersatzschliissel)
B: Of course, no problem.
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A:
B: Yes, here you are.

Requests and Replies

: Could you do me a favour and post this letter, please?

(do favour — Gefallen tun / post letter — Brief aufgeben)

: Yes, OK. I don’t mind.

(... . Mach’ich schon.)

: I wonder if I could possibly ask you to let us use your meeting

room to discuss the details of our negotiations in confidence.
(meeting room — Sitzungszimmer / negotiation — Verhandlung / in
confidence — vertraulich)

: ’m terribly sorry, Mr. Andrews, but it’s not convenient at the

moment.
(terrible — schrecklich, fiirchterlich / ..., aber das geht im Moment
nicht gut.)

Excuse me, do you think I could have a look at your newspaper?

(Ja gern, hier bitte!)

Could I borrow your lighter a minute, please?
(borrow — ausborgen / lighter — Feuerzeug)

Could I have a light, please?
(light — Feuer)

Do you have a light, by any chance?
(Haben Sie zufillig Feuer?)

You haven’t got a cigarette by any chance, have you?
(have you? — oder?)

A:

B:

Excuse me, can you give me a hand, please?
(give sbdy. a hand — jemandem helfen)
Yes, of course.

: Would you put me through to Daphne, please?

(put through — verbinden)

: I’m sorry that’s not possible, she’s on holiday today.
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Requests and Replies

%  A: Mr. Brennan, would you kindly move your car? Our delivery van

40

can’t get past.
(..., wiirden Sie bitte mit Threm Auto wegfahren? Unser Lieferwagen
kommt nicht vorbei.)

: Il do it right away.

(right away — sofort)

: Would you mind lending me your calculator for a minute?

(Wiirde es Thnen etwas ausmachen, mir kurz Thren Rechner zu bor-
gen?)

: Not at all, here you are.

(Aber nein, hier bitte!)

: Would you mind showing a group of representatives from

Midwest Ltd. around tomorrow afternoon?

(show around — herumfiihren / representatives —
Firmenangehorige / Ltd. — private limited company | [brit.] etwa:
Gesellschaft mit beschriankter Haftung)

: No, not at all. I’d be delighted to.

(... . Sehr gerne.)

: Mind if I join you?

(Etwas dagegen, wenn ich mitkomme?)

: No, of course not.

: Would you be so kind as to send a telex to confirm that?

(kind — freundlich / confirm — bestétigen)

: No problem at all.

(Uberhaupt kein Problem.)

: I hope you don’t mind me asking, but I wonder if it might be

possible for you to get me a car for the weekend?
(..., aber wire es Thnen vielleicht moglich, mir fiir das Wochenende
ein Auto zu besorgen?)

: I’ll see what I can do.



Requests and Replies

: Sorry, but would it be possible for you to shut the window? I’m in
a draught here.
(shut — schlieBen / draught — Luftzug)

: I’m afraid I can’t. It’s stuck.

(Tut mir leid, das geht nicht. Es klemmt.)

: I’d like you to inspect the machinery you delivered last Tuesday.
(inspect sthg. — sich etwas anschauen / deliver — liefern)

: I’ll send someone round at once.

(at once — sofort)

: Any chance of borrowing your car tonight, Ben? Mine’s being
serviced.

(borrow — ausborgen / tonight — heute abend / ... . Meines ist beim
Service.)

: ’m afraid not. Cath needs it tonight.

(Geht leider nicht. ... .)
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How to Say “bitte” and “danke” in English
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Please sit down.

I’d like a double room for two nights, please.
(double room — Doppelzimmer)

A: What would you like?
B: A gin and tonic, please.

Sign here, please.
(sign — unterschreiben)

A: Would you like tea or coffee, Barbara?
B: Oh, I’ll have tea, please.

A: Could I speak to Mr. Wright, please?
B: Just a moment, please.

Could you please send me a quotation?
(quotation — Angebot)

Could you show me how to work the photocopier, please?
(work — bedienen)

Would you please come this way?
(Wiirden Sie mir bitte hier folgen?)

Can you help me, please?
May I leave at 4 o’clock, please, Mr. Telford? I’ve got to be at the

dentist’s at a quarter past.
(leave — weggehen)



How to Say “bitte” and “danke” in English

2
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Thank you for your attention.
(attention — Aufmerksamkeit)

A: Is your office all right?
B: Yes, it’s fine, thanks.

: Have you had any lunch, Ben?
Yes, thanks.

==

: Have a good weekend!
Thanks a lot. You too!

® =

: Merry Christmas!
Thanks very much. Same to you!

w >

2
0‘0

: Thank you for all your help.
That’s quite all right.
(Bitte sehr! | Nichts zu danken! | Gern geschehen!)

