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@ Trying Your Hand @

Practicing Applied Writing

Write and Simulate

©® Read the following two samples of Business Cards and learn to
write your own.

Ehs B

National Board of Employment,
Education and Training

002 |

Michael Smith
Professor / Chairman

| Address: 12 Farrell Place PO Box Tel.: 62-267-7362
; 9880 Canberra City, Fax:  62-267-7360
‘ ACT2601 AUSTRALIA E-mail: mismi2002@yahoo.com

L

- —

) ‘;,v- ) }1 k_,]
Foreign Affairs Section i

Li Ya’nan PhD - it
Deputy Chief / English Interpreter. - E7

| Address: No. 10, Beijing Street, Tel.: 0411-2655XXXX
\ Binhai City Fax:  0411-2655XXXX
| PCz 116000 E-mail: lyn001@163.com




Write and Create

® Translate the following business card into Chinese, using the data @
bank in the Extended Book for reference.

Li Tiegang

\

|

Binhai Electronics Ltd. ,
Software Dept. Manager / Electronic Engineer
[

|

\ i
Address: No. 50 Chang Jiang Tel: 0411-4673XXXX 1
Street, Binhai City Fax:  0411-4708XXXX
Post code: 116023 E-mail: [tg6@263.com

® Write an English business card according to the information given
in Chinese.

" A 557

N % JOEROR, K

LR 2 EigERR g S5 B E PR R Ak
Ho k- BTV %98 5

e G 116023

M1 0411-4708XXXX

M B fli603@263.com

F Hl: 1361431XXXX
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Write and Apply Rules

o~
©® Analyze the following sentences to see which pattern they belong @

to.

1) Both men speak loudly and clearly.

2) Anintroduction usually includes a greeting and a handshake.

3) My e-mail address is lin@campus.com.

4) They will just wave goodbye to the whole group.

5) Our department head will give a dinner to welcome you.

6) You could simply call me Wang.

7) In her bag there is a passport and a pen.

Write and Correct Mistakes

® Correct the errors in the following sentences.
1) The manager for them prepares some beautiful gifts. 005
2) Could you tell to me something about their cultural background?
3) Mr. Wang has left in their mind a deep impression.
4) Do they always wave to you goodbye in an informal way?
5) There are always some people talk happily in the park.
6) There has some water in the glass.
7) On the door has a big red Chinese word “Happiness”.
8) The girl looked the small animal with pleasure.
9) He gave to her some lovely flowers.

10) The streets always have many cars run nowadays.

Write and Translate

© Translate the following sentences into English.
1) FAVEH R OINE I L& — e rpE & 5.
2) YREBRIRBFNTL?
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3) FAVEMAEX A RIETT— A B2 S 55 AIE
4) ZERER R REME M >IR,

5) WHMFKBE T .

6) VREH L& B FHpfED?

7) XRRSOREA DAL,

Write and Describe a Picture

©® Write a short passage of about 100 words to tell a story or about
on event related to the picture given below. Some useful words and
phrases have been provided to help you. You may start the passage
with the sentence: Chinese New Year is also known as Spring Festival.

Chinese people, home or abroad;

many special customs;

pay a new year call Eg3:2);
greeting with a unique gesture;
bow to each other with their hands clasped;

offer best wishes;

a happy and prosperous new year
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Passage |

The Business Card: a Social Faux Pas

You, like most people, probably have been in such a situation
where you are being asked for a business card, and while reaching
forit .. and ... cops ... “'m sorry, | must be out at the moment” or “they
must be in my other bag” or “| left them at the office, I'm sorry,” and
the conversation continues on with some sort of story about how
this “never happens to me” or “l knew | was forgetting something
this morning ...”

Missed connections are missed opportunities for business.
Business cards are a useful marketing tool, and an easy one to
have with you at all times. Not having your cards can be seen as
being unprepared to market yourself and your business. Don’t start
that new contact leaving them thinking “that person is already
unprepared”.

“Never leave home without it ...” There are so many things we
often have to remember in this go-go world we are living in ... but
your business cards should ALWAYS be with you.

Here are a few tips for you to go take care of this right now, so
you don’t get caught in this situation:

® [f you don’t have a job, get Networking Cards.

e [f you are employed, and haven't had new cards in 2 or more

years, it could be time for an update: info update and photo update ...

@ Perhaps set a goal of handing out 5 cards a day.

® Practice what you will say when handing them out. On

SECTION &
&
&P

|
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E-3 0] ‘ a daily basis, there are so many opportunities to do so.

UNIT 1 ) .
S FHRHE | - Grocery store lines, coffee shops, waiting on your car wash,
N = ' meetings, and even the dog park!
| g ® Ask your network to network with and for you also by
9 handing out a few!
;-E' WiE Work smarter, not necessarily harder!
008
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Read and Think

@ Answer the following questions according to the passage.

1)

2)

3)

4)

5)

Have you got your business cards or networking cards? If not, why not?

How do you understand the title of the passage The Business Card: a Social

Faux Pas?

Why does the author say “missed connections are missed opportunities

for business”?

Can you explain the tips in your own words?

What does the last sentence mean?

Read and Complete

® Complete each of the following statements with words or phrases
from the passage.

1)

2)

3)

4)

5)
6)

Have you ever been in a difficult where you have to make
silly excuses?

It is not polite to keep silent when others want to have a with
you.

I go to the grocery store only once a week. I have some to

help you keep vegetables fresh.

American people would use the word “ouch” when British people

say
Chances never favor minds.
This pop band performs worldwide hundreds of times each

year.

SECTION 6
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(3]

Fill in the blanks with the proper words or expressions given below,
changing the form if necessary.

at the moment reach for continue on get caught in

out of time for hand out not necessarily
take care of leave without

1) The 2008 Beijing Olympic Games were such a good

the world to know more about China.

2) The change of a city is a change in its becoming

more beautiful and fashionable. :

3)1 a faux pas situation where I was introduced !

as the General Manager but “Assistant Manager” was printed on
my card.

4) Of course I will what you feel about it, but

business is business.

5) The professor encourages us to opportunities

instead of waiting for good luck. :

6) Do you believe that love could even when

the beloved is away in the other world?

7) Never giving thanks to your teachers who |
have helped you all the years.

8) The freshmen could help the tickets for
the college’s “Do It Yourself Show”.

9) Sorry, I can't give you an answer .Ineed to
think about it further.
10) Another story? Oh, children, my mind is any

stories at the moment. y



