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Unlt 1  Greeting and
Introducing People

SECTION |

Talking Face to Face
Speak More by Yourself

Sample 1
A Greeting Card

rDear Mary,

Sincerely wish you and all your loved ones a merry Christmas
and a happy New Year. I'd also like to take this opportunity (11%)
to give you our heart-felt (%2:0#J) thanks for what you’ve done

in helping us with our English studies. Do come to Beijing again
if you have the chance. '

Sincerely, ;
Fang Yuan

Sample 2
A Business Card




Practical English

B B G & W

1 Read aloud the following dialogues based on the greeting card and the business card provided
above. You can practice role-play with your partner, changing the information into your own.

Deatogue 1
(Christmas is just round the corner. Fang Yuan is sending Mary, her American

friend, a Christmas e-card to express her seasonal greetings. Yang Fan comes in.)

Yang: Hi, Fang Yuan! What are you up to there?

Fang: Hi, Yang Fan! I'm sending a Christmas e-card to Mary. You know, Christ-
mas is just round the corner.

Yang: Good idea.

Fang: Yeah, sending greeting cards is a good way to keep in touch with friends.

Yang: You are quite right. People used to send best wishes by post. Now it’s very
convenient to send e-cards. You send the e-card from Beijing and Mary
will get it instantly in America.

Fang: Yeah, it’s really marvelous. Americans send greeting cards quite a lot dur-
ing Christmas.

Yang: Well, sometimes people complain that it really takes a lot of time to finish
so many cards. It is very time-consuming.

Fang: Anyway, it’s part of the holiday celebrations. People now prefer to send
e-cards instead of traditional hard copies, because e-cards are free and
take less time to complete and send.

Yang: You said that. And another popular way
to express seasonal greetings is to send
short messages by mobile phone. It is
even more convenient than sending an
e-card.

Fang: Exactly.

Dealogue

(Mr. Du, dean of the International Exchange Department is introducing his secre-

tary Wang Hua to Mr. Smith, the guest professor. )

Du:
Wang:
Smith:

Wang:

Smith:
Wang:

Hi, Mr. Smith! This is Wang Hua, my secretary.

Glad to meet you, Mr. Smith! I’'m Wang Hua. Just call me Xiao Wang.
Hello, Xiao Wang! Nice to meet you, too! I'm Richard Smith from Cali-
fornia Community College. Call me
Richard.

We are so glad to have you here in our
school! f

I feel happy to be working here, too.
Here’s my card. Please don’t hesitate to
let me know whenever you need help.
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Greeting and Introducing People

Smith: Oh, thank you. And here’s mine. Please call me or email me if there’s any-
thing I can do for you.

Wang: By the way, how do you like your stay here?

Smith: : Oh, just wonderful. I enjoy the food and the weather. and I like Beijing
very much.

¥ % @ & % & & & & @8 @

Wang: Glad you are enjoying yourself here.
Du: Shall we go and have a cup of tea?

2 Here is a Data Bank of useful sentences and expressions for greeting and introducing people.

Data Bank

 Grestngs and Resp
How do you do! How do you do!
How are you? Fine, thank you. And you?
How are things with you? Quite well. And you?
How are you doing? Just so-so.
How is everything? As usual.
Is everything OK with you? Not bad.

e

Mary, I'd like to introduce David Smith. How do you do, Mr. Smith.
Mary, come meet David Smith. Glad to meet you, Mr. Smith.

Mary, this is David Smith. Nice to meet you, Mr. Smith.
. e < Sﬂ&lntmdumnsaudmn ]

S—— —

I’m Helen Waters. Please call me Helen. Hello, Helen. Glad to meet you.
Let me introduce myself. I’'m Helen Waters Hello, Helen. I’ve heard a lot about you.

from ABC company. Hello, Helen. I’m glad to know you.

_ LeaveTaking ( %5 ) and Responses

Nice to have met you. Bye Nice to have met you, too. Bye.
Nice talking with you. Bye. Me, too. Bye.

Speaking of time, I’ve'got to run. Nice talking with you, too. Bye.
I must be off now. So long. Bye. Take care.

See you later. So long.

See you later.




Practical English

SECTION 1
LT L e s SRR

Listen More by Yourself

& f‘if In this section you will hear a dialogue and a passage. Listen carefully and complete the follow-
" ing exercises.

1 Listen to a dialogue and try to find the English equivalents to the Chinese given below.

D) BRESEE_ - 2) EEXKKE 3) BBk
4) EEE 5) EX)LES 6) PLARMIR!

2 Listen to the dialogue again and select the best choice.

1) When did Professor Smith come to the school library? .
a. In the evening. b. In the afternoon.
c. Atnoon. . d. Inthe morning.

2) What did the professor want to do? ;
a. To borrow some books. b. To return some books.
c. To get his library card. d. To visit the library.

