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F—F HZTEIFEM
Fundamentals of Social English

1.1 $@EXA
Face-to-Face Communication

AEESAEASTLHEXREEA -TAKGER
FAREAMERE—ENRIFEFTRA, MEERAHAY
A N MB 3%, 38 20 0 i ST AL AN

1.1.1 EAAMR
General Etiquettes

ERBRFNHRHR . BB THMERYEZRK—
SRS TG AR FEH NS RINTFEAR X H, X
EUREREPHSHR. UTXERASHAIAYLEXRE
BEREAEARILN:

1. EEAANFESHRE., AR HF A AEHBREAERSE
B, UAERSEA. AEENHCHREZ A8, %
BEERRIMNWEES . UBA N FHRERGEE RN,

2. EERBESE. AE-FOREEPEXAMEH,
BAMFEE EXERBELPERKEKR,TMHBIENTE
e,

3. FESFRR. BEPEAMNWATARL . EPEAB
WEENTEFTARELST LCMRESL T BHFRMNIE X HBREA
RTINS YR R ELE AR AR L 3T
B4,

4. SHANTAEEEEY. BOREEKE, XHA
ESANECRLET S E, BRASHE MEAEH KT,
MHLRBEABHE., DUREENERASE LR A —
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AR SE AR . A8 B0 R X T ) BB, A L R 2K

5. AERATW XS HRIBRFL . P AN 8 koL
WARBRE—-TAMBR. ESRNORES  FAEEFHER
X T A IRl AT R R X 5 BTN BT A4 LA
B EHANBERE,

6. RKRBUA . FH. RIS Iy E 3R B X e K [A]
B, EEAR BB, TAAEMEARA,

7. RMEEE. AMERIXNFRIEEREX G HE £
B RMAEES T, RHATHELE. FBER.FTW
KERILBATH AR R,

8 FREEY. BYNTLHBRR . EMENTF
BRI ARERI AEARBR MR TNE REREREITF
BT RBERMUES . B EXRLBRPEETEE
FHHEREBR ABAHER . RBIFE JIREY.

1.1.2 #& 9 4A
Language Capabilities

FLUACZURFREEL T RFIEN ALER.A
HEX B CHSIEE F R RAMEE, 3 55 E A LA Hello
W BOE. KR E, GBEARKD T R MK B gt
HEREWE L.

H # XA 3 3 T R B I AR A 2 A BT Y
ARG, HREAICAEF LR EBRER, EHALHR
B K2R % B BRI AXE.

A, REBRHTHRIEBEHERERUNK B WM,
U ZIEE I EFERARERITIRMOBHRE AR, R
BEIJEL— M E T EQABI RN TREE EH
RIBHTRRBEAT B XREESIRBA 7] 88 50K 68 H
HBRX.

MR BORBEMBENE, RRL LSS RE R
FHCHIGEK Y EANIT . BRI RAEERTK
TR ER N TARAERBESHEPR R AN EIH, OLK
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TENAIRE HOREEE A EKE A E IR AU
BT

1.1.3 #&#H5%
Speech Tips

R E#THZE W R, E SR EERNIES T,
FHEERABRABHNR UTR-BRERKNTI.

1. EHEEHETT. FEANTRABCEBERER
R BB 4 B BT Rk i R, A% BB X IR, 348
eI, EHE,RARFEAETRARM. HIRT I ER
EXz I, ACHR BT EARIE N FEEE NG 2
200 M ETL,MEBEARER LGS RE 150 M 4. Y4
HEH B CULE KPR R BN BRI, R IRE O 18
Tk,

2. MEVROWI. SRR, KIEMNRE . RELXYTE
HPGEEME. RiERANEERT YR B E RS Wit
BRATFEEENBIRELEMENBOILEE. 25
H, M.

I'd like to invite you to a dinner at seven this evening.

ABEFHRS® 7.00 LR,

Ko iy Id like to REHMEM R, MR BHRE B,
dinner# seven this evening E R EEBHE R, Wik B8,
Hik,

3. AEBEWMNEIY. RIENTNEEREE, E EH
W, Y52 dinner BV BT RS VRS9, T 8 J5 T RO RT (8], SXREBRA
BTFEHTE, NG TFREEERF LR dinner J5 [ #94
WA SRS TR, MREBF®R, FERMEE, AT
UTFRZESBEE—-TMEHEWIE.

1) Let me see.
iR HE,

2) Let me think.
bR BA,
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3) Ill think it over.
iLRAR,
4) Let me consider it.
L& AH,
5) It’s like this, you see ...
A XA AR A
6) Let me put it this way.
RBAHH,
7) Well, how can I put it?
B, E2H%7
4. THRAOHED. ERFECHRBERREN RE
ME—DNLEHEARR BT HUTIRREZ T 55
B AFF R«
1) Hello., My name is ...