@ >

A: Thank you very much for standing by me in this difficult
situation.
(stand by — beistehen)

B: Don’t mention it.
(Das war doch selbstverstandlich!)

: Thanks very much for letting me use your office.
That’s okay.
(Gern geschehen!)

w >

: Thanks a lot for the information.
You’re welcome.
(Bitte!)

=z
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: It was a good party, thanks for inviting me.

(invite — einladen)
My pleasure.
(Es war mir ein Vergniigen!)

: Thanks for everything.

That’s all right.

: Thank you very much for showing me around.

(show sbdy. around — jemanden herumfiihren)
It was a pleasure. Hope to see you again next year.

: Thank you very much for finding out about the theatre.

That’s okay. It was no trouble.
(trouble — Problem)

: I'really can’t thank you enough for all you’ve done.

Not at all, it was a pleasure.
(not at all — nichts zu danken)

: Well, many thanks for lunch, Bill. It really was very good.

Good, glad you enjoyed it.
(Freut mich, dass es dir geschmeckt hat.)

: Thank you very much for the lift.

(Vielen Dank fiirs Mitnehmen.)

: Delighted I was able to help.

(be delighted — erfreut sein; sehr froh sein)

: Thank you very much indeed for the delicious meal.

(delicious meal — ausgezeichnetes Essen)
Thank you for coming.
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How to Say “bitte” and “danke” in English

: Could I have a light, please?

(light — Feuer)

: Yes, here you are.

(Hier, bitte!)

: Thanks.

That’s all right.

: Where is the information desk, please?

(information desk — Informationsschalter)

: It’s just round that corner over there.

(Er ist gleich um die Ecke dort driiben.)

: Thank you very much.

It’s a pleasure.

: The cab will be here in about ten minutes.

(cab — Taxi)
Oh, thank you so much, Ann.
Not at all.

: There is a telegram for you, Mr. Baxter. Here you are.

(... . Hier, bitte! | Da haben Sie es! | Hier ist es!)
Thank you very much indeed.

: That’s quite all right.

: Here’s my car. Let me give you a lift.

Thank you. That’s very kind of you.
(kind — freundlich)

: Not at all.

Here’s a copy of “Time”. I thought you might like to have a look
at it on the plane.

(copy — Ausgabe, Nummer / plane — Flugzeug)

Thanks very much. That’s very kind of you.

You’re welcome.
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A: Oh, I’'ll take your suitcase.
(suitcase — Koffer)

B: Many thanks. That is really nice of you.
(nice — nett, freundlich)

A: Not at all.

R
%

A: The success of my trip was in large part due to your efforts, and
I am most grateful to you.
(Der Erfolg meiner Reise war grofteils auf Thre Bemiihungen
zuriickzufiihren, und ich bin Thnen sehr dankbar dafiir.)

B: It was a pleasure to help you.

Oh, that’s excellent. I’m really very grateful.

Tony, I’m extremely grateful to you for all your help.
(extremely grateful — wirklich dankbar)

2
°o

May I help you?
Yes, please.

P

Would you like a cup of tea?
Yes, please. I’d love one.
(Ja bitte, gerne!)

==

=

Would you like us to deliver the flowers to your home?
(Wollen Sie, dass wir die Blumen zu Thnen nach Hause schicken?)
B: Oh yes, please. That would be lovely.

(lovely — nett; sehr freundlich)

: Do you want me to photocopy this for you?
Yes, that’s very kind of you.

w >



w >

w >

e

F =

e

How to Say “bitte” and “danke” in English

: Could you come to a party at my place next Wednesday?

(at my place — bei mir zu Hause)

: Yes, with pleasure.

: Could I tempt you with another piece of cake?

(tempt — verfiihren / piece — Stiick)

: Thank you, yes. I’d very much like to have another one. The

cake’s delicious.
(delicious — kostlich, ausgezeichnet)

: Would you like to come and watch a game of cricket with me?

(watch — anschauen)

: Thank you, I’d like to very much.

(Danke, sehr gerne!)

: Would you like to come to a concert with me tonight?

I’d love to. Thanks very much.
(Sehr gerne, danke!)

: Cigarette?

No, thank you. I’ve given up, you know.
(give up — aufgeben, aufhoren)

: Brian, can I get you another coffee?

(get — holen, bringen)

: No, thank you very much. Not at the moment.

Would you like anything else?
No, thanks. That’ll be all.

Would you like some more soup?
Thank you, no. I’d rather not.
(I’d rather not — eher nicht)

Would you like to sit down?
No, I’m all right, thanks.
(Nein danke, es geht schon!)

47



How to Say “bitte” and “danke” in English

*
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e

: Are you sure you won’t have a scotch?

