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Unit One Greeting Visitors

Teaching Notes

Starting Out

1. These are warm-up questions. The main purpose of these
questions is to prepare the students for what they are going
to hear and talk about in this unit.

2. Ask the students to work in pairs or in small groups, asking
each other these questions. Walk around the classroom to give any help the students may need.

3. You may ask two or three students to say their answers aloud in class. You can write some
expressions commonly used in greeting or introducing people on the board. !

4. This activity, while limited by the students’ ability, is meant to draw their attention to what they
are going to do in class.

5. If class time is limited, you may just ask two or three students to give their answers to the whole
class directly without the group discussion, but you should give them a couple of minutes to think
about the questions and about the words or phrases they might use in their answers.

Questions for discussion

1. Have you ever met anyone at a railway station or airport?
2. What do you say when you meet someone for the first time?
3. What might be the usual topics you talk about in such situations?

Teaching Notes

In-class : _ e

atie sie 1. Part Two is composed of 3 sections. Each section is sup-
Activities . . .

posed to be completed within one class period (45 minutes).

If your class time is not enough to finish all three sections,

Section C can be used after class by the students as self-

study material.



2.

L.

Part Two In-class Activities

Each section is ordered in the first-listening-and-then-speaking sequence: the students practice
listening before they do speaking activities. When doing listening activities, they not only improve
their ability to acquire and understand information through listening, but also learn expressions
they will use when performing speaking activities.

. In Part Two of this unit, Section A presents ways of greeting guests / clients and introducing

people, Section B presents ways of exchanging conventional greetings, and Section C presents
ways of making small talk about a flight, the weather, and so on. Small talk is important for
conducting business smoothly.

SECTION A

Excuse me, are you Mr. Johnson

from General Motors?

Listening Activities (\);

Teaching Notes

. Make sure the students understand the words and expressions listed in the New Words and

Expressions box. If there are other words or expressions you think the students don’t know,
explain these to them.

. Try to help the students to pronounce these words and expressions correctly if you find they

cannot do so.

In normal situations play the recording once for each listening exercise. Play it again if necessary.
When doing Exercise A, tell the students to read the four possible answers to each question
and try to predict the questions before they listen. For example, the four possible answers to
Question 5 in this exercise are all expressions of time, so it is likely to be a When-question.
This prediction may alert the students to the information relevant to the correct answer.

. Exercise B is a spot dictation. Remind the students that the expressions needed to fill in the

blanks are those commonly used in greeting and introducing people.



Unit One Greeting Visitors

" Mary Lee meets Mr. Johnson at Heathrow Interna-

7

[ D) tional Airport in London. Listen to the conversation and

| Hew Words and |  choose the best answer to each question you hear.

| Expressions |

| | Tapescript

| General Motors (GM) £B |

| wmmatas !

| . _ | F Excuse me, are you Mr. Johnson from General Motors?
colleague /'koli:g/ n. Fl % ,

' marketing / 'makitim/ n. ¥ 3% | M1: No, 'mnot.

L I F:  I'msorry.

T M1: Never mind. ... Look! Here comes Mr. Johnson now.

F: Are you Mr. Johnson?

M2: Yes, | am.

F: Nice to meet you. My name is Mary Lee. I'm from Essex Industries.

M2: Nice to meet you, too. Thank you very much for coming to meet us.

F: It's a pleasure. Welcome to London.

M2: I'd like you to meet a colleague of mine. May | introduce Mr. Black, our marketing manager?
F: How do you do? I'm very pleased to meet you.

M1: How do you do? Pleased to meet you.

F: Is this your first visit to London?
M1: No. Actually, this is my second visit. | was here for a meeting last July.
F: | hope you'll enjoy your stay here.

M2: I'm sure | will.

Questions

Who is Mr. Johnson?

What do we learn about Mary Lee from the conversation?
What do we learn about Mr. Black from the conversation?
How often does Mr. Black come to London?

