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Unit One
Greetings and Introductions

Background Information

With the development of China’s economy, more and more foreign
businessmen and investors come to China, especially the coastal cities, so
business English becomes popular. It is common knowledge that no com-
munication, no trade relations, so greeting and introduction are the first
things to leam.

There are formal greetings and informal ones, but when we meet for-
eigners at the airport or railway station, we’d better u‘:e formal ones to
show the politeness and sincerity. And at the same time, don’t forget the
introduction. You may often find yourself in this situation when you and
your superior meet a foreign delegation. First, introduce yourself, then,
your superior to the foreigners. When foreigners introduce themselves,
you should respond to them correctly and properly. That may be the be-
ginning of a friendly relationship. |

Now, we're marching towards the 21st century, so we should make
use of every opportunity to introduce China’s bright future to foreign
friends. Greeting and introduction are the very beginning of communica-
tion. And do remember, “Well begun is half done.”



Useful Phrases and Expressions

Greetings:
Hi!
Hello!
morning.
Good; afternoon.
evening.
nice
glad to meet you.
pleased

happy
How do you do?

How are you?

Hello,

How are you doing?
How are things going?
How are things with you?
Excuse me, (but) aren’t you Mr. Hood?
Aren’t you Mr. Hood?
It's Mr. Hood, isn’t it?
Response ; |
Nice to meet you, too.
I’m very happy to see you again.
It’s a pleasure.
’m glad to have had the opportunity to meet you.
Just so so0.
Not bad!
. 2 .



The same as usual.

Pretty good.

Quite well.

Fine.

Okay .

Everything is all right.

Introductions ;
introduce

May | [ Mr. Hood, ... (title)?

present
Mr. Hood, ... (title).

my director, Mr. Hood.
you to meet Mr. Hood, ... (title).

I'd like { . i
to introduce Mr. Hood, ... (title) to you.
Ms. Robin, this is Mr. Hood, ... (title).

I take great pleasure in introducing Mr. Hood, ... (title)
It is with great pleasure that I introduce to you Mr. Hood, ... (title)
My name is George William from ... (s0-and-so. Co.)
Let me introduce myself. I'm George William from... ( so-and-so. Co.)
Response;
How do you do?
pleased
delighted
Pm4 to meet you.
glad
happy
heard so much
I've about you.

been told a lot
I've often heard about you.

Allow me to introduce you to{



I know you very well by reputation.

It’s a privilege to know you.

I'm happy to make your acquaintance.

I’ve been looking forward to meeting you.
longing

I've been{ to meet you for a long time.

wanting

Ask for the trip:
pleasant
Did you have a { journey?

good
Did you have a smooth flight?

Did you have a nice trip?

Did you have a good time on your way here?
Response :

I felt a bit air-sick.

a little bumpy.

The flight is{ )
quite smooth.

The landing was very smooth.

The plane has made a perfect landing.

The plane has rocked quite a bit, but it doesn’t matter much.

Wishes

I hope you’ll have a pleasant stay here.
weekend

Have a good{holiday in Shanghai.
day

Enjoy yourself.

Have a good time.

4 .



Sample Dialogues

Gao:

Baker:

Gao:

Zhong;

Baker:

(;80:

Baker:
: That’s wonderful. How long will you stay here?
Baker:
Zhong:;

Baker:
Zhong;:

Dialogue One

(At the Airport)
Excuse me, aren’t you Mr. David Baker from Thailand?
Yes, I am David Baker from Thailand Sonny Trading Company
L.
Nice to meet you, Mr. Baker. I'm Gaojian from Shanghai Light
Industrial Products Import & Export Corporation, and this is Mr.
Zhong, Deputy Manager of the Export Department .
Hello, Mr. Baker. Welcome to Shanghai. I’ve been looking for-
ward to meeting you.
How do you do, Mr. Zhong? ( They shake hands. )
It’s very kind of you both to come and meet us at the airport.
And here are the other two delegation members, Mr. Clark and
Mr. Scott. ( They greet each other.)

: Did you have a good journey?
Baker;

Well, not too bad. It was a bit bumpy as we landed. I think
there were some low clouds.

