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Intrecustions
ane Greatin

-Communication Skills

A Circle the best choice.

(M: Miss Ma, the secretary; W: Mr. Wilson; P: Mr. Parker, the associate of Mr.
Wilson )

M: Hello, Mr. Wilson, -1 again. How have you been?

W: Fine, and you?

”.
M: Just fine, thanks. Our manager Mr. Wang asked me to -

He meant to come here to . in person. But some other business held him

back, so he asked me to meet you - our company.
: That’ s exactly the same. | - Mr. Parker,my associate.

3

M. - , Mr. Parker? My name is Ma Ping.

P: How do you do, Miss Ma?

M: Nice to meet you, Mr. Parker. Is this your first visit to China?

P: Yes, it’s my very first. 1’ ve been looking forward to visiting your beautiful country.
M: | hope you’ Il have a pleasant stay here.

P: Thank you. I’ m sure | will.

M: Well, you - after your long flight. Our car is out in the parking lot.
W: Fine.

M: Let’s go, please.



& Make a dialogue according to the information given below.

Alice and Carl meet for the first time. According to the picture and the words, com-
plete the conversation between them.

I’ m Carl.
Nice to meet you.

What’ s your name?

Alice;
Carl.;
Alice.;
Carl;
Alice;
Carl;
Alice:
Carl,;

Listening Skills

A\ Listen to the tape and complete the sentences.

I will give an opening speech for the conference our country.
. Are you for the dictation?
It’ s my pleasure to with you.

My name is Elizabeth. You can call me

N

introduce my brother to you?

& Listen to the tape and circle the best choice as a reply.

1. A. What a good day, isn’t it?
B. Very good. And the weather is quite pleasant.
C. It’ s going to rain tomorrow.
D. How are you going on?
sl Bt



. Welcome to join us.

I”’m glad that he’ s coming.

It’s my pleasure.

. What’ s your name?

| can see him every day.

He is a nice young man.

Oh, we haven’t seen each other for 6 months. How time flies!
. That’ s all right.

I haven’t dropped anything.

Do you want to buy that bike?
Have a nice day.

. I’d love to. Thank you.

Sounds a good idea.

We are glad to come to the party.
It’ s my pleasure.

NOFDNE>O08 > 00N 2>

O

Don’t mention it.

C Listen to the tape, and complete the dialogues.

1. —Hello, Bill. ?
—Hi, Dr. Wang. How do you do?
2. —Mr. Green, ? My name is Chen Xiaofeng, manager of
the company.
—How do you do, Mr. Li? ?
&. —Hello, Susan. How nice to meet you here!
—Hi, Wang. !
4. —Hi, long time no see, Dick. Do you still remember me?
—Oh, it’s you, Professor Lu. ?

5. —Hello, may | introduce myself? I’ m Joy, from Italy.
, Joy. My name is Jane.

A Give the correct forms of the following words as shown by
examples and then complete the sentences with appropriate
forms of the words.



Examples: manage— management journal— journalist

improve dental
equip science
develop art
establish piano

1)

Lang Lang, who attended the concert yesterday, is one of the most famous
in the world.

With China’ s , more and more foreigners have come to Beijing.
The of a new factory is determined by the board of directors.

My tooth was so painful last night that | have to see my this morning.

ook

Albert Einstein is a great who shook the foundations of physics with the
introduction of his Special Theory of Relativity in 1905.

& Fill in each space with a word from the box, and change the
form of the word if necessary.

probably in exchange for  on purpose  according to  benefit
make contact with greet achieve on sale invite
1. |finally . her in Paris.
2. She seems to do these things
3. His speech by warm applause.
4. He gave me an apple ‘ an orange.
8. Everyone should work hard to success.
6. We all our relatives to the wedding.
7. | . a lot from extensive reading.
8. The latest model of this purifier (%{L2%) is now in my
shop.
9. We’ re going on holiday soon, next month.
10. our records, the books you have borrowed should now

be returned to the library.



€ Fill in the blanks with the words that you have learned from
the textbook.

%%%%%‘%%%%%%%%%‘%%%%
When you are mtroducmg two people, make sure that you are mtroducmg theé

‘one to the honored ‘one. The old are respected in the West 1
Women have been honored 2

3

roduced 4 hlm if you want to meet someone, rt |4 better '
nend who knows the person to. mtroduce you ;

"\‘f’,'\‘?

A

.