When did Mr. Black come to London last time?

o w0bd =

Key '

1. A. He’s Mary Lee’s friend.
B. He’s Mary Lee’s colleague.
C. He works for General Motors.

D. He’s from Essex Industries.

2. A. She is from New York.
B. She works at the London office of General Motors.

-4-



Part Two In-class Activities

C. She works for Essex Industries.

D. She met Mr. Johnson once before.

3. A. He’s a marketing manager for General Motors.

B. He works for Essex Industries.

C. He’s an old friend of Mary Lee.
D. He’s the director of the General Motors London office.

4. A. This is his first visit to London.
B. He has been to London once before.

C. He frequently comes to London on business.

D. We can’t tell from the conversation.

5. A. Last April.
B. Last May.
C. Last June.

D. Last July.

M2:
F:
Mi1:
F:
Mi:
F:
M2:

 Listen to the conversation again and supply the missing words or phrases.

Excuse me, are you Mr. Johnson from General Motors?

No, I’'m not.

I’m sorry.

Never mind (1). ... Look! Here comes Mr. Johnson now.

Are you Mr. Johnson?

Yes, I am.

Nice to meet you (2). My name is Mary Lee. I'm from Essex Industries.

Nice to meet you, too. Thank you very much for coming to meet us (3).

It’s a pleasure. Welcome to London.

I"d like you to meet a colleague of mine. May I introduce (4) Mr. Black, our marketing manager?
How do you do? I'm very pleased (5) to meet you.

How do you do? Pleased to meet you.

Is this your first visit (6) to London?

No. Actually, this is my second visit. I was here for a meeting last July (7).

I hope you’ll enjoy your stay (8) here.

I’'m sure I will.



Unit One Greeting Visitors

ll. Speaking Activities ;3%;, i |
E\ [
asg

Teaching Notes

1. The speaking activities in this section are designed to give students speaking practice in every-
day situations that are essential to business. The speaking activities are thematically and func-
tionally related to the listening activities.

2. When starting the speaking activities, make sure the students do Exercise A carefully. They
should familiarize themselves with these expressions as much as possible.

3. When the students are studying these expressions, ask them to pay special attention to the
words or phrases in bold italics, because they are very often set phrases, fixed sentence patterns
or business idioms used in similar situations.

4. Exercise B is an integrated writing and speaking task. To a large extent, Exercise B is quite
similar to what the students heard in the listening activities, but somewhat simplified. The stu-
dents should not find the conversation here difficult.

74 Study the following expressions used in greeting and introducing people until you can
say them from memory. Pay special attention to those in bold italics.

To greet your guest / client, you say:

Excuse me, are you Mr. Johnson from General Motors? % ¥, 16,2 i@ 5.4 2>
3] 6 29 a3k s A v ?

Nice to meet you. My name is Mary Lee. I’m from Essex Industries. & &3¢ 1L
A&, AMBW - &, iﬁﬁﬁt;ﬁfrlka 389,

Is this your first visit to London? iX & 1 % — &k kA 352

I hope you’ll enjoy your stay here. # % /£ EJ\EJ\H'M .

Your guest / cllont says:
Thank you very much for coming to meet us. ##5t1% %ff&:ﬁ’dl] 3
I’d like you to meet a colleague of mine. & 8 /-8 &K 645 =,

May I introduce Mr. Black, our marketing manager? & & ik K NLB— T H £ %
Ak, B EE?

i




Part Two In-class Activities

| Complete the following short conversation with the help of the Chinese version in brackets.
Practice the conversation with your classmate.

Key

F: Excuse me (3 %)) (1), are you Mr. Smith from Canada Sports Wear Company?

M1: Yes, I am.

F:  Nice to meet you (&% L% &) (2). My name is Liu Wen. I'm from Xiamen Trading Company.
M1: Nice to meet you, too. Thank you very much for coming to meet us (3317) (3) at the airport.
F:  With pleasure. Welcome to (3kif k) (4) Xiamen.