Is this your first trip to Shanghai?

Oh, yes. But I came to Guangzhou and Xiamen last year.

About a week.

Good, you’ll have enough time to visit The Autumn Commodity

Fair and our corporation. In the interval between the visits, we

may arrange some sight-seeing for you.

Thanks a lot. You're very thoughtful.

You're welcome. You must be fairly tired and need a good rest

after the flight. I have a mini-bus waiting outside. Let’s go
5.



Baker .
Gao H

Wilson:

Lin:

Wilson :

straight to the hotel first.
That sounds a good idea.
Would you follow me? This way please.

Dialogue Two

(On the Way to Hotel)
Here is our car. Please get in and have a seat.
Is Shanghai Honggiao Intemational Airport far from the down-
town?
No, it only takes about 20 minutes. Shanghai’s traffic has devel-
oped rapidly. Now, we’re on the viaduct. Shanghai not only has
the famous Yangpu and Nanpu bridges, but also underground
tunnels across the Huangpu River, metro, express ways, first-
class highways, and Inner Ring Road. And Outer Ring Road is
now being built.
That sounds fantastic.
We’re now paying attention to the infrastructural facilities, espe-
cially the urban traffic network, for it lays a solid foundation in
ensuring the city’s high-speed economic development.
I think it is a wise decision. I heard that Shanghai has been de-
veloping very fast in the past few years. Could you tell me some-
thing about that?
Certainly. Since 1990, Shanghai has been pushed to the forefront
of China’s reforms and opening. She has become an ideal place
for foreign investment because of the favorable policy. Foreign
investment has been developing at an unprecedented speed. In

addition, a lot of joint ventures, cooperative enterprises and



Wilson H

Wilson H

Lin;

Cao:

Reed:

Cao:

Cao:

Pan:

world-famous MNCs have been set up, some of which have made
much bigger profits than their original investment. So now more
and more overseas businessmen and investors are coming to
Shanghai .

That’s great. By the way, do you have any policies, laws and
regulations on foreign investment?

Sure. I happen to have a book, China Investment Guide,
Shanghai Volume , with me. You can keep it and read it close-

ly.
Thank you very much.
My pleasure.
Dialogue Three
(In the Hotel Room )

Good moming, Mr. Reed. Did you have a good rest last night?
Have you recovered from your long tiring journey?

Why yes. 1had a good sleep last night and I enjoyed it a great
deal. The service here is good and the food is very much to my
taste. In short, it is an excellent hotel,

Very glad to hear that.

Oh, Mr. Cao, thisis ... 7

Oh yes, Mr.Reed, this is Mr.Pan, Chief of Foreign Investment
Department.

It’s a pleasure to meet you.

The pleasure is mine. Shanghai is really an attractive oriental
city. Although I came here two years ago, I can hardly recognize

it now.



Pan:

Reed;

Cao:

Reed:

Pan:

Reed:

Pan:

Cao:

Cao:

You're right. Shanghai is changing every day. She is embarked
on her mission to become a major international economic, finance
and trading centre. We warmly welcome international businesses
to establish more operations in Shanghai and participate in the
development, including that of the Pudong New Area.

Speaking of Pudong, one of my purposes here is to inspect the e-
conomic and investment environment in Pudong. Could you give
me a brief introduction?

You’re lucky, Mr. Reed, for you've found the right person. Mr.
Pan has been working in Shanghai Pudong New Area Administra-
tion Committee since the very beginning.

Really, would you please?

In accordance with the principle of “overall planning, starting on
the development of subzones and rolling development”, the four
key subzones of Lujiazui Financial and Trade Zone, Jingiao Ex-
porting Processing Zone, Waigaoqiao Free Trade Zone and
Zhangjiang High-tech Park which started development early, are
in the full swing of development and have achieved substantial
progress.

That’s exciting.

In addition, Shanghai has Minhang, Hongqiao Economic &
Technological Development Zones, Caohejing Hi-tech Park and
Xinghuo Development Zone .,

That’s terrific. When can I go to visit those places?

Don’t worry about it. We’ve drawn up a tentative program for
your stay here.

Thank you very much. You're very considerate.
My pleasure.



