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This section is to test your listening ability. In this section, you will practice listening to
sentences for proper responses, listening to short dialogues for best choices and listening to a
short passage for specific words.

Part 1@

Directions: This part is to test your ability to give proper responses. There are five recorded
sentences in it. The sentences will be spoken twice. When you hear each sentence, you
should decide on the correct response from the 4 choices marked A, B, C and D.

1. A. Hi, John. B. Goodbye.
C. This way, please. D. You are right.
2. A. You are so kind. B. It’s nice to see you, too.
C. That’s OK. D. No problem.
3. A. I don’t know. B. It’s a pity.
C. Maybe. D. Pretty good, thank you.
4. A. It’s my pleasure. B. She’s OK. Thanks a lot.
C. See you later. D. Yes, please.
5. A. Very well. B. Have a good time.
C. Good afternoon. D. Not at all.
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Directions: This part is to test your ability to understand short dialogues. There are 5 recorded
dialogues in it. The dialogues will be read twice. After you hear each dialogue,

you should decide on the correct answer from the 4 choices marked A, B, C and D
according to the question.

1. How is Bob?

A. He is fine. B. He is tired.
C. He is not well. D. He is busy.

2. What is the relationship between the two speakers?
A. Patient and doctor. B. Waitress and customer.
C. Husband and wife. D. Teacher and student.

3. How is Tom’s business?
A. Pretty good. B. Terrible.
C. Not very good. D. Even worse than before.

4. What is Peter by profession?

A. He’ a secretary. B. He’s a teacher.
C. He’ a doctor. D. He’ a singer.

5. Which floor does Tom’s new neighbor live on?

A. The fifth floor. B. The fifteenth floor.
C. The fourth floor. D. The third floor.

Part3@

Directions: This part is to test your ability to understand a short passage. The passage is given
with some words or phrases missing. It will be read three times. During the second
reading, you are required to fill the missing words or phrases in the blanks according
to what you have hedrd. The third reading is for you to check your writing.

Business Etiquette in Europe

Handshakes are standard business 1 gestures throughout Europe.
European handshakes are usually 2 before and after every meeting, ;
no matter how many 3 you've already had. European handshakes
are 4 than those of the United States. You will not find a lot of back-
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slapping at 5_ time. In most European countries, handshak
6 i

It’s unusual in Europe for people to use 7 names immedj
Wait until a European asks you to call him / her by his / her first name or
a familiar 8 ~of address with you. Titles are always 9____
Europe. For example, professors and doctors are 10__
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In this section you will learn how to greet people and give responses when meeting them. You
will also learn how to make a self-introduction and introduce people to each other.

Part 1 Listen and Repeat &

Directions: In this part you will learn some useful expressions. Listen to the following sentences
and repeat, paying attention to the pronunciation, stress and intonation.

Pt e e fed ek ek el e

I I S

How do you do?

I’'m glad to meet you. / Nice to meet you.

How are you?

I’'m very well, thank you!

Long time no see. / Haven’t seen you for a long time.
How are you doing?

. Everything is fine!

How is your vacation / holiday / Christmas Day / weekend?
Not bad! / Just so-so.
How are you getting along with your work?

. First let me introduce myself. I'm Peter White. I work in the Marketing Department.
. Hello, allow me to introduce myself. My name is Jeff.
. You must be Mr. Freeman. I'm Simon Bruce from Holiday Inn.

May I have your name?

. How do you spell your last name / first name?
. Jane, this is Tom. / Tom, this is Jane.

I’'ve heard so much about you.
I'd like to introduce our teacher, Mr. Right.
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Part 2 Learn and Imitate

Directions: Read the following sample dialogues and perform Role Play with a partner.

Sample o

David:
Alice:
David:

Sample o

Amy:
Mike:

Amy:
Mike:

Role Play

Hello, allow me to introduce myself. My name’s David Jones.
Very glad to meet you, Mr. Jones. I'm Alice Green.
Nice to meet you, too.

Hi, Mike. Long time no see! How are you getting on with your new
job?

Quite well, thank you. How about you?

Not so bad.

Amy, may I introduce my colleague? This is Janet Brown, the General

Manager. Janet, this is Amy Carter, a fashion designer.

i

Situation A: Imagine that you are meeting a software designer from the USA at ¢

the airport. Both of you will give self-introduction. i

Situation B: Introduce your colleague to Mary.

allow /a'lau/ v, #.3%
excuse me T —TF
expect /1ks'pekt/ v, #9£F
hear about ... ¥t

I'd like to ... $&A8--

Useful Words and Expressions

introduce /,intra'djus/ v, 4~43
meet /miit/ v, ¥ %

pleasant trip b &9 384T
software designer k3% it )i
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Part 3 Presentation @

Directions: This part is to practice presentation skills. Please give a brief introduction to the Inner
Mongolia Library with the information given below.