B, K eenee

2) Excuse me. Are you from England?
HERZAER R GG

3) Hi! How do you do?
R4 .

5 BRIERET . BRM G EUENQE &, KHFZEE, 0
FUF X s AL SR R A

1) Sorry to interrupt you, but ...
ERAL IR — T, R R e

2) By the way ...
RRAR L, — F eeeen

3) That reminds me ..
B AR T oo

6 EEMEL MAHRECRETHATEEEN M1
mean Jil & F 8 815 B 47, A i No, what I said was
wrong., :

1) Thank you so much for having helped me with
the b’ag, I mean, the box.
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WG RET XA, &, R, RREHLIAHTF,

2) Please come to my house at half past five, I

mean, half past seven.
# 5:30, %%, R, KA H 7:30 B KK %,
3) Let’s meet Vera, | mean, Velma at the airport.

BMEANE EBELE A, R ZARALLERSE,

1.2 #3EZR
Phone Communication

RS HEAT R, B E BEREE R R B, T S & H
U RS RERE A RANERTAZ—.

1.2.1 #dr & & kAR
Etiquettes for Receiving and Making Calls

1 EREREEAEM S, BEREREEN EAKE
FREE.RGEERXRBIAB . BEXBARB,. REELAS
n, BERFERENMEREREBAREEAERHIER
LR RS, REFANERFELSRE 00, BEXRRBXABLE
REBENINEEESAZBRERLEMNHAE  REHRE
2 86, XEABWIA 0, RN ALK, HARFSHEESZHE
ABHRESH, .- M EXERABLENEESHERZ QLD
987-0086, I E R M b 1 5 W B, B & 00+ 1+ 212 +
9870086, Bl 0012129870086, H#,00 BEREMFE AN EKF
w1 REENERNG, 212 BAAHH X B, 9870086
RRAFKEIESDS . ERXESBN—KELEES, PEA
BASTR, L is B R .

2. EENE, URITRMN T,

3. BE MBI ERATRETFENFILBEZILT
B AERTHRSSREREFEET MNEE-2IL
A, :

4. PHiget, EEARKKR. KRT X HF A, HEXE
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HE, SBR[ MR X3 Bk ?
5. WHACKS M, BIFERAUTILA X, BEaE
Fﬁ I'm ... . !lﬂ:
1) This is Li Lan.
ARAFZL,
2) Zheng Hua speaking.
KARAE,
3) Meng Xiangru of Tianjin, China.
ERTEREG R,
6. BEIAXTH BvEn, AN TR ERATK:
1) Hello, is that 981-0039, please?
45, % F R 9810039 *5?
2) Hello, is George Clinton there?
R, ARG « LAHD?
3) Good afternoon. Is that Mary speaking?
T4, hABWS?
7. M FEA B ERB AR, AN TXERE
HH:

1) May 1 speak to Mr. Cowley, please?
HREF L EREE,

2) I’d like to speak to Professor Baker?
HRAABREEE,

3) Hello, is John Smith in?
wiF, 48 LEXNAD?

8. friEat, a] LA Hello Z KB RRE, T AR
2 WA LB A C W ESEE R & LHEX LR R
RInf 3. .

1) Good morning. Jiang Feng speaking.
Fh4F, KR ILE,

2) Good evening. 320-7382.
B E4F, & 2% 320-7382,

3) Hello. 390-8762. Wu Yuan speaking.
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37, X 2R 390-8762, KR ZIE,
9. e Xt 2 HERt, REFH Who are you? i i 45 5l i
S, W
1) May 1 ask who’s calling?
PR A AR AL 7
2) Who is speaking, please?
AR R AR ?
3) Can I have your name, please?
9 AR R ARAE 7 :
10. X AR B O R T I B, B AL AR i
XF R R B R . .
1) Just a moment, please. I’ll call her.
WAAE, KXk,
2) Hold on, please. Il get him for you.
wAHE, R E R,
3) Please hold the line. She’ll be here in a minute.
R, T LR,

11. BiESBEEKe, PEHEFE T — O KKTEHR
REF. MN:6127701 AT BT 612 Z 5 RYESBE L 7701,
HIE SR A 0 LR F R/ O S8 1F zero, HMHF KK FEIE
— i m, BE A& — 6 X B AN B T DL 7E B AT o
double, fin: 6127701 BE W #i B six—one—two—double
seven—zero—one, 1 A] Ll {}i B six—one—two—seven—

seven—zero-——one,

12. yi 3Bt jE) Bt , 8 S A1 past B to. N :4:23 B IF
VLR four twenty-three , RE i} i twenty-three past four,

1.2.2 REAR A8 AL
Etiquettes for Absence or Non-Availability of
the Target Person

L AR ERMARTE, MR F S 3 vt . .

1) ’'m sorry she’s out right now.



