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Unit 1 Introductions and Greetings

I Practice Objectives

( =9 B 47)

(1) To introduce oneself and others
(2) To exchange business cards
(3) To meet and see off business clients

II Basic Practice Knowledge
( KA %R )

1. Business Background Information BigRn
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2. Remember & Use it H

(1) Areyou...?

(2) Is your name ...?

(3) How do you do?

(4) Nice to meet you.

(5) I'd like to introduce myself. My name is ...
(6) Hello, I'm ...

(7) I'd like you to meet ...

(8) Allow me to introduce you to ...

(9) Thisis ...

(10) How was your flight?

(11) Thope you’ll enjoy your stay here.

(12) It’s very kind of you to see me off.

(13) Thank you for everything you have done for me during my stay here.
(14) Texpect to meet you again in the near future.
(15) Bon voyage.

IIT Learning by Practicing
(| Hkm)

1. Try to Practice  ZiX3Eill

Dialog 1
Nice to Meet You

Who: A (Mr. Li Hong ), B (Mr. Tom Smiths)
Where: at the airport

When: in the afternoon

What: meeting a business client

A: Excuse me, but are you Mr. Smiths?
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B: Yes, I’'m Tom Smiths from New York.

A: How do you do? My name is Li Hong from ABC Import and Export Corporation of
China.

B: How do you do, Mr. Li?

A: Welcome to China. To be exact, warmly welcome to our Hangzhou.

B: Thank you. [ have heard a lot about Hangzhou, a beautiful city, before I came here.

A: On behalf of our general manager, Mr. Chen, I come here to meet you.

B: Thank you, Mr. Li. Very nice to meet you.

(Shaking hands and exchanging business cards.)

A: Nice to meet you, too. How was your flight?

B: Yes, it was very pleasant.

A: I’m very glad to hear that. And [ hope you’ll enjoy your stay here.

B: Thank you, I'm sure I will.

A: Let me take your luggage for you.

B: Many thanks.

Dialog 2
Bon Voyage

Who: A (Mr. Tom Smiths ), B (Miss Zhang)
Where: at the airport
When: in the morning

What: seeing a business client off

A: Miss Zhang, it’s very kind of you to see me off today.

B: My pleasure. How many pieces of luggage will you check?

A: Only one suitcase. It’s small and I can take it as a carry-on luggage.

B: OK. I see.

A: Well, my flight is now boarding. I must go now. Thank you for everything you have done
for me during my stay here.

B: My pleasure.

A: I expect to meet you again in the near future.

B: So do 1. You are welcome back here at any time.

A: Thank you once more for all you’ve done for me.

B: You’re welcome. Bon voyage, Mr. Smiths. Good-bye.
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A: Good-bye and all the best.

XFiE 1

RS 5 EHEIR
As T, R SRR
B: JEff), K BMNLHIZAHUW « 2% .
A: i, PR AT E ABC #EH H AR 2L,
B: &, Z=HkAE.
B 1%151{/1" $5’ﬂﬁio ﬂ-a } *El/\o

(RFEFFRIELA.)

A: TR ENGEAR . —EiR& a2
B: 1Rfftk.
A: WrBIBIX 200, ARG [F, BUEAEXHE M H -,
B: i, FARESM.
A: TR TN,
B: MEZWT .
Xid 2
— B IR R
A: GRANGE, ARE RS RR N IEAT .
B: XRIMAE. B IHTFEEREZE?
A: HAH ANFRME, MR, ] LARE S5 .
B: M, RHHET.
A W, RMEEIIETF RSN T, BAGET . WlHRA BRI —).
B: XRHMRE,
A: JRITBLEAR AR RS FF IR 5 URAH WL o
B: AXAAE, il fRB A .
A: FRREEAR A BT —b).
B: HIE . B, REHEA, SR ERIEAK !
A: I, PRI,
2. Role Play Practice Al

Please complete the following conversations with proper English and practice in the class.
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Conversation 1

Who: A (Mr. Liu, an interpreter), B (Ms. Black, a guest), C (Mr. Wang, a manager)
Where: at the airport

When: in the morning

What: meeting a guest

A: Excuse me, but are you Ms. Black from England?

A: 1 am Liu Qiang, an interpreter from BCD Import and Export Co., Ltd.
B: - REF, XA
A:

REMWEIR, Mt it. RARSH, FRARREE. TkAdH T, mi%
TAMGER, A, XAERARERAM L)
C: Glad to meet you, Ms. Black, welcome to China. (They shake hands.)