(won’t — will not)
Thanks very much, but I’m driving.
(drive — mit dem Auto fahren)

: Will you have a cigar?

(Mochten Sie eine Zigarre haben?)
That’s very kind, but I won’t, thank you.

: Would you like to leave a message, or can I ask him to call you

back?

(leave message — Nachricht hinterlassen / call back — zuriickrufen)
No, it’s all right, I’ll call back.

(Nein danke, ich werde nochmals anrufen.)

R
%

: These fast trains are very noi ... .

Pardon?
(Wie bitte?)

: The paper says the price of petrol is going up.

(paper — Zeitung / petrol — Benzin)
I beg your pardon?
(Wie bitte?)

R
%

: Oh, I’m so sorry Mr. Brewer.

(Es tut mir wirklich leid, ... .)
That’s quite all right.
(Aber bitte, macht doch nichts!)

: I’m terribly sorry.

(Es tut mir schrecklich leid!)
It’s all right.
(Aber bitte, schon gut!)



How to Say “bitte” and “danke” in English

: Sorry to trouble you.
(trouble — beléstigen, stdren)
: That’s all right.

: Oh! ’m sorry to disturb you.

(disturb — storen)
: That’s okay, Ann.
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Apologies and Reactions

Entschuldigungen und wie man darauf reagiert

*  A: Sorry!
(Verzeihung! | Entschuldigung! | Tut mir leid!)
B: That’s all right.
(Schon gut! | Nichts passiert!)

%  A: I’m awfully sorry for being late.
(Es tut mir schrecklich leid, dass ich zu spét komme.)
B: That doesn’t matter.
(Das macht doch nichts!)

%  A: Sorry if ’m disturbing you.
(Tut mir leid, wenn ich Sie store.)
B: Not at all. I’m not doing anything that can’t wait until later.
(Sie storen iiberhaupt nicht. ... .)

%  A: Sorry to bother you.
(bother — beléstigen, storen)
B: It’s all right, it’s no trouble at all.
(Aber bitte, tiberhaupt kein Problem!)

%  A: Ireally am very sorry to have kept you waiting. I got stuck in the
traffic on the way down here.
(keep sbdy. waiting — jemanden warten lassen / get stuck —
steckenbleiben / traffic — Verkehr)
B: Oh, that’s quite all right.
(Aber bitte, macht doch nichts!)

%  D’m sorry but I didn’t quite catch what you were saying.
(Es tut mir leid, aber ich habe Sie nicht ganz verstanden.)
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Apologies and Reactions

: I can’t tell you how sorry I am for not preparing the report in

time.
(prepare report — Bericht erstellen / in time — rechtzeitig)

: Well, that kind of thing really shouldn’t happen, you know. But

let’s forget it this once.
(that kind of thing — so etwas / happen — passieren / this once —
dieses eine Mal)

: I didn’t mean to do it. Sorry.

(Ich habe das nicht absichtlich gemacht. Tut mir leid.)

: It’s not your fault. I’m entirely to blame.

(... . Es ist einzig und allein meine Schuld.)

Joanna has asked me to say she’s sorry she can’t be with us but she’s
tied up elsewhere all day.
(be tied up elsewhere — unabkoémmlich sein / all day — den ganzen Tag)

A:

B:

I’m so sorry about this afternoon. I’m afraid it was my fault.
(Es tut mir wirklich leid ... . / Tut mir leid, es war meine Schuld.)
Never mind.

(Ist schon in Ordnung!)

: I’m afraid I’m rather late.

(Tut mir leid, dass ich so spit komme.)

: Don’t worry, we haven’t started yet anyway.

(Kein Grund zur Aufregung, wir haben ohnehin noch nicht
begonnen.)

: I’m afraid I can’t make it on Sunday.

(Ich kann leider am Sonntag nicht.)

: Oh dear, that’s a pity!

(Das ist aber schade!)

’m afraid I’ve forgotten your name, sorry.
(Ich habe leider Thren Namen vergessen.)
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Apologies and Reactions

¥ A
B:
* A
B:
* A
B:
¥ A
B:
¥ A
B:

Could you give me a hand with a few things tomorrow afternoon,
please?

(give sbdy. a hand — jemandem helfen)

I’m afraid not. ’m away on business for the rest of this week.
(Geht leider nicht. / on business — geschéftlich)

: I’d like to apologise for being late.

(apologise — sich entschuldigen)
That’s O.K.

: I really must apologise to you for what happened.

There’s no need to apologise, it’s just one of those things.
(Sie brauchen sich nicht zu entschuldigen, so etwas kann schon einmal
passieren.)

: Please accept my apologies.

