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UNIT |
GREETINGS & INTRODUCTIONS

[ At the Airport

SITUATION
A My, Chang is meeting a stranger Mr, Green at
the airport,

Chang:
Green;
Chang:

Green;
Chang:
Green:

Margie:

Chang:
Green:
Chang:
Margie:
Chang:

Green:
Chang;:

(A)

Excuse me. Are you Mr. Green?

Yes, I am. Is your name Chang Ming?
Yes, my name’s Chang Ming. (or: Yes, it is.) I'm
from the Carpets & Rugs Department.

How do you do?

How do you do?

Mr. Chang, let me introduce to you Miss Margie
Kelly, my secretary.

How do you do, Mr. Chang? ’m pleased to meet
you.

How do you do, Miss Kelly?

Oh, what a trip we’ve had]

Are you tired after your trip?

Yes, exhausted.

Now, shall we go through the customs formalities
first and then go to the hotel?

All right ’

This way, please,

.1.



(B)
Chang: Excuse me, but aren’t you Mr. Green?
X: No, ’'m not.
Chang: (Oh, I'm) Sorry}

I At a Gathering

SITUATION
Mr, Green is at a gathering, He meets his
friend Xiao Li and Li introduces Mr, Greento Mr,
Smith,
(A) Formal
Green: Hello, Mr. Li}
Li: Hello, Mr. Green.
Green: How are you?
Li: Very well, thank you. And you?
Green: Pretty well, thank you.
Li: Mr. Green, may [ introduce you to Mr. Smith?
He is also in the carpets line.
Green: Oh, yes, please.
Li: Mr. Smith, this is Mr. Grean from England. (To
Mr. Green) This is Mr. Smith from Canada.
Green: How do you do, Mr. Smith?
Smith: How do you do? Very pleased to meet you, Mr.
Green,
(B) Informal
Green: Hi, Xiao Lij
Li: Why, Hello, Mr. Greenj Haven’t seen you for
ages. How’s everything at your office?
Green: Fine, thanks. How are things with you?

s 2



Li: Ahout the same as usual. Well, how long are you
staying in Shanghai?
Green: Three days. Pll talk business with your Carpets
and Rugs Department.
By the way, who’s the man over there?
Li: That’s Mr. Smith, He deals in carpets, too.
Green: Id like to meet him, Could you introduce me to
him?
Li: Sure.
(They go to Mr. Smith)
Li: Mr. Smith, this is my friend Mr. Green from
Engiand. (To Green) Mr. Smith from Canada,
Green: How do you do, Mr. Smith?
Smith: Very happy to know you, Mr. Green.
"I At an Office
SITUATION

Helon is a receptionist at Green & Company

Limited, She is the first person to speak to Chang
Ming “from China, Who has un appomtnient with 7{17
Green at 10,00,

Helon:
Chang:
Helon:
Chang:

Helon:
Chang:
Helon:

Good morning, 'Can 1 help you?

Good morning] Is this Mr. Green’s office?

Yes, it is.

May I see Mr. GSreent Pve zn appointmbnt  with
him at 10,007 © =~ 7 ' - ’
Your name, please?
Chang Ming. I'm a salesman from China.
How do you spéll your name?

* ¢
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Chanr: Chang Mg, C-H-A-N-G  M-I-N-G,

Helo: Let me see-- Ah, yes, here it is. Mr. Chang, I’ll
tell his secretary Margie to fetch you.

Chang: Thank you.
(Helon dials)

Margie: Mr. Chang?

Helon:  Yes, he’s here,

Maigie: Hi, Mr. Chang. Glad to meet you.

Chang: Hi, Ms. Kdily. Glad to meet you, too.

Margie: Mr, Green is expecting vou at hisoffice. Pll tzke

vou there. Come this svay, p'eiss.

NOTES

1. form of address R IR
Mr. %, (BTREREEERHBARRZWHIRIE, b
BEFREZED

title prefixed to a man’s surname when e has no other
title or prefixed to his title

e.g. Mr. Green; Mr. Secretary X
Mrs.  #£A, AK. (BTERE SHHCEALHERZETH
FRrg)

title prefixed to the surname of a marricd wom~an who
has no superior title,

e.g. Mrs. Brown; Mrs. Green

Miss /ME., CYsRIBELREEZHF) .

title for an unmarried woman or gigl, . ,

eg. Miss Smith . Y

the Miss Smith; the Misses Smith

BSOS T ARSPIINE 3% A (LA TR D S S PR ..
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Ms. Ak, (AFRRBENLTFHAZ 2

title for a woman or girl whose marital status is unknown

e.g. Ms. Helon; Ms. Smith

2. Excuse me ¥R, (TN, FE%, FEPFEILR
AN S VS )

Used as an apology when one interrupts, disagrees, has

to behave impolitely or disapprove.

e.g. Excuse me, but I don’t quite agree with him.
Excuse me, Mr. Wang. You are wanted on the
telephone. ’

Excuse me, can you tell me the right time, please?

