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Unit 1  Greeting and Introduction

(M5 4+ 43)
‘ (1) In the Office

(A is a secretary; B is a manager)

A: Good morning, Mr. Smith.

B: Morning, Mary. How are you today?

A: Fine, just fine, thank you. And you?

B: I’'m fine, too!. Have you typed all the memos? I gave you
yesterday?

A: Not yet, I'm sorry. There are still two or three untyped,
but it won’t take much time to finish them, I’m sure.

B: Good. But you know, these memos must be distributed®
by tomorrow. If we don’t do that in time, everything
will be held up. *

A: I'see, Mr. Smith. Il start straight away.

Notes

1. How are you today?
Fine, just fine, thank you, And you?

I’m fine, too. N



ER AN AR EEE, HERRaFEERE
A, wam.
. Hi, Mary! You look pretty!
Helio, Shirley, thank you.
: How are you, Mary?
Hello, Shirley, I’'m very well, thank you. And how about you?
: Not too bad. \
FRIA W AT, L B AL LI B ] 5%
Oh, hi, Mary. How was the weekend? (3 What sort of weekend

= o T

have you had?)
[7 % wt 5] B ;. Good. (#F) =X Pretty good. (fE#) 8{ Quite good.
(TFEF), WATA] Excellent CGFH:T) 8 Not bad (A4,
v 2.memo ['memgu] (B HTFOIB) &5F; R
3.distribute [dis'tribju;t] »r. 4K
4. hold up BLi%; HEH
#: The production of all new cars has been help up by the steel

strike. (FEFIREMNEHEME T AR TR
(2) Inquiring about Health

(A and B are friends; Lisa is B’s daughter and Larry is
B’s husband)
A: Hello, Mary, you’re looking terrible. What’s wrong'?
B: Oh, Janet, Lisa’s got brochitis?. The doctor says she
needs taking special care of.
A: ’m sorry to hear that. When did it begin? ‘
B:Two days ago just after Larry went on business? in anoth-
er city. I'm feeling exhausted*.
2



A
: No, he won’t be back until next week.

>

Is Larry back?

: That’s really too bad. How do you manage the whole

thing?

¢+ I’'ve had to ask for a week’s leave® though the company is

terribly busy recently. Work is certain to pile up® when I
go back to the office. I really don’t know if I can deal
with it.

: Oh, Mary, you really shouldn’t keep thinking of your

work. If T were you, I’d take it easy’ for a while.

: Yeah, I guess you’re right.
: How’s Lisa now? Any better?

:" Luckily she seems to be improving. The doctor says if

she is well attended to for a couple of days, she should

be able to avoid complications®.

: Gee,’I hope so.

Notes

1. You’re looking terrible. What’s wrong? AT I i B —f [) 4

WA “How are you?” ELANSE% B 77 Ko ¢ R vd ATEER 1 F 5K
# SAREFRERE, WErFs, RAZ R AT LU R B T 3y
AR, BB AER. KM &% AN ERES, M.

* You look rather worried, what’s the matter? (fRE L EMEA,

At 4%Eg)

* You're looking a bit under the weather. What’s the problem?

(RE ERHARGR. BILFFRD

* You're looking incredibly tired. Are you O.K. ?
(FBEEXRBR. HiFED .