B: - (RBARE M HBR, EE. W%1%SMX%&)

C: . (REREEAE
RIHHRE. — B EkafE? )

B: . GELf, FR@MREth, M2 AR

E: . OIS iss

AR E T B IX A )

B: Do you know where the luggage claim area is?

A: - CRniE, AAETR
Jlo AT LT

A: The bags seem quite heavy, let me take them.

B: Thanks. They are a bit heavy, oh, wait, wait... don’t take them both. I can manage one.
C: OK. There is a car waiting over there, let’s go on.

A: Ms. Black, get in please.

Conversation 2

Who: A (Ms. Keller), B (Mr. Wang), C (Mr. Cook)
Where: office/any place

When: in the morning

What: greeting an old friend and introducing new friends
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A: Hello, Mr. Wang. ? GEEFS? )

B: Hello, Ms. Keller. Fine, thank you, ? (fRug? )

A: Fine, thanks. May I introduce Mr. Wang to you. This is (F5E4) . He works
for Youguang Trading Co., Ltd. (JX{74&) Mr. Cook. He’s CKH)D

New Zealand.
C: How do you do, Mr. Wang?
B: . (fRUf) |, Mr. Cook?
C: Pleased to meet you.

B: . (Fkthi2) | too
SiE 1

W, Ik B O E A 2 e g 2
2, RIEZ.
e X, A E T BCD #k LA PR A & %
PRuf, x5,
s IREMWBIR, fitri ot IRAFRLH, FuARTRES. BN —T, X
mm%W T4 XA K B o E A 22 e it
IREDPCAVUR, A2 b XAMRRB P . (RFBFEE.)
BARE N WBR, Foed. BHRE ankER.
ek R R TE., — bidkire?
WU, iR, A AR,
%ﬂﬂ PR g T B IX A5
PRENTE AT 2= B AL £ W L e 2
HIE, SUAEAS)L. BdilckZone.
LA e, iRk kg,
B: Ui, XLt AT LE. M, SRS, RIEHTE, RATLLE M.
C: Uf. Al ERAe, FRAEMN,
A: it R4,
=
A

(VA

??FPOE’Q?E?%?’FE’??

&2
:W%,Emﬁoﬁﬁﬁ?
s PRUF, WU L. BRaRLF, s, fRmg?
A TARAHT, Wl BRI, XA AR B A CHAS AR AR 54,
XA K H T8 v L v e



Unit 1 Introductions and Greetings 7

PRlf, Tk
PRUF, PEvCSEAE.
1[51%/\1/ /Ll\{é °

ot 2.

?E’FO

IV Stiuational Practice

(Fr= %)

Situation 1: Jane introduces Ms. Hu, a new colleague to others in the Public Relations
Dept. office.

Could You Introduce Yourself?

Hints:

A: Greet , try to introduce Ms. Hu, a new colleague.

B: Greet, introduce oneself as Ms. Hu.

A: Ask others to introduce themselves to Ms. Hu.

C: Greet, intrduce oneself (name and position in a company).

D: Greet, intrduce oneself (name and position in a company).

E: Greet, intrduce oneself (name and position in a company).

B: Express thanks and hope to get help from colleagues in the future.
C,D,E: No problem.

Situation 2: David White, a foreign customer, meets Li Liang, a Chinese businessman at
a business fair.

Nice to Meet You

Hints:

A: Greet, introduce oneself.

B: Greet, introduce oneself, let A know one’s surname.
A: Greet for the first time.

(Shaking hands and exchanging business cards.)

B: Greet for the first time. too, ask for A’s interest.
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: Let B know one’s interest in one product.
: Express thanks, offer the catalogue of one’s products.

: Give more information about the product.
: Express thanks. Hope to contact B if possible in the future.
: Offer any help if A needs...

A: Express thanks...and say Good-bye.

B: Say Good-bye.

A Useful Words & Expressions AL 5RE

A
B
A: Express thanks. (Read the catalogue) give sample No., ask for more information about it.
B
A
B

1. introduce V. it

2. introduction n. 4

3. import v./n. #*

4. export v/n. tHH

5. corporation n. 4N ]

6. stay v/n. ]

7. luggage n. 7%

8. interpreter n. fHi

9. appreciate V. Aty

10. colleague n. [i]

11. pajamas n. (173

12. catalogue n. Hx

13. inquiry n. i i)

14. hesitate V. GI/RE 4

15. surname n. /63

16. professional a. AN |41}

17. professional college BN (AR 2B
18. sample n. FE i

19. contact V. WA, B4
20. natural silk He

/\ Notes R
1. Excuse me. X LI AR (R L, TR 0] B ERASHA 5 X 7 S o] A,

2. Ihave heard a lot about Hangzhou. (have heard sth./sb. a lot) KA K4
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3. on behalf of our general manager (on behalf of sb.) KAREFEAN

4. How many pieces of luggage will you check? A 2 AT F BRI ?
5.
6
7

Bon voyage. —BEIUA, ALFI567%: Have a nice trip.

