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I . Typical Sentences: ($EIf4))

1. Good morning, sir. What can I do for you ?®
——Good morning. Where is your manager?
2. Excuse me, mam. ‘
——Yes? Is there anything I can do for you?
« 2.



10.

Come in, please. Take a seat®. Manager will be here

in a moment. Do you want some tea or coffee?

Tea, please. Thank you.
Long time no see®. How is your business?

——Not very well. Going from bad to worse®.

‘What a surprise®. What brings you here?®.

I'm just passing by®your company. So I stop in.
Nice weather, isn’t it?

—Yes, isn* it ? I hope it will stay fine® for some "
time.

Hello, Mr. Zhang., How are you?

I’'m fine, thank you. And how are you?

How is your trip?

——Very good. It’s very kind of you to meet me at the
airport.

How are you getting along in your new job?®.
——Could be better, but not bad.

Haven’t seen you for a long time. Where have you been
hiding?

I’ve been to London on business®. Anything new

with you?

Practice Dialogues (&5 Xt1%)

1 . Things Couldn’t Be Better

Mary: Good morning, Jack.



Jack: Morning,v Mary. How are you?

Mary: Very good. Thanks. And you ?

Jack: Great! Things couldn’t be better.

Mary; Haven’t seen you for a long time. Where have you

been hiding?

Jack: I have been buried in my office work recently®.

Mary ; How are you getting along in your new job as an of-

fice clerk?

Jack: Well, it could be better , but not bad.

2. Excuse Me

A Man; Excuse me.

Secretary: Yes?®What can I do for you?

The Man;’'m new here. Would you mind telling me where

the manager’s office is?®?

Secretary: No, not at all. Go straight ahead® until you
reach the end of the corridor and then turn
left®. His room number is 2334. You can’t
miss it ® Do you follow me?®

The Man; Yes. Thank you very much.

Secretary: You are welcome, ®

' 3. How’s Life?

Mike: Hello, Kate] Fancy meeting you here |2 Working a-

gain, are you?

Kate: I’ve got to if T want to keep my job.

Mike: How’s life? All right?

Kate; Yes, not too bad, thanks. And you?
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Mike ; The usual thing®. How is George?Haven’t seen him
for ages®.

Kate: He is out on business. Probably he’ll return tomor-
row.

Mike: Give my best regards to him®and ask him to come
to see us.

Kate: I will. Thank you.

4. What Brings You Here? ;

John: Hi. Peter,

Peter: Hi. John. What a surprise! What brings you here?

John ;: I’m just passing by your office. So I stop in and look
you yp 2

Peter; How’s business? .

“John: So—so.®

Peter: Is there anything I can do for you?

John: Yes, I wonder if you can do me a favor?®

Peter: Glad to do what I can.

IESE (

John: I want to order a container of &3 ;amxcé“,@ﬂorcela 7
cups , to be more %ﬁacﬁﬂbﬁb you happen t6 khow
anyone in this line?®

Peter: Well. let me see. I have a friend who runs a ceram-
ics factory. ®I'll pull strings for you. ®

John: When can I expect a reply from you?®

Peter; How about tomorrow?®

John: Fine. Just remember, I'll depend on you. ®

Peter; No problem®. Leave it to me. ®O. K. f there is
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nothing else, I’ll go back to my work.

John; OK. Bye. See you tomorrow.

1.

. Notes: (JEf#®)

Is there anything I can do for you: What can I do for

you? At 2EBERHG?

2. Take a seat:; Sit down. F%

Long time no see ; Haven’t seen you for a long time .

AiE, AET.

. Going from bad to worse; getting worse and worse. &

AT
What a surprise: I didn’t expect it . H &

. What brings you here: What makes you come here? s

AR IRK AR ?

7. Pass by: go by . Bt
8. Stay fine: remain fine. (XX {RFFIFEH
9. Get along: advance. &

10.
11.

12.
13.
14.
15.
16.

