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Greetings and Introductionsp

@L Warming-up Exercises

Phonetics
Objective. Distinguishing words with similar sounds

beside the word you hear on the tape. The word will be read to
you only once.

ﬂ You will hear one word read from each group. Circle the letter

1. carry (A) 2. box (B 3. tin (&) 4. cup (B)
5. veal (O) 6. group (A) 7.clay (D) 8. done (D)
9. scare (O 10. sag (A) 11. true  (B) 12. teases (D)
13. debt (B) 14. pine  (A) 15. mesh (C) 16. hate (B)
17. paid (A 18. crane (O) 19. phrase (O 20. spot (B)

@ You will hear one word read from each group. Circle the letter
beside the word you hear on the tape. The word will be read to
you only once.

1. could (C) 2. Dutch (B) 3. theme (C) 4. glue (D
5. cream (A) 6. skim (O 7. raid (D) 8. pit (A)
9. form (O 10. spout (B) 11. here (B) 12. lest (D)
13. while (O 14. wage (A) 15. heart (D) 16. seeks  (A)
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17. moss (D) 18. hat (D) 19. wake (D) 20. fare (A

¢1L Conversations

ﬂ Listen to the following short conversations twice and fill in
the blanks with the missing words.

1. Receptionist : Excuse me, Sir. Will you spell your name please?
Customer . Yes, Pratt. P as in Paul, R-A, double T.

2. Woman : Allow me to introduce myself. I’'m Susan Saris, your guide
from Shanghai Travel Service.
Man : How do you do, Miss Saris. Glad to meet you.
3. Man : Who is that man over there?
Woman : He is the general manager of our company. Let me introduce
you to each other.
4. Man : 'm Mr. Carter, your new bookkeeper.
Woman : Welcome to the firm.
5. Man : Good afternoon. My name’s John Hanson, president of Boston
Foreign Trade Company.
Woman . Pleased to meet you, sir. My name is Zhang Ling. I'm the

manager here. What can I do for you?

@ Listen to the following short conversations twice and choose
the right answer to each question you hear on the tape.

1. Woman : Thank you for introducing your manager to me. Would you please
spell his name for me?
Man : Sure. W, double O, D-B-U-R-Y.
Question : What is the manager’s name?  (B)



2. Woman
Man
Question .

3. Woman

Man

Question ;
4. Man
Woman

Question .
5. Man

Woman

Question .

“Illl 18 Greetings and Introductions

: Have you met Marge yet?

. We’re from the same town.

What does the man mean? (C)

. Tom, I'd like you to meet my sister, Sarah Johnson. Sarah is also

in computers — software development.

. Nice to meet you, Sarah. I believe we actually work for the same

company although in different sections.
What do Tom and Sarah have in common? (D)

. Is your secretary’s name Miss Pond or Mrs. Pond?
. Miss. She isn’t married. And by the way it’s Bond. B as in boy,

O-N-D.
What is the secretary’s name?  (C)

. Do you know Kathy’s sister?
. Of course I do. She’s the most talkative person in our office.

What can we learn about Kathy’s sister? ~ (A)

@ Listen to the following longer conversation twice and com-
plete the form with the information you hear on the tape.

(Marie has moved to a new apartment near her office. She is at the post
office now. A clerk is helping her fill out a change-of-address form. )

Clerk ; What’s your name, Miss?

Marie: Smith.

Clerk ; Smith?

Marie; Yeah. That’s my last name.

Clerk : Oh. First name and middle initial?
Marie: Marie T. Smith.

Clerk : How to spell it?

Marie: M-A-R-I-E.

Clerk : What’s your address?

Marie: The old one or the new one?

Clerk ; Give me the new one first.
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Marie. 8324 Powell P-O-W-E-L-L Street.

Clerk : And where’s that?

Marie: That’s Los Angeles, 90069.

Clerk : And what was your old address?

Marie: 802 University Avenue, Los Angeles, 90308.