. Good-bye and all the best.  FF L, BRI HUWE.
. Tam so interested in your sample No. 168. FXTRATI 168 SHE A BEGER . IX Y

Wivk, EANAY ST, B T U3 A w0 A% b e

8.

Please don’t hesitate to contact me if you have any further question. XH, not

hesitate to do sth. /R W&, KLUILILA: please feel free to do sth..

V  Practice Makes Perfect
oA 37 )

After-Class Practice 1 Complete the following dialogs orally.

i

5.

A: How do you do, Mr. Brown?
B: ?
A: Nice to meet you.

B:

. A: How are you?

B:

A: How was your flight?

B:

A: Allow me to introduce Mr. Whlte to you. This is Mr. White from England. This is Ms.

Zhao from Dongda Co., Ltd.

B: , Mr. White?
C: , Ms. Zhao?
A: Let me take your suitcase.

B:

A: Thank you for everything you’ve done for me during my stay here.
B:

. A:It’s very kind of you to see me off today.

B:
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9. A: Excuse me, but are you Mr. Brown?
B:
10. A: Have a nice trip.
B:

After-Class Practice 2 Oral translation.
Greeting

Greeting is a way of being friendly to someone. When we meet someone we know each
other, we often greet him or her. It is a way of being polite. It is also a way of starting a
conversation. Because different countries may have different customs and habits, there is a great
difference between the Chinese and the British in greetings.

In English-speaking countries, for example, we often say “How are you?” as a greeting.
This sounds like a question about a person’s health, but we don’t expect the person to tell us
about their health. When they reply, he or she usually responds by saying “I’m fine, thanks.” If
he or she is not feeling very well, he or she can just say “Not very well, I'm afraid”. A simple
reply like this is enough.

What do our Chinese greet each other? Chinese people often greet each other like this
“Have you eaten?” or “Where are you going?”. But in English, such expressions might lead to
misunderstanding. The British might regard these as an invitation to a meal or an invasion ({Z4()
of their privacy (F#, [&#4L) . They don’t recognize them as Chinese greeting.

After-Class Practice 3 More practice tasks.

Task 1 Suppose a new customer will come to your office.Please introduce him to your
boss. In the following you and your customer are going to make self-introduction and then
introduce him to your boss.

Task 2 Suppose a business client will fly to NewYork.You will see him off at the airport.
In the following you and your customer are going to say goodbye at the airport.

Key to Unit 1

II1 Learning by Practicing il HEE
2. Role Play Practice i {f,523)l|
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Conversation 1

Who: A (Mr. Liu, an interpreter), B (Ms. Black, a guest), C (Mr. Wang, a manager)
Where: at the airport

When: in the morning

What: meeting a guest

A: Excuse me, but are you Ms. Black from England?

B: Yes, [ am.

A: I am Liu Qiang, an interpreter from BCD Import and Export Co., Ltd.

B: How do you do, Mr. Liu?

A: How do you do, Ms. Black? Mr. Wang, our manager, comes to meet you. May I

introduce Mr. Wang to you? This is our manager, Mr. Wang, and this is Ms. Black from England.
C: Glad to meet you, Ms. Black, welcome to China. (They shake hands.)
: Glad to meet you, too, Mr. Wang. Thank you for your coming to meet me.

: It’s my pleasure. How was your flight?

: Fine, it’s pleasant. But a little tired.
: That’s good. I'm glad to hear that.
: Do you know where the luggage claim area is?

> T OwaOw

: Yes, 1 know. It’s over there. Let’s go.

A: The bags seem quite heavy, let me take them.

B: Thanks. They are a bit heavy, oh, wait, wait... don’t take them both. I can manage one.
C: OK. There is a car waiting over there, let’s go on.

A: Ms. Black, get in please.

Conversation 2

Who: A (Ms. Keller), B (Mr. Wang), C (Mr. Cook)

Where: office/any place

When: in the morning

What: greeting an old friend and introducing new friends

A: Hello, Mr. Wang. How are you?

B: Hello, Ms. Keller. Fine, thank you, and you?

A: Fine, thanks. May I introduce Mr. Wang to you. This is Mr. Wang. He works for You.
guang Trading Co.,Ltd. This is Mr. Cook. He’s from New Zealand.

C: How do you do, Mr. Wang?



