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Greeting Strangers & Introducing Yourself =~ «ooooeeeerevemenieecenn. (1)

Functions: Greeting and introducing
Phonetics: Vowels: [i:][i][e][a]; Consonants: [p][bl[t] [d][k][g];

Consonant Clusters

Greeting Friends & Introducing Someone Else «:++eeeereeeeevveennne. (6)

Functions: Greeting and introducing
Phonetics: Vowels: [w][u][o:]1[5]; Consonants: {s][z][f][vi[e][a];

Incomplete Explosives

Further Contact .................................................................. (11 )
Functions: General inquiries: Brief background information

Phonetics: Vowels: [a:][a]la:][a]; Consonants: [J’][s][tj’][ds];»Linking
In the Office (1) coovreemmmer e (16)

Functions: Asking for permission; Making suggestions
Phonetics: Vowels: [ei][su][ai][au]; Consonants: (r][1][m]{n])[n];
Sentence Stress

In the Office ( 2) ............................................................... (22)
Functions: Making requests and offers

Phonetics: Vowels: [0i][is][ea]{uo]; Consonants: [wll[h][e])dr](ts][dz];
Sense Group

Job Routine +eveerveeremmmii e (28)
Business Topic: Talking about job routines

Language Focus: Simple present, Expressions of frequency

Talking about a Company ...................................................... (34)
Business Topic: Describing a company
Language Focus: There be 45, )i have

On the Telephone ............................................................... (39)
Business Topic: Using the telephone

Language Focus: Present continuous (1)
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Unit 12

Unit 13
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Unit 15

Unit 16

Unit 17

Unit 18

Unit 19
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Language Focus: Present continuous (2) /be going to
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Language Focus: Simple past tense

New Prograrns lllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllll
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Language Focus: Present perfect tense
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Business Challenges ---------------------------------------------------------------
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Business Topic: Clarification & adjustment of an order
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Business Topic: Business entertaining
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A Survey ...........................................................................
Business Topic: Market research

Language Focus: Personal and possessive pronouns

Establishing Relations .........................................................
Business Topic: Making business contact
Language Focus: Non-finite verbs: Infinitive
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Business Topic: Discuss future plans and schedules

Language Focus: Non-finite verbs: gerund
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References ZEFH -corevrrerrammmmimmiieiiiii e et e ee (142)



Unit 1 Greeting Strangers & Introducing Yourself

Functions: Greeting strangers, Introducing yourself
Phonetics: Vowels: [i:][i][e][a]; Consonants [p][b][t][d]i[k](g];

Consonant Clusters

Dialogues Nice to Meet You

A: Hello, my name is Zhang Hong.
B: I'm Sam Smith. Nice to meet you.

A: Nice to meet you, too.

(At the airport)

: Ms Sally Brown?

: Yes, that’s right.

: How do you do? I'm Mr Li from A&B Company.
Oh, pleased to meet you, Mr Li.

> T > E >

: Pleased to meet you, too. Did you have a good flight? ---

(At the reception)

Adams: Good morning.

Receptionist: Good morning.

Adams; My name is Max Adams. I'm here to see Mrs Jane White.
Receptionist: Yes, of course. I'll let her know you're here.

Adams: Thank you very much.

Words & Expressions

greet [griit] . [A]{&

stranger [s'treindzo] n. FEA4 A
introduce [intra'djuis ] v. A48
yourself [jo:'self] pron. B ET
meet [miit] ». &R, BRI
airport [ 'eopoit] n. #li%
pleased [plizzd] adj. MiHR&y
company ['kampeni] n. 27
flight [flait] ». (8i%5) #HFT



reception [ri'sepfon] n. ®REAL
receptionist [ri'sepfonist] n. HEFF R
let [let] v. foiF, ik

know [nou] v. HIiB

Language Focus

1. Greeting someone for the first time (55 A#RAE R H—LE @ RIE):

Greeting Response ‘
Hello, my name is. . . Nice to meet you. Mine is. ..
Good morning. I'm. .. Pleased to meet you .

How do you do? (formal) How do you do?

