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Section One

Daily Reception Service

AR AR AR AR AR e A S I

(BEERIRS)

Unitl Greetings and Reception
(- 544%)

Dialogue 1

A: Hello, miss, what can 1 do for you?
B: Where can I open an account?

A Just here. I'll attend to it for you.
B: Thanks.

Dialogue 2

A: Good morning, sir. Can I help you? - 7
B: Good morning. I want to open an account. o
A: OK. Follow me, please.
B: Thank you.

Dialogue 3

A: Good morning, sir. May T help you?

B: Yes, could you tell'me: ' where to change some US dollars into RMB yuan? -

A :Please go to Counter No::8:
B: Thank you. I .
A: It’s a pleasure.

Dialogue 4

A. Excuse me, I would like to see-Miss Wang ih-the Loans Department.



B: May I know your name, pleasc?

A: My name is John Smith. I am from Beijing Trade Company.

B: Just 2 moment, please. I'll see if Miss Wang is in.

A: That’s very kind of you.

B: Sorry. She isn’t in, but she will be back in an hour. Would you care to wait?
A: OK. I'll wait. ) '

B: Plez}s_ev"t‘a!(e'jf sgat,sx\r* >Wc_’_l'll l?t, you know -as soon as she comesfbgck.»

A: Thank you.

Dialogue 5 g T AT

A: Excusc me, but could you help me?

B: With pleasure. What can I do for you?
A Could you, telvl|,jr_r‘16;\_v_\_/_h8re' Il can f_‘mgj }.\/l‘r.‘_\{\/l.lite,? o
B: Sure, miss. Mr. White is upstairs.
A: Thank you very much. ST
B: You are welcome. DO
Dialogue 6 ’ .

A:*Excuse me, but can | withdraw money out of my account for payment in China?
B: Certainly, sir. o ,
A:Would you please tell me my balance?
B: Yes, sir. Your balance is RMB 3,400.
A: Many thanks.

B: You are welcome.

Words and Expressions

T i : )

account n. KP certainly adv. 244RAJ DA

attend v. Ab3 . loan n.  B¥EK g
department n. 7] upstairs adv. TEHL

withdraw v. XHL balance n. 4% '
open an account FF/ change.. .into,.. .- 7

attend to it AL Loans Department, {55838

follow me PRI #K Trade Company 5 /\#]

withdraw money out of my account MR MK/ ek
Notes

1. b 40308 I 4% B L%, FE DAV B8 2 S, — BN L B ek 4,

Good morning;Mr.. Black. Géod cvening, Mrs. Green.



2. X T AEE LA B o [N, %ok 55 LB 20T LA . Good miornidig, sif. Xk B % o7
At : Good evening, madam. Good evenir;g, miss.

3. X T UL T A B T LU s How nice tosee. you again.

4. I'll attend to it for you. kR ~i§1ﬁE’,‘,. |

Role-play for the Unit

PRI ARATIR 5L 30 % 0 B R B
- R )2 W LA FRIE P 5 ‘
N E3IRE WS ESTE YNk ,
- BB % T, G BAERAE 2 LA ek .
TR S S WL, TSR

W N =

Background Knowledge

Greeting Rules ‘ .

Greetings and rcccpvtibon arc very important to the establishment of the relationship be-
tween customers and b_anlg_icl_gz_r,ks. When a customer comes to a bank.vto do some business, it is
polite for a bank clerk to greet him with a smile. For a new cust(;mer, the clerk usually uses
“sir” or “madam”, they are not followed by the name; while for an, old customer, a bank
clerk can use “Mr.”, “Mrs.”, “Miss” and “Ms.” followed by last names.. There may be a

handshake if it is necessary. As a rule, clerks reach out their hands to customers.
i) {& %L 4% o -

IG5 15 B X T ARAT 5 2 o R AR T, M R B AR AT A 55
FRATHR BY N MR R IR LR AL . ARATER B AT LA sir 3% madam 3 FR IR BE A IR, X
ARV RAEHERE A 5 7T LU M., Mrs. , Miss #1 Ms. S5 FERFRIF B QUBIE . R4 BE W
AT LR, BN RHARA ES SHERT.

Words' and Expressions

establishment n.  J3L, 5237 | handshake n. {&F
relationship n. X% necessary adj. By
followed by f{:Ffi# reach out one’s hand to  FEFj5 - #EF




Unit 2 Making Suggestions to Customers

A% PR

e e v

Dialogue 1

> ® > @ >

> P

> ® > ® >

: Good morning, sir. Can I help you?

Good morning. I’d like to open an account.

: What sort of account,do you want to open?

:It all depends. Would you pleaseé make some suggestions for me? -

: Certainly. By the way, do you open the account for your private usé or for your com-

pany? - b P
For our company.