X ¥ LEE A, TR AR,
* I'm feeling pretty awful actually. 1’m afraid I've got a cold . (
REAEMERRGR, ZHERET O
* 'm feeling tired actually . I didn’t go to bed at all last night .
(REBHR, FHRR—HHRED
 I'm not feeling very well. (REBALFIR.)
+ Oh, lousy! I've just had a row with my boss . (%, EHiTK, #&
LRV THE,) Lousy ['lovzi] a. “I1KEI,” row [rau] n. “O0&A”
* Well no, actually, ’'m not getting on very well with the boss.
(%, EhE, RMETHERTKE.
MR FREF 2 EHE, 855 7R S B UM R R 8
B . Bidm.
2 H Y
* Maybe you shouldn’ work so hard. (HBFHFEANZEX 2 EMH
F.) |
* Maybe you should go to sce a doctor. (&iﬁ‘ﬁ‘ﬁi’ff B4
* Why don’t you see a doctor? ({ﬂ:j&ﬁé_ﬁ%‘é@i?)
* Why don’t you take some medicine? (Rt 2 AR5 EZ?)
N« You'd really better get some rest. (JREBFAKE—~T.)
+ If I were you, I'd lie down for a rest. (FIRERHE, BET
KL
BRiRR
Oh, that’s too bad. (H}, KT .) 2. Oh, that’s a shame.
(B, KB T . PK: P'msorry to hear that. (ELM¥EE.)
2. brochitis [bry'kaitis ] » ¥ SE#
3.on business {2
4. be exhausted FEF A ; HEHAR
5. ask for leave H
6. pile up HEFH
7. take it easy RL4E; @— & FEK

/_)\
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8. complication 3f & iE .
9. gee [dgi: ] BF (RRWHF, XEH

(3) An Unexpected Meeting

(A and B were schoolmates; Paul is B’s brother)

: Why', hello, Shirley. Fancy’seeing you here.

: Hi, Rex, this is really a pleasant surprise. You work

here?

: Yes, I've been working here for four, years.
4

: Really? Paul told me you worked as a manager, but I

didn’t know you work here.

: How’s paul doing®?

: Pretty good, thank you.

: Say hello to Paul for me, O.K.%?
: I will.

: It seems ages since I last saw you. You haven’t changed

a bit, still the best looking girl I know.

: ’m afraid 'm putting on more and more weight® these

days.

: No, you’re just in good shape.
: Thank you. How’ve you been?

: Oh, I can’t complain®. I'm in the Sales Department now.

I hear you work as an interpreter. How are things going

with you at work?

: I’'ve quit the job.
: No kidding’? Don*t you like the job?



B: I do like that job, but I can’t help. My family has just
moved to the city. I'm looking for a new job now.

A: Do you mean you’re locking for a job in our company?

B: Right. lLast week I saw an ad your company put in the
newspaper wanting an interpreter. | immediately applied
for the post and Pm coming for an interview at 4 o’clock
this afternoon.

A: That’s great®. T do hope we can work in the same cdmpa—
ny.

B: Well, I’m afraid I've got to run. Il contact you later.

A: All right. Bye-bye and good luck. ’

B: Thank you. Bye-bye.

Notes

1. why R4 58 BIUA . #10 . Why, I thought you were on the
plane. (1, RAIRAE KHL L.

2. Fancy [fansi] v. AFHRE, BERL “RAE”, 0. Fancy
taking the test with you. (GRMEFZHMF—BELIR )

3. “How’s Paul doing?” “Pretty good, thank you.”

X R BT X A7 T 0 BRI G IR RIS . BB, B R
FHEOLE4R?” WX 4% : How are things with Paul 7 5. How’s
everything with Paul ? 8: How’s Paul? B4 A[1l & . Oh, he is fine,
thanks.

4. Say hello to Paul for me. iXJ&i# % 77 #%3& kA B A B9 R 4R35 .
Hefq, mEHIK “ALHR ) 4R B A EE EELIX 2,86 . “Oh, and give
my love to Paul. ” 8 “Give my best regards to Paul”.

5. put on weight & f¥; SEHEm

6. Oh, I can’t complain. =Pretty good. FIEE &M “How've you

6



been?” X HAYEMEIE,

7.no kidding? =Really? X2 mEKAHE GFaY, ARG &
B BF T A R

8. That’s great. X XS FiH S M BRSSP . KBB4, &R
“4F4R T ", "] Hl : Splendid! ['splendid]; Jolly['dzoli Jgood! ; Excellent!;

Just great! ; That’s marvellous! %,
(4) At a Christmas Party

(A and B are both invited to a Christmas party. they
didn’t meet before.)
A: Hi, nice party, isn’t it'?
B: Yeah, really. The performances are wonderful and the
food’s terrific?.
A : I’ve never seen such a big party. Is this kind of party held
every year here?
B: Right. The hotel usually invites lots of people from other
companies on this occasion.
: I see. By the way, my name’s Rex Smith.
Nice to meet you. I’'m Bob Wilson.
: I'm glad to meet you, too. Do you work for the hotel?