Library Hours:
Monday — Thursday
830 AM - 11:30 PM
230 PM - 10:00 PM
Saturday and Sunday
900 AM - 10:00 PM
Address: 34 Wulanchabu West Street
Hohhot. Inner Mongolia 010020
Tel: 0471-12345XX
Fax: 0471-12345XX

e —

Section I RAUgilT4

Business Card 8
SH- #4 3£ 7% £ 3£ A business card, name card, visiting card, calling card
F.AREEDP, XBLEARA-ARAATLRELYGES, L3150

TR, HATHBHP ERIRRA LR, IRBREH LK
XEFRAE, B BWPEHEH,
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Part 1 Try Your Own Hands @

Do you know what
items a name card

usually contains?
Can you design a name

. card for yourself? Exchange

Part 2 Sample @

— KB LN LB THS: AAM L (name of the person) . BR4L / 3R
#r / k47 (position / tie ) . 28] &4k (name of the company ) . 28] 34k (address of
the company ) ###f% (postcode) . w55 # ( telephone number) . F#.5# ( mobile
phone number ) . 4% A% # (fax number ) o F 984 (e-mail address) . #l4:

Export Department ?

Qiyan Mechanical & Electronic Products Trading Co., Ltd. ;

|
. . r

Liu Xiaodong

b

Deputy Manager |

Address: No. 999 Jichang Rd. Baiyun District, Guangzhou
Guangdong Province, 510800 China

Fax: 020-12345XX

E-mail: example@qybiz.com

Tel: 020-12345XX

Mobile: 13812345XXX




Unit One Hello, Hi!

Notes:
a%: *‘T‘&ﬂ:éﬁgﬂr
L s — AN B KRBk, ;
—RMAA: B EST — VT — A —RT L — 4 (M) ¥ —BAE
Flat / Room xxx / No. xxx / xxx Road / Street, xxx City / xxx Province / xxx
Postcode / xxx Country,
2. AR L, R pERELE, MRTEHELRTHFE, LAER—1T.
3. WEMAL, WL —REEHT,

Part 3 Writing Practice >

Directions: This part is to improve your English writing skills. Design an English business card
according to the information given below.

e —_———

PERIES R AT RO AR T2 nlfﬁiﬁ"‘li

B &
z ®

vl WSEEPERIESRR TR 1265
HLi%:  0471-12345XX
fEEL:  0471-12345XX
| Fhl:  13812377XXX |
} HL B4 :  example@hotmail.com I
l hB&i: 321xX |

&~ = TR Y = = o T
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EXxaE

The manager arrived.
2837,
All staff will come.

FiA i ARk

EiE+IR1E
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The bosses talked happily.
AN & A 3K
Prices have gone up excessively.

s 2 & bk,

(&R)

FiE+IRE+ K

I’ll offer some background information.
BERB—EHFLEE,

They are discussing a plan.
AL — AN R

FiE+ A BN+ KI5

They look worried.
AR RBRAEE,
They are happy.
AR S o

|

i

FEL BB EE RS

They gave me a contract.
AT H—0EF,
We gave them a warm welcome.

FA A Aotk A

| FEHIE+ B EIE+ B EE

He bought a computer for me.
B RET &0k,
We gave a warm welcome to them.

FAV B MR T 4T,

B4R B+ KB+ RIEANLE

They made the boy work 16 hours a day.
WAL ARAS 5 24 R TAR164N ) B o
They ask us to work hard.

AL EATE A T,

There be &) %

There is / was + £i& (T %]
FHERTHA) ...

There are / were + E£i& (T4 %
#EEH) ..

There is an important meeting today.
SRA—ANEELN,

There are about 300 workers in our company.
FAVNEAAL3008 LA,




Unit One Hello, Hi!

Directions: This part is to test your English grammar on basic sentence structures. Do the following
tasks according to the instructions.

Task 1  Analyze the following sentence patterns.

Both of the managers speak loudly and clearly.

In her bag there is a passport and a business report.
You may see a girl working there.

The secretary has offered a timetable to each visitor.
They will meet at the hotel later.

Mr. Turner is famous.

You could simply call me Jeffrey.

Our department leader has bought Margaret a present.

Task 2 Correct the errors in the following sentences.
1. There is a number of ways to report what people say.
Could you tell to me something about your department?
I frequently feel weakly and dissatisfied with myself.
The Department of Environment shows how important this issue are considered to be.
In our office have many computers and printers.
They reported him be the best man for the job.
The Canadian CEO made everyone to laugh.

0 FHINRCAR S LR TROR gt

We’ll stop the meeting now if there are nothing else to discuss.

Task 3 Translate the following sentences into Chinese.
1. They work extremely fast.
2. Their headquarters are in Beijing.

3. The demand for foods and services is lower this year.
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Can you do me a favor, please?

I want to see the manager in charge.

She asked Tom why he didn’t attend the meeting.
Do you often send e-mails to your friends?

They failed to reach an agreement.

Directions: This part is to test your reading ability. There are 8 tasks for you to fulfill. You should

10

read the passage carefully and do the tasks accordingly.

- A
N

Cultural Differences in Greeting People

=
Pl

W can find some cultural and social differences when we hear how people
introduce themselves to each other. We should pay attention to these differences.
Generally speaking, British are a little formal. They usually shake hands and say “how
do you do” when they meet for the first time. Americans are somewhat casual.
They may start a conversation without being introduced.

A Chinese name is hard to pronounce for many foreigners. So you should
make it as simple as possible in the
introduction. Probably, it will make
things easier for foreigners to pronounce
your name correctly. The form of address
does not matter very much to Americans.
You may address a young American as
“Mr. Johnson” or “Tom”. However, you’d

better address an elder by his or her title.

In the business world, a person of lower
social position is usually introduced to a
person of higher status.