3. How do you do?  JAF—MMER, REEWM LELEAS
BRI EE, RIHFIREBHYou”.
used as a conventional greeting, esp. whei persons are
formally introduced; used only with the pronoun YOU.
4, Shall we go through the customs formalities firsty
RANFEHIp I X F 50

Shall I? (Shall we?) cften has the meaning “Would

you like me (us) to-9” It is an expression used to ask

for others® or another person’s opinion.

e.g. Shall T open the window?

Shall I get you a cup of tea?
Shall we FLegin work now? Let’s Legin now, shall
we?
Shall we meet at 10:00 tomorrow?
5. How are vou?  (Eef&nfge
in what state of health
used to inquire about the h.alth of the other person’
or of his family, etc.
eg. How’s Billg



How’s your wife?
6. Very well, thank you. And you?
RALGT , Wl e HRB?
And you?---And how are you?
ANl 5 2 TT I R ) TR 2 R, R 2 H .
7. Why, hello, Mr, Green.
“Why” here is an inferj. expressing surprise and hap-
piness when meeting is unexpected.
8, How’s eyerything at your office? Y )
ERER? !
9, How long are you staying in Shanghai?
Here the verb “stay” is in its continuous tense, which
expresses futurity, especially with verbs of movement
like “go”, “come”, “leave”, etc.,
e.g. We are going to Paris on Friday; we are leaving
from London Airport.
Mr. Gre>n is coming here next week and is stay-
ing here until May. ‘

What are you doing next Saturday?

William, I’ve put the visitors in your room, so you
are sleeping in the small bedroom tonight. I hoep
you’ll be sending the samples over soon.

10, I’d like to meet him. RAEAWH,
Pd=1 would (should)
“would (should) like to do sth.” is an expression to
indicate a wish.  FFHiE,
e.g. What would like (to have) for dinner?
She would like a cup of tea, I think.
I should like to go to the fair tomorrow,



VARIATION OF EXPRESSIONS

Excuse me, but aren’t you Mr. Green?
Bxcuse me. Are you Mr. Green from Eagland?
Fxcuse me. You’re from Canada, aren’t you?
Excuse me. I think you are from Canada.

Let me introduce to you Miss Margie Kelly, my
secretary. May I introduce to you--

Allow me to introduce Miss Kelly.

I'd like you to know my secretary, Miss Kelly.
Haven’t seen you for ages.

It’s a long time since I saw you/since I’ve seen you.
What a long time since I saw you last.

Long time no see.

He is in the carpets line. X

He handles carpets.

He deals in carpets.

He is in charge of carpets.

Carpets fall within his business scope.

How’s everything (with you) at your office?
How are things (going) with you?

How’s business?

How are you getting on at your office?

How are carpet sales (going)?

Your name, please?

What’s your name, please? ;.
Can I have your name, please?

Could you tell me your name, plesse?



USEFUL WORDS & EXPRESSION:

A, Greetings

Hello/Hullo/Hi/ Why,hello/1

@& Good mornin:/afternoon/evening/niyht /'y
How do you do, Mr. Smith?

b) Good-bye.
So lorig.
See you tomorrow,later.
P’ll be expecting you, then.

¢) Very pleasel to meet you.
I’'m pleased to meet y»u.
I’s a pleasure to meet you.
Nice to meet you, Mrs. Brown.'

happy . -
{m) to know/see/meetl you.
glad

d) How are you?
——Fine, thanks. And you?
How is Helon? How is your sister?
——(She is) very well, thank you.

B. Introductions

a) to introduce a person to somebody.
Thisis Mr. Green, And Mr. Green, this is &+ Smith.
Mr. Green and Mrs. Green.
I’'d like you to meet.--
May I introduce to you:

b) What’s yeur name?
What’s your first name?
How do you sp2ll your last namsq
Are you Helon fones?

8§



m—No, I'm ot. 'm Annz Jon s

Is your name Helon Jones?

——Yes, it is.

——No, it isn’t, My name’s Anne Jones.
¢) What do you do?

——D’m an engineer / a businessman/ a doctor/

etc.

Where do you work/live?

~——1I werk/live in Shanghai.

What nationality are you

w—I'm Chinese/English/Amsrican/ets,

EXERCISES

I . Substitution Drills
1,

Hello, Mr. Green. | . How are you?

|
Miss Morgan \'\
Ms. Wang -
John \l
RBill 1

Fine

Just fine
Very well , thank you.
I'm fine -
I'm very well '} |
Pratty well
Not Lad

., a'}él‘a



Not too well, [ have a slight cold.
3.

How’s Helon ?
, Bill
; Mr.Green
oy Xian Wang
f | your wife
How are | your sisters

Mr. and Mrs. Brown

' Bill and H~lon

1

4.

Are you | Anne Jones ?
Mr. Smith
Chang Ming
Mrs. Brown

e e o .

—No, I’'m not. I'm ’Helon Jones.
Mr. Snow

Wang Ming
Miss Brown

i

8 10 o
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Hello, what’s your name$

Are you from

England
France
Germany
Italy
Spain
America
Brazil
Mexico
Argentina

»
I
1
|

Japan
xxx C orporation]

6. My name is| Jones .

Pm-a

businessman

Betty
Harrison
Wan Li-na

salesman .
shop assistant
secretary

taxi driver
receptionist

.
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