M1: I'd like you to meet a colleague of mine. May I introduce (46 % ik £ /~42) (5) Mr. Brown, our

sales manager?

F How do you do (£8%F) (6)? I'm very pleased to meet you.
M2: How do you do? Pleased to meet you.

F: s this your first visit (& %&1i%) (7) to Xiamen?

M2

F

Yes.
I hope you’ll enjoy your stay GL/F4H) (8) here.

How’s everything going?

I. Listening Activities 59

=

Teaching Notes

1. In this section there are not many new words or expressions. Make sure that the students can
pronounce these words and expressions correctly.

2. In normal situations play the recording once for each listening exercise. Play it again if necessary.

3. The conversation in Exercise A is about how two people exchange conventional greetings (about
a project and the weather in London) when they are meeting at the airport. Draw the students’
attention to what expressions can be used in such situations. Remind the students to predict

-Z-



Unit One Greeting Visitors

what types of questions will be asked by looking through the possible answers in Student's Book.
At least one question is clear: the third question is about the weather. The first question is a
general question about the two speakers. Predicting question types is an important skill for
solving multiple-choice questions in listening.

4. Exercise B mainly requires the students to supply specific expressions rather than information.
Almost all the answers are expressions used in conventional greetings. These expressions usu-
ally fuffill social functions rather than convey information. Note how the male speaker offers to
help the visitor with her luggage at the end of the short conversation. What expressions does he
use when offering help? How does the visitor (the female speaker) respond? Does she accept or
decline the help? What expressions does she use?

) %"fkw/ Here is a short conversation between two business

v / k™ people meeting at the airport. Listen and choose the best
: Hew Words and } answer to each question you hear.
; Expressions |
| | Tapescript
| project /'prodzekt/ n. B ; |
Lot I M: Good afternoon, Ms. Gray. Nice to see you again.
| smoothly /'smu:3li/ ad. 84 | . Good afternoon, David. Thank you for meeting me.
; ‘1‘.&"; A FIAL : M: How's everything going?
typical /"tipikal/ a. %45 F:  Very well, thank you. How are you getting on with your new
| case /kers/ n. #F ; project?
{ H

\manage /'manid3/ v. FLAT

It's going smoothly. How was the weather in London? Last
time | was there we had beautiful clear days. Not like people
think.

F: ltrained, I'm afraid. It was very dark, with a lot of cloud.

M: Ah. A typical English day. Now, let me take your case.

F:  No, thanks. | can manage myself.

e — — — —— p— o o

Questions

1. Which of the following statements is true, according to the conversation?
2. How is the man’s new project going?
3. What is the weather usually like in London according to the man?

Key

1. A. The man and woman are complete strangers.
B. They have met each other in London before.

.8-



Part Two In-class Activities

C. The man has just arrived in London.

D. The man is now working on a new project.

2. A. 1t is going well.
B. It is getting difficult.
C. It has been transferred to another department.
D. It has been finished.

3. A. Fine and warm.
B. Clear and beautiful.
C. Rainy and cloudy.
D. Cold and windy.

& Listen to the conversation again and supply the missing words or phrases.

Good afternoon, Ms. Gray. Nice to see you again (1).
Good afternoon, David. Thank you for meeting me (2).

How’s everything going?
Very well, thank you. How are you getting on (3) with your new project?

It’s going smoothly. How was the weather in London? Last time I was there we had beautiful
clear days (4). Not like people think.
It rained, I’m afraid. It was very dark, with a lot of cloud (5).

Ah. A typical English day. Now, let me take your case (6).

No, thanks. I can manage (7) myself.

1. Speaking Activities ‘ f}/

ey

gl

Teaching Notes

1. The speaking activities in this section are about the way people exchange conventional greetings
when they are meeting at an airport or other passenger terminal, thematically and functionally

related to the above listening activities.
2. When starting the speaking activities, make sure the students do Exercise A carefully. Ask the

.9-



