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涉外文明礼仪用语100句

一．日常礼貌用语
1. 您好！

Hello!

2. 谢谢！

Thank you!
3. 早上好！/下午好！/晚上好！/晚安！

Good Morning/Good Afternoon/Good Evening
/Good Night.

4. 请进。

Come in, please.

5. 请坐。

Please have a seat.

6. 请喝茶。

Have some tea, please.
7. 请稍等。

Wait a moment, please.

8. 请问您找谁？

Who are you looking for?
9. 欢迎光临！

Welcome.

10. 恭候您的到来！

Look forward to your arrival!

11. 很高兴为您服务。

At your service!

12. 还需要些什么？

What else do you want?

13. 很高兴见到您！

Glad to meet you.

14. 请多关照。拜托！

Thanks for your attention and support.

15. 请多指教。

Your advice is most welcome!

16. 您先请。

After you please!

17. 麻烦您了。打扰了。

Excuse me.

18. 让您久等了。

Sorry to have kept you waiting!

19. 让您辛苦了。

You are working hard.

20. 请原谅/请多包涵/请别介意。

Excuse me/I beg your pardon.

21. 请不要客气。

Please make yourself at home! /You’re welcome!
22. 对不起！

I am sorry.

23. 再见/明天见/下次见/后会有期。
Good bye/See you tomorrow/See you next time/See you.

24. 您走好/请慢走。欢迎下次再来。

Take care/Hope you’ll come again.

25. 您需要我帮忙吗？

Can I help you？
26. 还需要我做些什么？

Can I do anything else for you?

27. 请跟我来。

Follow me, please.

28. 请允许我自我介绍一下，我是……
Let me introduce myself, I am ……

29. 我想邀请您到我家/公司做客。

I’d like to invite you to my home (my office).

30. 我很高兴。谢谢您的邀请！

I am very glad and thank you for your invitation.

31. 您能来我很高兴。真是太荣幸了！

I’m so glad you can come. It’s a real pleasure.

32. 您好。我是XXX,可以去拜访您吗？

Hello. I am XXX, Can I call on you?

33. 您什么时间有空？

When do you have some spare time?

二．夸奖用语
34．您的工作非常出色！

You did a good job.

35. 我对你的工作非常满意！

I’m very pleased with your work.
36. 这真是个好地方！

Good place!

37. 真好吃！/味道很美！

Delicious! It is good taste!

38. 你看上去真精神/真棒/真漂亮！

You are looking great!

39. 您的孩子很可爱。

Lovely girl/boy.

40. 您的妻子很有魅力！

Your wife is charming.

41. 您的个性很好。

You’ve got a great personality.

42. 您真幽默。

You have a good sense of humor.

43. 您的中文真好！

You can speak Chinese very well.

44. 您的事业很成功。

You have a successful business.

45. 您非常专业。

You’re very professional.

46. 我非常羡慕您。

I admire you very much.

三．询问与回答用语
47. 对不起。我可以进来吗？

Excuse me. May I come in?

48. 麻烦您。我想打听一下……？
Excuse me. Can you tell me……?
49.您愿意参加我们的聚会吗？/您能一起来吗？非常愿意。

Would you like to come to my party? Would you like to come with us? Certainly!
50. 对不起。我可以在此吸烟吗？（我在此吸烟您不介意吧？）

Excuse me. Do you mind if I smoke?

51. 您同意我的意见吗？

Do you agree with me?

52. 我不反对/是的/当然。

I have no objection/yes/certainly.

53. 您说得对。我不反对。

You are right. I agree with you.

54. 没有问题。我赞成。

No problem. I agree.

55. 请问到XXX地方怎么走？

Excuse me. How can I get to XXX（the place）?

56. 请稍等。让我问一下，再答复您好吗?

Wait a moment, let me check and reply to you, ok?
57. 请您配合一下好吗？

I need your cooperation, please?

四．否定、不同意用语
58. 对不起。我不愿意。

Sorry, I am afraid not.

59. 对不起。您错了/您不对。

Sorry, I’m afraid you are wrong!

60. 抱歉，我不相信。

Sorry, I don’t think it’s true.

61. 抱歉。不行/不可以。

I am sorry, you can’t.

62. 很抱歉，我有不同意见/我无法同意您的说法。

Sorry, I’m afraid I can not agree with you!

63. 很抱歉。我不能，因为我现在有许多事要做。

I am sorry, I can’t. I have so many things to do.

64. 很遗憾。我无法满足您的请求。

I am sorry I can’t meet your requirement.

五．表示谢意用语
65. 非常感谢！/十分感谢！/衷心感谢!

Thank you very much!

66. 谢谢您的帮助。

Thank you for your help.

67. 我（们）感谢您所做的工作（一切）。

Thank you for everything you have done for us!

68. 感谢您的关心。

Thank you for your concern.

69. 谢谢，您太客气了。

Thank you. I appreciate it!
70. 我简直不知道怎么感谢您才好。

I don’t know how to explain my gratitude.

71. 我很乐意这么做。

It’s my pleasure!

72. 请别放在心上/没关系。

Don’t worry/It is nothing.

73. 谢谢您与我们的合作/感谢您对我们工作的支持。

Thank you for your cooperation. Thank you for your support.

74. 您对我的帮助，我会永生不忘。

I will remember your kindness for ever.

六．道歉、表示歉意用语
75. 对不起！请（您）原谅！

Excuse me.
76. 抱歉，让您久等了。

I am sorry for I am late.

77. 不好意思，给您添麻烦了。

I am sorry to bring trouble to you.

78. 很抱歉。这是一个误会。

I am sorry for the misunderstanding.

79. 我必须向您道歉。

I must apologize to you.

80. 对不起。打扰您一下。

Excuse me.

81. 花费了您这么多时间。非常抱歉。

I am sorry to have taken you so much time!

82. 对不起。打断一下。

Sorry to interrupt you.

83. 但愿没有给您增添更多的麻烦。
I hope I did not bring more trouble to you.
七．祝贺、表示祝愿用语
84. 恭喜/恭贺！

Congratulations!

85. 衷心祝福/祝贺您！

My sincerest congratulations!
86．祝贺您取得优异的成绩。

Congratulations on your success.

87. 祝您好运。

Good luck.

88. 祝您一切顺利。

Great success!

89. 祝您生意兴隆。

Great success in your business!

90. 祝您身体健康！

Good health!
91. 祝您旅途愉快！

Have a nice trip!

92. 祝您事业成功。

Wish you every success!

八．电话文明用语
93. 您好！这里是XXX，请问您找谁？

Hello, this is XXX, Who are you want to speak to?
94. 您好！我就是，请问您是哪一位？

Hello, this is XXX, Who are you want to speak to?

95. 请问您有什么事（有什么能帮您）？

Can I help you?

96. XX先生不在。我可以替您转告吗（请您稍后再来电话好吗）？

Mr. XX is not in, Can I take a message? / Would you please call back later?

97. 对不起，XX先生（女士）不是这个电话号码。他（她）的电话号码是……
Sorry, Mr. XX is not on this telephone. His (her) telephone No. is……

98. 您好！请问您是XX单位吗？麻烦您找一下XX接话员。

Hello, is this XXX? Would you please turn me to XXX?

99. 您打错号码了，我是……没关系。

I am sorry you got a wrong number. It is……. It’s all right.

100. 对不起。我打错电话了。

I am sorry, I got a wrong telephone No.
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