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What You Should Learn to Do

1. Greet people and give responses: first
meeting and meeting again
Exchange personal information: name
address / telephone number / job / study
Introduce people to each other
Meet people at the airport

Say goodbye to others

Greet people in different languages

Write a business card

What You Should Know About
Etiquette of meeting and introducing
people
Etiquette of exchanging business cards

Basic sentence structures




4 Section | 7alking Face

Imitating Mini-Talks |

Speaky and| Recite)

1 Work in pairs. Practice the following mini-talks about greeting and introducing people.

1) Meeting People for the First Time
A: Hello, David Green! I'm Lily Zhang. A
B: Hi, Miss Zhang! Nice to meet you.
A: Nice to meet you, too. Mr. Green.
B: Oh, please call me David.

2) Exchanging [N o

A: How do you do, Prof. White? Glad to meet you.
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B: How do you do, Prof. Wang? Glad to meet you, too.
A: Here is my business card.
B: Thanks. This is mine.

3) Introducing Friends
A: May1 my friend Lily? She is from Class One.
B: Oh, hello, Lily. I'm Jack from Class Two.
C: Nice to meet you.

3
o

B: Nice to meet you, too.

4) Meeting People Again
A: Hello, Waters. How are you these days? #4%
B: Fine, thanks. And you?
A: TI'm fine, too.

5) Saying Goodbye
A: Thank you for the nice party, Lin. We really had a £A
very good time.
B: I'm glad you enjoyed it.

b

: Thanks for inviting me.
B: Thanks for coming.




Unit One Hollo, Hi!

Acting out the Tasks _

Speaks and| Rerform;

2 Work in pairs and act out the tasks by following the above mini-talks.

Exchange business
cards with Mr. Green.

Introduce an English

teacher to your Greet your ‘business

classmate. partner, Mr. Johnson,
at a trade fair.

Studying Business Cards

Study, andj Imitate;

3 Business cards are very useful for introducing people. Read the following cards
carefully and try to use the information to practice short dialogues.

I'm Michael Breen. Please

Sample 1 call me Michael. F .- ‘_, - pa
Department of Social Linguistics
Pittsburgh State University @

Dr. Michael Breen
(Dean)

Address: 1701 South Broadway, Pittsburgh State
University, Pittsburgh, KS 66762

Tel.; 316-231-2750 E-mail: alright@263.net
Fax: 316-231-2756



My name is Li

Tiegang ... Sample 2

Binhai Electronics Ltd.
Li Tiegang
Electronic Engineer

Address: No. 50 Changjiang Road, Binhai City
E-mail: Itgé@hotmail.com

Tel.: 0411-4673XXXX

Mobile Phone: 1362512XXXX

Following Sample Dialogues B ]
Imitatey and| Rerform;

4 Read the following sample dialogues and try to perform your own tasks.

Meeting People for the First Time

Lu Yang: Hello, nice to meet you. My name is Lu Yang.

Michael: How do you do, Professor Lu? I'm Michael Breen. Please call me Mike.
Lu Yang: Welcome to our department, Mike.

Michael: Thank you. Here’s my card.

Lu Yang: Thanks. So you are here for the research project?

Michael: Yes, Iam.

Jack: Excuse me, are you Mr. Li Tiegang?
Li Tiegang: Yes, I am.

Jack: How do you do, Mr. Li? I'm Jack Green from Zhonghua Technical School.
Li Tiegang: Nice to meet you, Mr. Green. Welcome to our company.

Jack: Thank you. Here is my business card.
Li Tiegang: Thanks. This is mine.



Meeting People Again
< o

Lu Yang: Hi, long time no see, Mike. Do you remember me?
Michael: O, it’s you, Professor Lu. How nice to see you again. How are you?
Lu Yang: Very well, thank you. How is your project?

Michael: It’s going fine. I'm here to present the project report.
Lu Yang: Good. I'm also here for the conference.

Michael: Really? It’s a small world.

A

s

Li Tiegang: Hello, Jack. Haven't seen you for ages. How’s everything?