Clerk : When do you want your mail at your new address?

Marie: Can you start tomorrow?
Clerk : Okay, that’s April 1. Sign here, please.

a 2o
S First Name, Middle Initial, Last Name .
2 Print or Type Marie T Smith Zip Code
No. St. City
Old Address 802 University Avenue Los Angeles 90308
No. St. City
New Address 8324  Powell Street  Los Angeles 90069
Effective Date April 1st
Sign Here Marie T. Smith :
k. J

@ Listen to the following longer conversation three times and
answer the questions.

(Jack, Tom, and Bob are new students at Georgia College. They meet in the
student lounge of their rooming house. )

Jack ; Hi! How are you doing?

Tom : Oh, hi ... you’re Jack, right?

Jack ; That’s right. What’s your name again?
Tom : Tom. Tom Taylor.

Jack ; Tom, this is my roommate Bob.
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Tom : Hi, Bob.

Bob : Nice to meet you.

Tom : Where are you from?

Bob : New York.

Jack ; Listen, Tom. We’re really hungry. Do you want to get something to eat
with us?

Tom . I can’t. I have to meet my new roommate, Yoki. I think he’s Japanese.

Bob ; Okay. See you later, then. We're in 211. Stop by anytime.

Tom : Hey ,we’re on the same floor. Mine is 215.

Answers;

They’re Jack, Tom and Bob.

No, he is from New York.

No, they can’t.

Yes, they do.

They want to get something to eat.
He has to meet his new roommate.

3D O s W DN

Listen to the following longer conversation three times and write
down the questions that follow. Then answer the questions.

(David is visiting his home town in Texas. He meets two old friends Sally
and Jane on the street. )

Sally ;: Jane, I can’t believe it! It’s David Brown! How are you?
David: Sally? Jane? Wow! I haven’t seen you two for over a year!
Jane ;: I know. You look great!

David: Thanks.

Jane : What have you been up to?

David: I’ve been doing a lot of things. I'm at Georgia College.
Sally . Really? That’s great!

David: Yeah. I’ve been studying pretty hard so far.

Jane . (giggling) Sure you have. ...
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Sally ; Calso laughing) What’s your major — tennis?

David; Come on! So, what have you been up to all year?

Jane ;: Well, I've gotten married and I have a baby boy now.

David: That’s terrific. Say, you haven’t seen John Nelson around, have you?

What’s he been doing this past year?
Jane : (laughing) Well, actually, I saw him this morning. He’s my husband.

Questions:

1. When was the last time that David saw Sally and Jane?

2. David says he’s been studying hard. What do the girls think about that?

3. David was surprised at the end of the conversation. Do you know why?
Answers:

1. It was more than one year ago.

2. They don’t believe that he would study hard.

3. He didn’t know that Jane and John Nelson had been married.

m Passages

ﬂ Listen to the following passages twice and fill in the blanks
with the words you hear on the tape.

Hello! My name is John Harvey. I'm a manager. This is my office. And
this is Jane. She’s a secretary. She’s typing a business letter. See that man near
the window? He’s our accountant. His name is Jack Smith. Well, it’s time for a

business meeting. Good-bye.

Gretel comes from Austria. She’s eighteen years old. She’s going to stay
with the Clark family for a year. Gretel has come to England because she wants
to improve her English. She works as a part-time typist. She helps Mrs. Clark
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in the house and attends English classes regularly in her spare time.

@ Listen to the passage twice and choose the correct answer to
each question you hear on the tape.

In North America, when people greet each other, they generally say, “Hi,
how are you?” This is NOT a question but rather a greeting. The expected an-
swer is usually short; for example, “Fine”, “OK”, “Pretty good”, “Not bad”.
A long, detailed answer or a negative answer would be strange unless you knew
the person very well and could tell that the person expected more extensive in-
formation. People learning English may think that native speakers are impolite
because they do not stop to have a conversation. But “How are you” should be
considered in the same way as “Hello”. It’s simply a greeting.