. I see. Then, I suggest that you open a chequing account. We offer various chequiné

accounts. ‘
That’s not bad. What procedures should I take if T want to'open a current chequing

t ! AL T T

account?
. . . . : . 1 s
: Quite simple. Would you please fill out these forms? '

i T

Certainly! Here you are.
. Thank you. Now everything is ready.
Thank you for your help.

: You are welcome.

Dialogue 2

A

W > m >

: Sorry. I will.
A

:gWould you please fill out this form? IIt"s necessary for you to withdraw rrionéy.'

: Ok.

: Oh, I’'m sorry to trouble you, but could you write the sum in words, nat,in figures::

: Yes, I'd love to.

: You’ve got a wrong word here. Would you mind correcting’it? -

Thank you. Here’s your money.

Words and Expressions

sort n.  Fhk : suggest v. AW

depend v. - T . ’ offer v. At
suggestion n.  EY various adj. LK
private adj. FAK procedure n. &7, F4E

4



company n.--/AF | - - odavfigife 2o BE Naes Lo

a bank account 4RATIKF a current chequing account 3¢ ZE 3% # ik /&
make suggestions #EEIN ‘ o a \chﬁevqluing account ZEEMRP
Notes

1. It all depends. iX % F 1 BL T &

2. for your private use f{tFA\ A f# ' .

3. offer various chequing accounts 2t Z X Tk f* J

4. take procedure Jj3F4k

What procedure should I take...? ?ﬁ%%d}ﬁﬁ@ﬁgﬁgﬁ?
5. In words,not in figures. IREHNMAEMA/NER .
XH,REHRFREITADMEREFRETX.
6. You've got a wrong word. %4t T — A5,

Role-play for the Unit,

L US4 RIF R P R A — A TR . BTIR T AR
R TFRIERI S I 2 T PR N,

2. B B RATIR B FER 6 5 2 A RS R W

3. B 1S B B — AR BT IR R LR, R WCE

Background Knowledge -t i

'
s

The History of Money ] ‘ ,
Today 'anyone'will accept money in exchange for goods and services. People use money
to buy food, furniture, books, bicycles and hundreds of other things they want. When they

work, they usually get paid in money.

% . .
HHEORE (07 o

AR, ANBEEERET AU R &M 5. AR5 MM B E OS5 K
H B8 ATERRKMAZHE M. TETES A4S BB 45 P 3R 52T

t 2

Words and Expressions

goods n. 4 service n.  R%, % JLn
furniture n. FRHE | . - y
in exchange (for)‘ r;‘é?ﬁ,ﬁﬁ?i‘é}ﬁ& hundreds of. .. %Sll«'lﬁﬁ‘m

get.paid in money A8 5% THAAH

o N o )

{ I N S B R, N R . o r . . L

L.




Unit 3 Oi'ferln Apologles to Customers
(lﬁlglﬁﬁ#\)

'Dialogue
A: Good morning, sir. What can I do.for you?
B: I'd like to deposit some US dollars.
A: All right. How much do you like to deposit? BN
B: US $ 800. Here you are. o -
A: Thank you. Your passbook, pledse. o
B: I think I’ve given it to you.
A: Oh, I'm sorry. I
B. It doesn’t matter.
A: Here’s your passbook.
B: Dear sir, it’s not mine. My name is Lewis, not 'Kingé. :
A: Oh, it was my fault. I'm sorry.

Words and Expressions - |

-

apology n. JEHI . Apassbook n.  FEr ORI o L .
deposit v. fFiK fault n. 4&i%

offer apologies i #k It’s my fault. %%E’Jﬁﬁ&?i ’ !
Notes iy - ‘ oo

[

1. How much do you like to deposit? X B HBEHF L /L MARL LV ET.
2. I'm sorry. That’s my fault. X5 #8238 #1077 2, 0 W LA 1 do apologize. v -

Role-play for the Unit

» S 1 . : .

1. GRATI R AE I EL 45 0, BESR IR 3 5 B0 UK 45 2 EL 258 ﬂ/fliﬁlﬁ)gia“%’(a
2. WATWR A 555 LA G OE B E ARG A ER. o, Ly

Background Knowledge

The History of Money [

Most of the money today is made of metal or paper. But people uded to use all kinds of
things as money. One of the first kinds of money was shells. Shells were not the only thmgs
used as money. In China, animal skin, sheep, corn, cloth and knives were used. In other

parts of the world, rice, elephant tusks, monkey tails and salt were also used as money.