When greetmg people you are suggested to. say o e
noon or Good evenmg because such greetmgs are. the 7 i Whr[e £ Hel
Io is the commonest if ) you are greetlng an old fnend If you are wearmg a hat‘whlch

%%%“\'ﬂ/\/‘%

? can be easily 8 it is customary to raise it slrghtly off your head.

%%%%%%%%%%‘%%%%%%%%

g.?iﬁ

Grammar

A Fill in the blanks with appropriate prepositions or adverbs.

| was out town last month and didn’t see you.

She is very glad to have the chance to be Michael Jackson for an hour.
It is very kind you to help us so much.

The managers are glad see each other.

She misses her boyfriend, as he has been to Iraq 3 months.

Tom is working hard pass CET 4.

Excuse me, are you London?

Don’t hesitate to ask me for help when you are danger.

PRNS N xR BN

On behalf my company, | want to give my special thanks to Ms. Chen
for her excellent job.

- 10. | am lucky ____study English with this teacher.
& Fill in the blanks with the proper forms of the words given in
the brackets.

1. The film (be) one of the best films that received the Oscar Awards.
2. Our computer was broken and we hoped the new one (arrive) soon.
&. A friend in need (be) a friend indeed.

R



. The class (start) before they came.

| don’ t understand why he (be) so selfish. He isn’t usually like that.

& W R

. The National Academy of Engineering has identified the 20 greatest engineering
(achieve) of the 20th Century.

7. He used to (have) $1,000 in his wallet( &£g ) before he lost it.
8. She (get) to be a world famous pop singer.

9. After self- (introduce) , they began chatting like old friends.

10. It is ten minutes’ (walk) from my home to school.

© Each of the following sentences has an error in it. Point it out
and correct it at the end of each sentence.

1. Nurses were not considered to be important or valuable in those days and hospitals

A
are generally places that only poor people would go to out of desperation. ( )
C D
2. There were no water or medical equipment in the hospital. ( )
A B C
&. She has a big influence in the establishment of the International Red Cross.
A B C D
L
4. Thank you for coming to look me. e )
A B C
5. Whosever in your class needs help in English shouldn’t hesitate to let me know.
A B C D
& )

Reading Skills

A Read the following passage and choose the best answer for
each of the questions.

The United States is a very large country. It has many different kinds of landscapes and
many different kinds of people.

In the East, the countryside is green and fresh. Here are some of the first states and
some of the big cities. New York and the capital, Washington D. C. , are in the East.

In the South, there is the beautiful city of New Orleans, the capital of jazz( B+4).
It is sometimes hot here, and the people here are very different from those in the East.

The Central Plains are rich with big fields of wheat( /%) and corn( E%). They are
often called the central vast plains.

= R



In the South-West, it is often hot and dry. But the deserts and mountains are beautiful ,
the Rocky Mountains, for example. And California, on the West Coast, is famous for the
cities like San Francisco, Los Angeles and so on.

The weather in the Mid-West, near the Great Lakes and Canada, is often cold and
windy, and there is a lot of snow in winter.

1. The United States has many different kinds of

A. people : B. climates
C. landscapes D. all of the above
2. Some of the first states and some of the big cities are in the East, like
A. Los Angeles B. California
C. New Orleans D. New York
8. New Orleans is famous for its
A. ballet
B. jazz

C. country music
D. folk music
4. Big fields of wheat and corn can be found in the
A. East
B. Central Plains
C. South
D. South-West

5. The weather near the Great Lakes is usually
A. cold and windy
B. hot and dry
C. warm and rainy
D. chilly



@ Read the given passage carefully, and then fill in the blanks in
the table below.

A
Business Reply
.o.o.o.o.o-(}.o <>.0.0.<>.O.o.o.o.o‘().o.o.().o‘(}.o.OIOOOOOOQI0.0COOOOOO0.0 o.().

Dear Mr. Bucks, : - : S
. Thank you for your Ietter of the 9th of this month We shalf be. glad o enter mto

) busmes»s relations with your company In comphance ( Mﬁ) wrth your request we
i are sendmg you our latest cataiogue and price list covermg our expon' ) range
§ (?ﬁ@]) Payment should be made by lrrevocable ( ZF_T?&%E@) and,,cohfmned Ietter
of credlt ({““ Fﬂﬁ) { Ouid you w1sh to piace an order’::pl e
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1. The writer of the letter is
2. Sam Green received the letter on
&. Were they in business relations before the letter? (Yes/No).
4. Sam Green is sending the latest cataloéue and price list covering his export range
in compliance with request.
5. If Mr. Bucks wants to place an order, he can Sam.