2. Introducing yourself (BE fT4R):
My name is. . .
I'm...

Let me introduce myself. My name is. ..
Phonetics

1. A brief introduction to English phonetic symbols.

RER20AMLFFE, 8AMRFF4%,

AFHEFHERGABE BN, REEF, FFED, LFETHEALTH
BAFHRH, EAFIHERATPEATZS. ] REFHT, REkALFTHZE
ERBHKE,

HENAFTHERRABS oI RN, LRXAME, HETAFH TR
WHEXG, TREXFWAEFRES; FHEHOHBRBE,

2. Focal Sounds (FEE %)
(] £F&2M: EXKTEH, BAT, ENHRFTORTLE, RELSEFTALA
AT B #E
A AFEM: EXRTE, BAT, oBA (] WX, S0k (i) o4
& . ik,
le] AFZM: ERKITEH, REMIF, oML [i] #ak, #40E [i] &
I,
(] REEM: EXBRTEH, RBEABLEH, vBL [e] A, E4L%
[e] A&,
3. Consonant Clusters (#EEE)

RERATEARANRE S OB T LA —ROAL, IV AL HTHEE,
Jo: black [bleek], desk [desk], M F 4R, WA HT 24 B RFHE, R
BOT—AHF, BRFAREEALE (o],

2



Exercises

—Functional Practice

1. Here are the replies, but what are the initiatives?
Very pleased to meet you.

How do you do?

Nice to meet you, my name is Chris.

Good morning.

2. Complete the following dialogues with proper expressions.
(1) (Chris Harvey introduces himself to a girl he wants do dance with at a party. )

Chris: , my name is Chris.
Girl:  Hello, Sally.

(2) (Wang Ping introduces himself to Jack Smith. )
Wang: Hello, Wang Ping.

Jack: » I'm Jack Smith.
(3) (Li Fang introduces herself to a British visitor. )
Li: How 7 My .
British: ? George Cody.

3. Put the following dialogues in the correct order.
(1) _a Hi. I'm Helen James. Where are you from, Mr Chen? ( )
_ b I’'m from Britain, Liverpool, to be exact. ( )
_ ¢ China. I work in Guangzhou. And you? ( )
_d Hello. I'don’t think we’ve met. My name is Chen. ( )
(2) __a That’s right. ( )
_ b How do you do, Mr. Li? ( )
__¢ _Good morning. My name is Vero Woods. ( )
_d From London? ( )
_e I'm David Li. How do you do, Ms Woods? ( )

f Now there’s a car waiting outside. ( )

4. Oral Practice.
(1) Introduce yourself to somebody.
(2) Work with your partner. Greet and introduce yourself in the following situations:
—at a formal meeting
—at a friendly evening party
(3) Divide the class into two. One group of students will be given a card with the
“visitor’s” name on it. Walk around the class asking “Are you'+-?” When you find

your “visitor”, you should greet him/her and introduce yourself.



—Phonetics Practice

1. Read aloud and compare (BBiEFFELE).

[i] [i] [e] (2] [p] [b]
[liv] [liv] [ pen] [peen] [ pin] [ bin]
[sit]  [sit] [sed]  [seed] [pip]  [bitt]
[bi]  [bit] [beg]  [beg] [keep]  [keeb]
[mizt] [mid] [let] [leet] [meaep]  [laeb]
[t] [d] (k] (g/
(bixx]  [bid] (pik]  [pig]
[det]  [ded] [bek]  [beg]
[tik] [ dig] [keep]  [geep]
[tip] [dip] [keim] [geim]

2. Read the following phrases and sentences.
(1) healthy living

silly question

a red van
coffee with cream
twist his knee clean sheets on the bed
(2) It's the best film I've ever seen.

She keeps being sick.

The van crashed into a taxi.
They need to keep fit.

3. Read the following words, paying attention to consonant clusters:

greet
pleased
flight
friend
bring
plane
clock
blue

table
milk
next
middle
gasp
jump
shelves

risk

Reading Comprehension

A: What’s your name?

B: Peter Davies.

A: Where are you from, Mr. Davies?

B: I'm from Britain.

A: T see. And what do you do?

4



: I'm a computer programmer.

: That’s interesting. So why do you want to work here?

: I decided to move to the United States because I wanted some overseas experience.
: When do you plan to start working?

: I want to start working as soon as possible.

: Tell me, who can I contact to get your reference?

: You can call my previous employer, Mrs. Jensen, for a recommendation.

: Okay. I'll see what I can do.

: Thank you very much. I look forward to hearing from you.

> e3> w»>»w

Questions;

1. What is the relationship between the two speakers?

2. Is it a formal or informal dialogue? How do you know?
3. Do you think Mr Davies may get the job?



Unit 2 Greeting Friends & Introducing Someone Else

Functions: Greeting friends, Introducing someone else
Phonetics: Vowels: [w][u][a:]{o]; Consonants: [s][z][f][v][6][a8];

Incomplete Explosives

Dialogues How Are You?