What do people say when they greet each other?  (A)

What is not the expected answer to “How are you”?  (B)
What kind of answer is usually preferred in greeting?  (B)
What can be used in the same way as “Hello” in greeting?  (C)

=W DN

@ Listen to the passage twice and decide whether the following
statements are true or false. Write “T” for true or “F” for

false.

Names are used very differently in English and Chinese. In Chinese the
family name or surname comes first, followed by the given names, but in Eng-
lish the given names come first followed by the surname. For example, “Liu” in
Liu Xin is the surname, but in the case of Bill Gates, Bill is the given name or
first name and Gates is the surname. It would be terrible if a foreign visitor was
introduced to Chinese Liu Xin and said, “How do you do, Mr. Xin?” On the
other hand, if a Chinese who was introduced to Bill Gates called him Mr. Bill,
that would be awful too! Titles are attached to surnames in both Chinese and
English. Of course, there are different kinds of titles. In Chinese we use “Lao”
and “Xiao” but you can’t translate those into English. You can’t call your for-
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eign teacher Young Smith or Old Jones or even Teacher Russell. You have to
use Mr., Mrs., or Miss if you use the surname. But often you can simply use
the given name without any title; for example, John or Mary or Richard or Su-
san. It is important to understand that foreign visitors often know little about
the Chinese naming system. You need to understand the differences in order to

be able to explain it to them.
1.F 2. T 3.F 4. F &5 T

@ Listen to the passage twice and answer the following ques-
tions according to the information on the tape.

The easiest way to introduce people is simply to mention their names. For
example, “Mr. Jones, Mr. Smith.” Introduce the younger person to the older
and men to women. Try to pronounce the names slowly and clearly. In the
United States it’s customary for the men to shake hands when meeting. If a
woman extends her hand, a man should shake it. If not, he should simply bow
slightly. Men always stand up when being introduced. Women remain seated.
However, a young woman should stand when being introduced to a person much
older than she or in a higher social position. When you introduce people, try to
give a little information about their backgrounds. For example, “This is Mr.
Rogers. He’s a reporter on the Times.” This will make it easier for them to

begin a conversation,

Answers:
1. The easiest way to introduce people is simply to mention their names.
2. Yes, it is.
3. When a woman doesn’t extend her hand, he should bow slightly.
4. A young woman should stand when being introduced to a person much older
than she. ,
5. Because this will make it easier for them to begin a conversation.
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Supplementary
Exercises

ﬂ Listen to the conversation twice and fill in the blanks with
the words you hear on the tape.

(It’s Sunday afternoon. There is a knock at the door. Mrs. Horgan’s col-
league, Mr. and Mrs. Smith have arrived. Mrs. Horgan lets them in and they
greet with each other and shake hands.)

Mrs. Horgan :
Mrs, Smith
Mrs. Horgan :

Mrs. Smith
Mrs. Horgan :

Good afternoon, Mrs. Smith. How are you?

: Very well indeed, thank you, and how are you ?

Quite well, thank you. How’s your mother, Mrs. Smith? I hear
she’s not been very well.

. No, she hasn’t, but she’s much better now.

I’'m glad to hear she’s getting better.

(A few minutes later, there’s a ring at the door. It’s Virginia Coleman,

Mrs. Horgan’s niece .)

Mrs. Horgan

Miss Coleman
Mrs. Horgan

Mrs. Smith

Miss Coleman .

Mrs. Horgan

Mrs. Smith

. Excuse me, please. I think that’s my niece at the door. ... Hel-
lo, Virginia, my dear!

: I’'m glad to see you. You do look well.

. T don’t think you've met each other before. Let me introduce you.
This is my niece, Miss Coleman, Mr. Smith and Mrs. Smith.

: How do you do?

How do you do?

. And now let’s have some coffee. How do you like your coffee,
Mrs. Smith?

. One lump of sugar and some milk, please. I like white coffee,

but my husband prefers black coffee.