© Read the given passage carefully, and then fill in the follow-
ing blanks.

When you first meet an Englishman and want to be polite, you can use “sir” or
“madam”, rather than his or her name. The person will know that you are a newcomer.
However, people don’t often use the formal (ITERK) titles (3L#%7). At school , students
may call a man teacher as “sir”, but they seldom call a woman teacher as “madam”. In
China, | often hear students call their teachers as “Teacher Wang” or “Teacher Li”. This is
not used in England.

I have noticed that people in China often shake hands when being introduced to each
other. In England, there may be a handshake on formal occasions (3%4). But very often,
the two would only smile and say “hi” or “hello”. If you are ever in England, you will
find that the English people are very friendly wherever you go.

1. if you call a young man “sir” , he will know that you are a

2. Do people in England often use formal titles?

3. On occasions, the English people will shake hands.
oy S



4. When two people meet for the first time, they often smile and say

5. The English people are very wherever you go.

Translating Skills

A Translate the following expressions into English or Chinese.

1. have a good journey

5. ks
2. give ... a chance to 6. il
3. be sure to 7. SR
4. show around 8. k-4

& Complete the blanks by translating the Chinese in the brackets
into English.

1. Thank you very much for (RHLIZER) .

2. Even though this is the first time | have met with you, (REZ
AVEHRIRZT ).

&. When | arrived at my office yesterday morning, (ffIegrs
LEAN/NRT ).

X. (F IR ) wear a formal dress to attend the conference in the
Great Hall of the People.

8. If you are invited to give a speech, please arrive at the place (YERT).

)

., Writing Skills

.

A Write a letter of congratulations according to the information
given below.

express congratulations admission to the Oxford University the long years

of hard work studies have been recognized deserve success in your new
school look forward to hearing from
Dear David,




James

& Directions: You are required to write a letter based on the
~ Chinese given below. You are expected to write no less than
60 words.

Johnson Bucks 5EA4= 24 ¥k 24 5548 Bucks 7% BR/AH] B9 44 2280 | 75 2006 4E37 in it i —
TRRE S LR T 0 AR E X% KM AKF /A 7123 Sam Green, 2007 4 11
A9 Bftass Sam BEHEIF RIS, B i R AL AN R, BN Bucks 264 B ix
85, HXME BT AS % PR 0 B &3, ;

Words for reference .

Frindgk Singapore; B ¥4 exhibition fair; ¥ #k % E /A 5] Green Furniture Company;

21X San Diego;Bucks % BR/\ 7] Bucks Co. , Ltd; 51238 General Manager;

22748 Frankfurt

MR e



) Thanks and
o _Apelegies

Communication Skills

" A Give out the response to each question.

1. I’ m really grateful for the gift you gave me yesterday.

2. Oh, what a beautiful dress you are in!

&. | broke this vase by accident.‘ I’ m deeply sorry.

4. Thank you for giving me a helping hand.

8. I’ m sorry for keeping you waiting out in the cold.

& Circle the best choice.

(S: Mr. Smith, a business man; B; Ms. Brown, a clerk )
B. Hello. International Airlines, reservation.
W: Hi. Can | get a seat on the 10:00p. m. to New York?

, but it” s completely booked.

W: Well, how about the flight tomorrow at one o’ clock?
B. One moment please... Oh, I’ m sorry to tell you there is no seat left.

, 1 don’t know.

W: Well, then :

B: Let me have a look at it. Yes, sir. | can give you a seat on that.

i AR e



Listening Skills

A Listen and write down what you heard.

1. 2. 3.
4. 5. 6.
7. 8. 9.

G Listen to the tape, and complete the dialogues.

1. —Excuse me, Sir! Is this your book?
2. —Would you like something to drink? A cup of coffee?

&. —We certainly appreciate your kindness.

4. —This is the fourth time you have been late for my class.
“~ - | promise it won’t happen again.

8. —1 am afraid I’ m not free next Saturday, for I’ m going to take an exam.
— . What about next Sunday?

€ Listen to the following short talk and fill in the blanks with
the missing words. The talk is given twice.

Everyone makes 1 , and everyone needs to know & to say and
what to do after making a mistake. When you do something & or fail to do some-
thing necessary, you can save yourself a lot of trouble by 4% first before someone
complains to you. When you apologize, sometimes you want to offer an & or
reason. The excuse is normally given @ after the apology. It is also important to

make sure how to & properly when someone apologizes to you.

i