No, I work for the BA Company.

> = =

: Oh, do you? Do you happen® to know Mr. Jim Harris?
He’s my friend. He’s in the Personnel Department in

your company.

=

: Oh, sure. Jim’ my friend, too.

>

: Is that right? Well, what a coincidence’]
B: Yes, isn’t it? And what do you do, Mr. Smith?



A: I'm in CC Company.
Notes

1. Hi, nice party, isn’t it? X2 Wi BFE9 AMEIE, °TLL AR
AR AN Z [BE A FF G 3SR TEE, AR A LRIE RS IR. #
.

A: Lovely day, isn’t it?
B: Yes, isn™ it.
¢ “RIARE, BG?” “X7)

A: Haven’t we met before?
B: I'm not sure. Have we?

CBITPATRE@EB?” “BE? RIEFRET.
A: Don’t I know you from somewhere?
B: Oh, yes. I saw you at Tom’s party. It’s a small world.

C“FIEM 2Ty Rt fRIB?” “BR, X, RIEFHMEITHB S LR

R, MIIXWET ™

2. terrific [to'rifik] |WH; TAREH

3. happen #ET5 (GHARER) . l: 1 happened to be out when you
called on me yesterday. (BEH (R¥IFET, BIEHFAER.D

4. coincidence [kau'insidgns ] 54
(5) Introduction

(A is the boss of B who is a secretary; C is a new secre-
tary who comes to help B)
A: Hello, Mary, Id like you to meet the new secretar,y,
Miss Anderson, Have you two met before?
B: No, I don’t think we have. How do you do, Miss An-

derson?



C: How do you do? By the way, what’s your first name,
please?

B: Baldwin, but please call me Mary.

C: Hmm. And call me Shirley.

A: Mary, Shirley and you'll obviously be working in close
contact together.

B: Welcome to our department, shirley. I hope youlll like
the work here.

C:Oh, I've been looking forward to working here. I'll surely

like it and need your help.
Note

1. “Id like you to meet *=+. Have you two met before?”
“No, ++ 1don’ think we have. How do you do?”
“How do you do?”
RPN RATII A B3 55 = 2% 5] 00 49 5] 1235, HEHMA,
.
A: Let me introduce you, Mary, this is Shirley Anderson.
B: How do you do?
WATLLA It is nice to meet you. & 'm pleased to meet you.

BAMAR BT LA B —RemiAliE
2 #F % X
OEHAZSR

(A B#H; B%ﬁéixﬁa)
A: B EWF, EHEs. |
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B L%, B, SREG?

. B, 1REF, BE, RUE?

RUREF, RERGHRUBFTRETE T H?

IR, XA, BERHERIT . B, BREGERE

K LBt E A .

: AREF . AL, IRHEGE, X ETE R A AR R Z AR

KHE., MRBIAFERNSZAOE, REHREN.

. BB, LEHkE. RIAERTHET.

(2) BE1EFRN

(AMBRMA: #WEBMLIL; HEEBRLR)
WRof, B, RERMBANS, BT HaH?

%, B, AMPRTXIVER. BERBTERHRER.
M. fHArRIFIRA?

BRHET, SEABERIER—MRTHE. REBHER.
fir BRI T 7 ~

wERE. tEITARMER.

s KT . REQRE -8
: RAEE T T BYNR, REARIBETHER, XA

% EPtnt, THEEEM—SOET . RARHERREN
ft.

: EOF , M, IREA R R EWICE R TIE. RER KU,

RENAEEE.

. RBUF, BARRE,
: MWEBLARET? LT G
IERR, WP A, BA, mEAMORBFE=X,

10