On business:; 25

Be buried in /Bury oneself in : be busy doing sth. #
LFHE; LTRE

Yes? ft4FH?

Mind doing sth. : RS

Go straight ahead: Keep straight on . B ERTE
Turn left/rignt : BZH B M AR

You can’t miss it : You’ll find it. R EGEIREIFRHL
He
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17.
18,

19.
20,

21.
22.

23.

24.
25.
26.
27.

28.
29.

30.
31.

32.
33.

Do you follow me? =Do you get it ? {RIFEIE TIg?
You are welcome ; Don’t mention it . That’s all right.
AR, ,
Fancy meeting you here: I really didn’ expect to see

you here. HEBIIEX JLRAEFIF.

The usual thing; As usual. FIZEH—#, MTAER

ED

For ages: for a long time. fRA
Give my best regards to sb. =Remember me to sh. or °
Say hello to sb. {2 M AR,
Look sb. up : find and visit sb. in the same area. 3
RFHHEA | |
So—so; neither good nor bad TR, —&
Do sb . a favor: help sb. #H¥ A —I T
A container of ceramics; — M HEEHH KL
To be more exact; to be more specific 148 ¥E Bik—
=4
In this line: in this field. 7EXA~41
Pull strings for sb ; help to know each other £33 A %t
LB
Run a factory: manage a factory p L)
When can I expect a reply from you ; when can I get
an answer from you ff ZBHMER AFBR{R {1 E{E 2
How about: What about? B4 H? (EXRER)
11 depend on you ; Ill count on your help. 2
PRoH
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34. No problem. [0
35. Leave it to me ; I'll see to it. X FELAZLFHIE,

T IR A B 1R

FEZEHT, B, T BER. BilE SRR
HEEMNHZTFR. FAXBAR, HEERREFBAGHF
T30E, Eib, FEXTENAMRALNEE.

1, Visiting Card (E R

ERFELS, ATEFHIRLEAS, KEERLR
HIR. ROWERASA. SAZAR. HEEHR. WEBA
+, UREFERTEAR, GRERESHMERSLF . EHlE
ZRE, EAMBFEEZAFPE, SEETHEAMT. 4
S %%mé%,ﬁﬁTUML“%E”“iA”“¢ﬂ”
“Tk” FHROE, wETLUR.

&R EETUMAEE LEs. BUR. &miumzw,
AMBEFFHEER TEYT., —F{NE, ®WERMARNSR
B, BFEL, FHEK: WEAFHGS R, WEf, R
W ERAMHAHEL, FRER. EREFER/DER,
BlIEhiE, EABFZBE. AR L FE kA s 55
B, MERELTAL, EERELATAL.



Example One

American Consulate General GuangZhou
Wen Meiying (Bachelor of Arts)
- Dongfang Hotel 11th Floor Tel:

69900

: 1096

Guangzhou, China Ext

RE)MNESEE

XM % et
PE MR RS 118

HL3%: 69900 %% 1096

Example Two

DR. LING LIMING

CHIEF ENGINEER
International Mining Machinery Institute
186 Evergreen Avenue Phone
Changsha, Hunan, China

: 82917

H R WWHLRBF 5 BF
BB
AR
FTEMEKY B3
HHEKE 186 & 82917




Example Three

PROF. CHARLES CONDON
NEW YORK UNIVERSITY, U. S. A
HOME ADDRESS:
396 MADISON AVE. PHONE:
NEW YORK, U. S. A 29871

Example Four

Introducing Mr. George Smith®
. Mr. John Lee
18, Ladbroke Terrace,
London, N. W. 4

Example Five
@

To inquire

‘ Mr. John Lee
18, Ladbroke Terrace,
London, N. W. 4.

_ Example Six

With compliments®

Mr. John Lee
18, Ladbroke Terrace,
London, N. W. 4,

2. New Year Card and Christmas Card (IR FoX
®HA)
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