6



HHHET (2) - .*"‘ '

P, KPR MEN G BB KHER, BARERUAEX ORI REN ST, &
IR BT — AR II5E . FEL MM R SR G, e !ﬂ#ﬂﬁm& TIESNESP SN
AT AN ) SFERTE 2 e s 7R A R A XL B R R R E S s e . =

Words and Expressions

metal n. &8 shell n. 5%
be made of... JH:-eer 1 3 used to T FHHE
PR - “\, e, S e ot ..
— . P A Ll -

r ‘ Practical Sent'ence_s

1. Good morning, sir. What can I do for you?
ek R, A aBERKg?

2. Excuse me, madam, but may 1 help you?
TRT , BN

3. How nice to see you again! . I
NAEBEREG T ' EE:

4. Pardon?

BE 1 5 30— 3 1

5. I beg your pardon? T A
RETE R —m gy cov

6. Would you mind repeating your question:, please?
B B — W A ) R 7

7. 'm sorry, but would you please speak more slowly? I couldn’t cdtch your meaning.
XA , BT IF R, 7 A NS L Ui 4T g 7

8. How much do you like to deposit?
2 R

9. How much money do you like to withdraw?
BRBZ LR

10. May I have your name?
T 5} B 1 4 7

11. Would you-mind if T ask your nationality?
T R 2R E A7

12. Just a minute, please.

T | :




13. I’'m sorry for having kept you waiting.
SRR IEEAET .
14. He isn’t.in.
fhARFE
15. I'll attend to it for you.
ok g o R
16. Hello, this is Industrial and Commercial Bank of China, Dalian Banking Department;'r |

47, X B B TRTARAT RIEE LA,

Exercises for Section One

RS 1T TGN L SR T R

I . Translate the following terms. : .-

1. FFILikF 2. HWIXERS

3. BEW _ 4. E#K

5. A M RKF 6. IpERFEE

7. BRHK 8. MM

1. a chequing account 2. With pleasure.

3. a bank account 4. daily reéeption

5. withdraw money out of my account 6. That’s very kind of you.

7. It’s a pleasure. 8. fill out the forms R e T e
L3

. Translate the following sentences. © - - - ¥ N

1. RBERE . ¢

2. AN A A2

3. T R AR Y 2k 45 AN b k7 b - s

4. BRI, BRI

5. K AEIHEM, '

6. T LALE X JLIT g7

7. B ERME T

8. FHIE LI %E o



I[. Fill in the blanks according to the bank busmess. e s
‘I!I‘, ,’_‘ 7__ -\,‘i:_' 2
1. Could you tell me where to some US dollars into RMB yuan?
2.1 see Mr Zhang the Loans Department.
3. What account do you want to open?
4. Write the sum words, not, .- &I fi ures, - A
s L DDERIT Sl TR
5. I'd like to some money

V. Make up dialogues acchlaﬁlgf: ib;ﬁgégéé:ll}wing situations.

1. Imagine you are a bank clerk, there is a customer who asks you how to open a bank ac-
count. ‘ N - X

2. Use the b kagb common 1’1Js‘e'ful\¢ejxtpregsjgnsr3 E"’:LYM_IH:DQE_QD U

a) to greet your customer. NPT

b) to ask your customer to repeat what‘ he Sdld I

¢) to make inquires from your customer.

d) to offer apologies to your customer.

S ac ) e b s

' N . i ° . . r
! TV S | R B T RV ¢ 1 IV BT PR
A vijty | e N i -y - . rr
i | - [T S N J
1 i
Yoa — !

Iy LN A B el LY Hrges oL s S g G e e I P )
LIPS STRRI IR TR I ) B L R FES GRS (T LI B S I PR e )

i Ty it Lo Lo 0 o

. nro R RS

RTINS R I ST M i.d
oA s T aay s 8

A S A |

B S (RN S P S B

Lo Fg

T SR A PP PRI 171 O TR S S T
a0 197 rov dodl i

RIS By 3

|
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ction Two

R et
S S v

E] 1

Savings Business

NN S C OO

(& F5)

Unitl Opening a Current Account

(P& Bk )

Fl

Dialogue

10

>

>PWHr P> I > PP

: Good morning. Can I help you?
: 1’d like to open an account with you. What kind of account do you have?

. Well. We offer a demand-deposit, time deposit accounts and certificates of deposit

for individuals. Which do you prefer?

What’s a demand -deposit?

: A demand-deposit is also called a current account or a chequing account. [t takes the

form of a deposit book. You may withdraw the money at any time.

: All right, a current account is what I need.
: OK. I'll handle this with you. ,
. Here is the!money, 500 dollars.

: Would you please fill out these forms?

No problem.

: Thank you. Your ID card please.

Here you are.

: Good. Everything is done. Here is your deposit book and ID card.

Thank you very much.

: It’s my pleasure.