Mark: Hello, Sam! Nice to see you again.
Sam: Hello, Mark. Long time no see.
Mark: Yes, indeed. How are you?

Sam: Very well, thank you.

Mark: And how is your family?

Sam: Oh, they’re all fine. Thank you.

Li: Hello, Tony. How are you?

Tony: Very well, thank you. Well, come and meet my friend. Li, this is Sally. She is
from the States. And Sally, this is Li, my colleague.

Li: Nice to meet you, Sally.

Sally: Nice to meet you, too.

Words & Expressions

friend [frend] n. ik

else [els] adj. Hl&, HAbks
again [a'gen] adv. H—IK
long [n] adj. ¥&1 (3g8tE])
Long time no see. ¥AARRT .
indeed [in'di:d] adv. #3C
family [ 'faemali] n. FEE
come [kam] v. ¥

the States [steits] £H
colleague [ 'koli:g] ». [El&E

Language Focus

1. Greeting someone you know (B A . A& EAYIE4RIE).

6



Greeting Response

Hello/Hi. How are you? Very well /Fine, thank you.
Good morning /afternoon . Good morning /afternoon .
How are you this morning /<7 Not very well, I'm afraid .

2. Introducing someone else ({T4BE LA ) :

Introduction Response

Bill, this is Tom. Hi. Nice to meet you.

Bill, come and meet Tom. Hello. Pleased to meet you .

Bill, I'd like to introduce you to Tom. How do you do? Pleased to meet you .
Phonetics

1. Focal Sounds (¥ EEFXR)
(w] KF24:. E€55%, EEHEE; ABKEKE, @ xl; vigF44,
o REALA K
[u] AF24: EEFAKTRA, 121E (] HiKE; REKE, HailEs;
B [w] MK,
(o] £F2M: EEHQHTAHAE, A [u] HiK; REKE, AARTES;
oHBIA [u] X, 2REILAEK,
) AF2M: EHRAFTRRIEH; RBHKE, RaWEH; vBrE [o]
Ko
(6] AF&4M: $RBREEY, ARBLEX AN, BEXF, Mrtihes ks
A& [a],
2. Incomplete Explosives (R 5E2 )

AR—AZRYF, 2R —ANA0R&F [(pl[bI[c][dl(k][g]l& A, %58
AMFI K, WEHORMRRF RUFLINFGEE, FERBRAEALE GH
WE, IRBFTALAFA “RELBR, #lde:

Good morning.
Not bad.

a good flight
go and get

Exercises
—Functional Practice

1. What do people say?

(1) Hi.
(2) Not too bad.
(3) Good morning.




(4) Nice to see you again.

(5) How was the party?

2. Complete the dialogues with proper expressions.
(1) (Sam greets his friend, Max)
Sam: Hello, Max, ?
Max: I'm fine.

(2) (Jack Smith greets his boss, Peter Saxon)

Jacks , Mr. Saxon. How are you?
Peter: . I hope you're well, too, Jack.
(3) (Jane is introducing a customer (Jli% ) to her colleague, Tom Brown)
Jane: Mr Carner, to introduce you to Mr Brown, my col-

league. And Tom, this is Mr. Carner.
Tom: How do you do, Mr. Carner?

Carner:Nice to meet you, too.

3. Arrange the following conversations in the correct order.

(1) _a Fine, thanks. Let me introduce you to my colleague Paul. ( )
b Hi! How are you? ( )
¢ Nice to meet you. ( )

_d_Fine. And you? ( )
(2) __a Oh, quite busy at the moment. In fact, we’re about to open a new branch in
New York. ( )
_ b Hello, Ms Duggan. How are you? ( )
_ ¢ Fine. How are things in the States? ( )
__d_ Not too bad, thanks. And you? ( )
(3) _a_C: Please call me Mary. ( )
b

c_B: Yes, itis. Let me introduce you. Excuse me, Mrs Gentle. May 1 intro-
duce you to Paul Carroll? ( )

o

Morning, Jenny. How are you? ( )

d _A: Good morning, Paul. ( 1 )

e B: Pleased to meet you, Ms Gentle. ( )
__f_A: Fine, thanks, and you? ( )
_ g B: And please call me Paul. ( )
_h C: How do you do? ( )

i B

: Fine. Is that Mrs Gentle over there? ( )
4. Oral Practice.
(1) Introduce a friend to somebody else.

(2) Work in groups of three. Greet an old friend and then introduce the person you are
8



