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Part One Office Etiquette
F—#b5s BN

Unit One Greetings
F—8IL [E

Dialogue One XJi&—

A: How do you do?
IRaf!
B: How do you do?
4!
A: I'm George Smith. Nice to meet you.
TG - S EHT, E B NP4,
B: I'm Mike Drum. Nice to meer you, too.
FoR A v EhIK . R B
A: I'm looking for Mr. Chang from Shanghai Textile
.1 -



Import and Export Corporation.
R Ly R ahifF i O R IEAE
B: There’s no one by that name here. You must have

made a mistake.

XEEAEXTN FR—ERFHT
A: Sorry to have bothered you.

R ITIR T .
B: That's all right.

BXRER.

Dialogue Two X{i§

A: Hello, Jim, nice to see you again.
=08, RE X BR,

B: Nice to see you, too, Mary. I haven’t seen you for
ages. How is every thing going on?
HBag, KL BRBEXABR FAARRT ., —I8EF
e 7

A: Not bad, and yourself? I thought you were in Ameri-
ca.

AT ARWE? B LA R e 3 E W !

B: I was. | came back here last week on vacation.

RET . BEFFERER.
c 2 .



B:

B:

. How's life over there?

TEAR AT B A F
It"s great. | got married.

bR 1. RGBT .

: Oh, congratulations!

BLA R
How would you like to have a coffee and talk more?

FRATEE SR EFWE AR

: Why not?

G-I

Dialogue Three X1i&=

A

B

A

13,

Hello! How’s everything?

W, —tnnrgs?

K. How about you?

Y U

| just got back from my business trip. [’ ve been very
busy recently.

FRMI A 22 B0 5k, fe il — BRI .

Where have you been?

REHILT 2

A: Los Angeles.



: How was the weather?

B RIEAR?

: It was sunny. | enjoy sunny days much better than

cold ones.

—HBREEH . REREM, ARKERE XK.

: Me, too. You work too hard. You really ought to

take some time off.

KRR IFRFET, EMIZHILK,

: 1 will. Thank you for your concern.

bFRT . BHEER L

Useful Expressions # %

[ . FTAREITEORIRIEZARE:

I.

How are you doing?

R4 2

. How are you getting on?

PR ?

. How are you getting along these days?

SIS T/ = e

. How’s it been going?

R af- g2
.4.



. How’s everything with you?

— ) A &f?

. How’s everything going these days?

i 3 - 1T 477

. How was your week/ day?

X (5 K) 137

. How’s the family?

PRAENGFE 2

. How is your business?

G-V '3 L

10. 1 hope all is well with you.

TR — VAR EF !

11. I trust you’ re keeping/ doing well?

AR5 1L 18 47 IE 2

. AI{ERAEIEER:

l.

Quite/ very/ extremely well.

1&%3

. Fine/ All right.

HQ

. Great/ Pretty good/ Terrific.

R T .

. I"'m doing well.



FKIREF .
. So-so.
EAT
6. Just surviving.
B e E
7. The same as usual.

A

Notes ¥

. etiquette [etiket ] 2. #L37, FLAX

. business [ 'biznis] n. & W5 , Bl , LKL HF

. ought [ot; ] o Wik

1ake some time off K § —EBH}[A]

. {or ages: for a long time R {<HAT]A]

. must + have done XTI ZHHELHEHE HN, ¥

L 4 TR M A N

o



Unit Two Introductions

BRI 48

Dialogue One XJiF—

A: Hi! I don’t think we’ ve met. I'm Jane Harris.
fRaF . BRI, FRZ IR - B,
B: Hi! I'm Ted Johnson. Nice to meet you.
IR RO R E - etk . REIOARIR,
A: Mr Johnson? I have often heard about you.
LYREbEA 7 AN TR,
B: What did you hear?
XFa?
A: Compliments and so on.

2z,

Dialogue Two X{iF

A: Jane, do you know Bob?
2, RN R s g 2
B: No, I don’t believe I’ ve had the pleasure. How do