3) The clerk asked the professor to fill in a form :
a. after he borrowed some books b. after he returned some books

c. before he borrowed the books d. before he came to the library

4) According to the clerk, Professor Smith could keep the books for

a. one month b. two months
c. three months d. four months
5) According to the dialogue, Professor Smith was required to fill his in the form.
a. name and profession b. name and age
c. age and nationality d. name and nationality
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3 Now listen to something more challenging and then put in the missing words or expressions ac-
cording to what you hear.

= The most important point about mfroduchons in busmess acfmw
them. lemg to do so is likely to cause embarrassment or (1) wnatne
LA second cm‘hcal point is the (2) fﬂw 'S5
. persons of lesser cmpor?cmce are mfroduced To persons of greg o
~ For example, you should say, “Mr. Greater Importance, T would like to m#mduce ‘
- {3) " However, the person holdmg the highest rank
may not always be Mr. Gr-eafer Impor‘rance A chem‘ for instance, is alway.
' regarded as more important than any person m your company When y
troduced to someone, you should (4)
You should (5) ;

"~ about 'rhree or four seconds. Today, in the busmess wor'id it ‘us"no# he.a“ ,
wait for a female to initiate the handshake. Females and,males should
ready for the handshake.

SECTION I

| | Maintaining a Sharp Eye
Read More by Yourself

How to Greet a Foreign Friend

When you are introduced to foreign friends, you should greet them
with “How do you do?” while shaking hands with them for a few seconds.
The next thing is, perhaps, the presenting of a business card, which is also

called a name card. You should accept the card with

a smile and a quick browse, and at the same time, s

offer yours. Ry
Nowadays, business cards have become more

and more popular in an introduction. They contain BIE

not only the bearer’s name, profession and title, | B, &

but also the address, telephone number, postal o, Lf5; @

code, e-mail address and some other useful informa- B4REL




tion and personal data. To a foreign friend, we should remember to present a B4z

card either with an English version or written in English, because most BEX

English speakers don’'t have competence in reading Chinese. In most gEN

cases, a Chinese name is hard to pronounce for foreign friends. So you &

should make it as simple as possible in the introduction. Probably, you may HhiF

give them your family name only. They will feel very pleased to pronounce

your name correctly. After this short greeting ritual, most foreigners expect to =; SMEA
move on quickly to the business. So you can shift to the business topic natu- e, TR,
rally. B#AH

Tell what you should (S) or should not (N) do in an introduction according to the passage.

< 1) In an introduction, you simply greet people with a polite nod.

@ 2) Shake hands with your friends firmly for a few minutes.

= 3) Exchange business cards immediately after saying “How do you do?”

= 4) Accept a business card with a smile and put it into your pocket without looking at it.

= 5) Read the business card very carefully.

= 6) Present your card with an English version to a foreign friend.

= 7) Introduce your name in the simplest possible way.

= 8) You might only give your family name when introducing yourself to a foreign friend.

& 9) Help your foreign friend to pronounce your name by correcting his or her mistakes in
pronunciation.

<10) Move on to business quickly and naturally after greeting each other.

Fill in the blanks with the right form of the word provided immediately after each sentence.

1) Inan , the young person is usually first to the old one. (introduce)

2) The ritual is very exciting. And each winner is with a medal. (present)

3) The cards usually a lot of information about the . (bear)

4) The works very hard in his lab. He is very devoted to his . (profess)

5) This card is in Chinese and the style is very beautiful. (write)

6) This word is very difficult to and | am not sure if my is correct. (pronounce)

7) In this short ritual, you are expected to each other in English. (greet)

8) do come this weekend. My parents will be very to see you again.
(please)

Put the sentences into English, using the words and expressions learned from the passage.

1) SHRENBA— L, RS D b ik 5k mith B =, (introduce, greet)
2) MEHMERRIETF, FHIEEHA TR (shake, offer)

3) TE, & FHpLFFEh ERRBIRITT o (popular)

4) EEL K WS —EE LFEXFEX (English version)



UNF “I Greeting and Introducing People

5) RERFEEERBUIKIBEREREEN . (competence)
6) BHEHR, BNEFREHFNES, (shift to)

My Two American Friends

When | was studying English at a training center in Washington D.C. in
2005, | shared a house with two young Americans, Jim and Steve. Jim was
studying French and Steve Chinese, both at the Foreign Service Institute. We
shared many things in common, but we also thought and acted quite differently.
Steve was interested in speaking Chinese. He always tried every oppor-
tunity to talk with me with his very English-like pronunciation. | was often
touched with his diligence. However, | wanted to practice English with him,
too. So we often spoke at the same time in the other’s mother tongue. Jim
was fresh from college and the youngest of the three. He was going out all
the time. The only time we met was at breakfast. There was a small round
table in our kitchen, where we sat around to enjoy our food. Steve had Chi-
nese fast food such as dumplings or noodles, and | ate bread and boiled
eggs. But Jim often just drank a cup of tea because he had nothing in his
fridge. He was too busy dating pretty French girls to do any shopping. | often
offered him some of my food. But Steve told me in his poor Chinese that |
didn’t need to do that. He said that it was Jim’s own fault and that it served
him right. Although he was learning Chinese, he still held his American sense
of values.