(apology — Entschuldigung)

I quite understand. Please don’t worry.

(So etwas kann schon einmal passieren. Bitte machen Sie sich keine
Sorgen.)

: I’ve got an apology to make. I seem to have lost that umbrella you

lent me.

(... . Ich diirfte den Schirm, den Sie mir geborgt haben, verloren
haben.)

Not to worry. It was only an old one anyway.

(not to worry — macht nichts; lassen Sie sich dariiber keine grauen
Haare wachsen / anyway — ohnehin)

%  Excuse me, but I must go and find Bill.
(Entschuldigen Sie mich, ... .)

%  Excuse me for interrupting, but this is very urgent.
(Verzeihen Sie mir, dass ich Sie unterbreche, aber es ist sehr dringend.)
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Apologies and Reactions

A: 1 hope you will excuse me for not calling in earlier.
(call in — vorbeikommen)

B: It really doesn’t matter at all.
(Das macht iiberhaupt nichts.)

A: Please forgive me for having caused you any inconvenience.
(Ich mochte mich fiir etwaige Unannehmlichkeiten, die ich Thnen
bereitet habe, entschuldigen.)

B: Don’t give it another thought.

(Verschwenden Sie keinen weiteren Gedanken mehr daran.)

Forgive me for asking again, but where did you say you came from?

I do beg your pardon. I’ve found out that what you said was in fact
absolutely correct.
(Ich muss mich wirklich entschuldigen. ... .)

A: Oh dear, my mistake!
(mistake — Fehler)
B: Well, these things happen.
(So etwas kann schon einmal passieren.)
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%Jratwations and Good Wishes

Gratulationen, Genesungs- und sonstige Wiinsche

¥ A
B:

* A
B:

¥ A
B:

*

*

*
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I’d like to congratulate you on your promotion. And the best of
luck in your new position.

(congratulate on — gratulieren zu / promotion — Beforderung / best of
luck — alles Gute / position — Position, Stellung)

Thank you. That’s very kind of you.

(kind — freundlich)

: May I congratulate you on being nominated salesman of the year.

(salesman — Verkaufer)
Thanks.

: I didn’t get a chance to congratulate you on being appointed

Marketing Manager. Your board made a very wise decision I must
say.

(appoint — ernennen, bestellen / board — Verwaltungsrat;
Fiihrungsgremium einer britischen / amerikanischen
Kapitalgesellschaft)

Thank you. That’s very kind of you to say so.

By the way, I must congratulate you on your new job.
(by the way — iibrigens)

Congratulations on winning the IBM contract.
(win contract — Auftrag erhalten)

A: That was a super performance. Congratulations!

B:

(performance — Leistung)
Thank you.



Congratulations and Good Wishes

A: 1 passed my driving test.

(Ich habe meine Fahrpriifung bestanden.)
B: That’s great. Congratulations!

(great — super, toll)
A: Thank you.

That’s really good news. Well done!
(Das ist wirklich eine gute Nachricht. Gratuliere! | Gut gemacht! |
Bravo! | Sehr gut! | Super!)

A: Well done, Betty!
B: Thanks.

I haven’t had time to congratulate you yet. Well done!
Thanks. Although I was quite lucky.

: Well, fortune favours the brave.

(Gliick hat nur der Tiichtige.)

zF

2
%

A: Happy birthday!
(Alles Gute zum Geburtstag.)
B: Thanks.

A: Many happy returns of the day!
(Alles Gute zum Geburtstag.)
B: Thank you.

: I’d like to wish you many happy returns of the day, Barbara.
Oh, thank you very much.

==

: I’d like to wish you a happy birthday.
Thank you. That’s very kind of you.

® =
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%]ratulations and Good Wishes

*
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A: Hello Bill. Many happy returns!
B: Oh, thank you. How did you know?
A: Ah, a little bird told me.

(Jemand hat es mir gefliistert.)

9,
%

I hope you get better soon.
(Ich hoffe, dass es Thnen bald besser geht. | Ich wiinsche Thnen baldige
Besserung.)

I do hope you get well soon.
(Ich hoffe sehr, dass Sie bald gesund werden. | Ich wiinsche Thnen
baldige Genesung.)

Have fun!
(Viel Vergniigen!)

A: Enjoy yourself!
(Viel Spaf3!)
B: Thanks. I’m sure I will.

A: Have a good time!
(Viel Vergniigen!)
B: Thanks, Andrew. You too!

A: Have a good weekend!
(Schones Wochenende!)
B: Thank you. The same to you!

A: Have a nice day!
B: Thanks. You too!

Have a good trip, Peter! I hope everything goes well.
(Gute Reise, Peter! ... .)

I hope you have a nice holiday.