Jack: Hi, Mr. Li. What a pleasant surprise! I'm fine. And you?
Li Tiegang: Very well, thank you. What brings you here?

Jack: I'm here on business. How are things going in your company?
Li Tiegang: Not bad. How about you?

Jack: Just doing well. Would you care for a drink?

Putting Language to Use

Speaky¢ andf Complete)

5 Imagine you are meeting an English teacher from the USA at the airport. Read aloud
the following dialogue with your partner by putting in the missing words.

You: Hello, are you Prof. Smith from the United States?

Mr. Smith: Yes, Robert Smith. Please call me 1 .2 for meeting me
at the airport.
You: My 3 . Welcome to China. My name is Zhang Lin. 4
my card.
Mr. Smith: Thank you. Here is mine. And 5 my wife.
You: 6 , Mrs. Smith?
Mrs. Smith: How do you do? It’s nice to meet you. Please 7 Mary.
‘ou: How was the 8 , Mary?
Mrs. Smith:  Well, it was OK, although a little tiring.
You: Then let’s get your luggage and go to 9 now.
Mr. Smith: Oh, thank you. It’s 10 of you.
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Speaks and| Communicate;

6 Imagine you are a new employee (&) at a joint venture (& k). Mr. Smith is the
general manager there. You meet him for the first time at the company’s canteen (/7).
Fill in the blanks according to the clues (327%) given in the brackets. Then act it out with
your partner.

You: 1 (5lAef7 iz &) . Are you Mr. Smith?
Mr. Smith: Oh, yes. Simon Smith. Are you a newcomer?
You: 2 (RFHE. F4F., ik Fx, ) . 'm a graduate

from Binhai College. My major is marketing.

Mr. Smith: Very good. 3 (4.7 i)
You: I'm happy to work here. I know 4 ({7 %08 *M‘é’) 1)

Mr. Smith: And you may also know I’m a lover of Chinese food! 5 (%> % 1)

You: 6 (% 2if}) . But I don’t have a card yet. As I go online,
I can give you my e-mail address.
Mr. Smith: That’s OK. Let’s take a seat at this table. I'll take down your e-mail address.
You: Thank you, Mr. Smith. 7 (=i 8 £ &) & ¥l it living@yahoo.com.cn)

4 SECTION 1l Being All Ears

Learning Sentences for Workplace Communication |

Listeny and} Repeat}

1 Listen to 10 sentences for workplace communication cross-referenced with their
Chinese translations.

1) Hello, nice to meet you. Mrs. Waters. 1) %5, WEIRREY:, REEhRA.

2) Excuse me, are you Mr. Green from  2) XFA#E, i ) 554 D\ 22 [ K 1 4% HK 5%
England? He gy 7
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3) I’'m Jack Green from Canada. Here is my
card.

4) Glad to meet you, Paul. Here is my card.

5) How are you, Jack? Nice to see you
again.

6) Welcome to our college, Dick.

7) Hi, long time no see. Do you remember
me?

8) What a surprise to see you here.

9) Oh, it’s you, President Kong. Nice to see
you again.

10) My name is Richard Washington. Please

Uz One_Hollo, Hil

3) AMIMEFRBIARTE - MK, KRR
SR

4) ¥, WEWRRES. XEREAH .
5) 7%, RIFG? FRIKLEIIRER .
6) WGHREIFRAFBE, e,

7) fabF, RIHERET . fREicaaRIe?

8) 7EXH WEIIRELZMaTE
9) M, RAEEWF, FLAK. REMERL
EZI o

10) B FRAELE - LR, oA A

call me Richard. T
excuse W RI%, F7% Canada % X college 5 % |
surprise % & president & %k

Listeny andf Matchy

2 Listen to the following sentences for workplace communication in Column A and match

each one with its Chinese version in Column B.

Column A Column B

1) How are you? Nice to meet you.

2) Hello, this is Professor Kong, our

president.

3) Hi! My name is Peter Green. Glad to
meet you.

a. PRIF, 2998, RECERLENR.

b. B! R¥E. (REICIFHRAG?

c. EXERFIIREZIEARE.