Two years later, | returned to China. The three of us still keep in touch.
Jim now works in a travel agency in Paris. He got married to one of the
pretty girls. He wrote to tell us that he can now enjoy a delicious breakfast
with his beautiful wife every morning in their comfortable living room. Steve
wants to work in China. And I’'m helping him with this. | have introduced him
to the dean of the Overseas Section of our university. He is very interested
in Steve. He wants to know if Steve can work here teaching the overseas
students Chinese. | have sent the message to Steve. I'm sure he’d be very
happy to accept the job.
However, | hope he could
try harder to improve him-
self. Otherwise, all the
overseas students would
speak with his terrible pro-
nunciation!
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4 Read the passage and check your understanding by doing the multiple choice exercises.

1) Which of the following statements is true according to the passage?
a. Steve and Jim were more alike in character.
b. The author didn’t enjoy talking with Steve.
¢. The three of them were all language majors.
d. Their living condition was rather poor.

2) Which of the following is true about Jim?
a. He had a French way of making friends.
b. Going out with girls cost him a lot of time.
c. He learned French in order to date Paris girls.
d. He liked doing housework.

3) What is the author’s opinion of Steve?
a. Steve was a very hardworking fellow.
b. Steve enjoyed cooking Chinese food.
c. Steve enjoyed shopping more than Jim.
d. Steve’s Chinese accent was quite pure.

4) What does the last sentence of the first paragraph imply?
a. Steve didn't like offering help to others.
b. American people only eat their own food.
¢. Steve wanted Jim to do his own shopping.
d. Americans and Chinese differ in their sense of values.

5) What can be learned from the last paragraph?
a. Jimis a very good husband.
b. Steve enjoys teaching Chinese.
¢. The author works for overseas students.
d. The three friends still keep in touch.

5 Choose the proper word or phrase in the box to fill in the blank in each of the following sentences,

making changes when necessary.

be interested in be touched with fresh from
get married to mother tongue otherwise
sense of values think and act serve sb. right
such as share

o i

Most of the employees are college and what they need is more experience.

2) Fast food french fries and potato chips is not very good to health.

¢ % ® % ® @ O
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3) The lazy girl failed two courses this semester. | think it
4) Sometimes, is different from culture to culture.
5) She doesn’t want her daughter to that good-for-nothing fellow.
6) We have to find a new market for our products. , our company will no longer
be competitive.
7) When | was in Japan, | an apartment with two other overseas Chinese students.
8) Children from different family backgrounds may quite differently.
9) He cooking Chinese food and always tries his hand on new dishes.
10) She the kindness of the local people.
11)  He could speak both French and German fluently though neither of them is his

6 Put the sentences into English, using the words and expressions learned from the passage.
1) BRAORNZERILHA—E B, (share ... with)
2) R SFAHFE— 1S, (make good use of)
3) IS EHNEREREK, (the only time)
4) HEFBBHSPENSE, £E OIS, (wite, tell about)
5) HNMIERFBIERRNBT 7 FLNENR, (impress)

SECTION IV
T MR

Write More by Yourself

A. Applied Writing: Business Cards
Sample 1

(p

ittsburgh State University

Dr. Donald Wilson
President

Address: 1701 Northway, Pittsburgh State
University, Pittsburgh, KS 66762

Tel: 316-231-2750

Fax: 316-231-2750
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Sample 2
(Beijing Electronics Instrument Company Ltd.
Wu Hua
Senior Engineer

Address: No. 9, Anyuan Road, Beijing, P.C.: 100029

Fax: 8610-83630278 E-mail: wh@pub.bhei.net.cn

Tel: 8610—83630254 Mobile: 13052766609

Data Bank
P
Titles Working Units

General Manager BEIE Bureau 5
Sales Manager HELIE Department . %
Marketing Manager EHAEE Section 4, Bl
Personnel Manager/Director AEFE Institute Fir
Director TF, 58 Office =
Vice Chairman ElES; Agency it
Deputy Director BlELE Group company E£HARLT]
Assistant Manager Z IR BHIE Newspaper office Rt
Chief Engineer BRI Broadcasting station &
Senior Engineer SRIED TV Station B e
Dean (BRER) FE -
Economist Z5m Others
Secrf:tary-g.eneral WP Al "
Section Chief i< :
Nhibinter ;i E-mail address e
General Editor B Tel. (Telephone) 815
Head of the Bureau Bk Fax 3
Reporter iLHE P.C. (Post Code) HR 45
Designer "t Mobile (phone) FH
Accountant it
Official NER

10



