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Chapter 1 Office Philosophy /F5& _,ﬁ

‘e/le EADH . Sentence Patterns

Hello,I’'m Jane.

WoF , BB

Hi! I don’t think we’ve met. I'm Johnson Harris.
RbF , RERINTEAR AR Ry B - 48,
Hi! My name is John. Nice to meet you.

Wby , R 45, RE AR,

May I introduce myself? I'm . . .

RITUERAG—FG7 R

If you don’t mind, I'd like to introduce myself. I'm ...

WREAA BHE, RENH—FRAS, RE -

Allow me to introduce myself , I'm . ..
WRVRERAG—TF R
Hello, I'm ... What’s your name?
YREF BB - AR A 47

May I take the liberty of introducing myself to you?
AT LLE BRI AR B A G2
ALZESTAEAR

John, this is Bob.

L, X R

Jane, do you know Bob?

By, RN G ?

Mr. ..., I'd like you to meet . ..
...... %ﬁa ’&ﬁﬂ:ﬁ;%iﬂﬁ"ﬁ‘ st
Allow/Let me to introduce . . .

U BINE 7




RT @b wEoE

I would like you to meet . ..

REIBER—TF
Let me introduce our new colleague . . .

LR B— T RAVOFAE -

It is with great pleasure that I introduce to you. ..

RAEWRENGRAB -

— U LEL TAMAANBARGHEFHAL
Here is my card.

EXREHE R

Please accept mine(business card).

HRTROZ R

Thank you for your card.

BWERE A H .

I'd like you to have my business card.

HRTRSE R
— U LELTETFTREBLRAN LR

T

You are Ted? I have often heard about you.
HRBE? REFTHR.

I'm very delighted to meet you.

RPN RE

I think I have seen you some where.

AR AT WK

If you need a tour of the city, we will be glad to help.

MRGRRERBER RNEER .

It's a great honor to know you.

4
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NRRRBERBHRE,

I’'m honored to know you.

RAFEFNPR

Where are you come from?

YRk B BB L2

I'm very glad to have the opportunity to meet you.

R E A LA PR
v EEE . Qi ;
Hw B®|ME . Situational Dialogue

HREERBEABMFIMER XN, B—-FINE
UL, B—18, BATA CABIMERBEM SR, RATH AT L FRE
o B VT AR P

Part 1

Hi! Allow me to introduce myself, I'm John.
Hi! I'm Jane. Nice to meet you.

Miss Jane? I have often heard about you.
Really? What have you heard?

Compliments and so on.

eEpeP P

Part 2

Jane, I'd like you to meet John, he is our business fellow.

o

B: I'm very delighted to meet you, Mr. John. Here is my business
card. (offers her business card first)

C: Nice to meet you, Miss Jane. Thank you for you card, and
please accept mine. (offers his own card)

B: Is this your first time in Xi’an?



R 3 W& pEoE

C: Yes. Pretty easy to tell, huh?

B: No, not really. We don’t see many Americans.

C: Actually, I'm English.

B: Oh, well, if you need a tour of the city, we will be glad to help.

Part 3
A: It is with great pleasure that I introduce to you our new colleague
John. '
Oh , wait , sorry, please let me introduce myself.
OK, that is wonderful. Please!

B: Hello, I'm John, from Northwest University in Xi’an, I'm hon-

> @

oured here to work with you.
A: Furthermore, I want to make a complementarity. John is new-
comer, so I hope everyone would help him as far as you can.
B: Thank you!

-3
Part 1
A: RiF, EATRBRAGE T, RUAH,
B: #RiF, BB, BEMARK
A: BIR/MET REWT AR
B: HiN? XTFf A4
A: BEBHZH,

Part 2

A: BIR, REILKRAR-THE MERINOETKHE

B: MEXCARR, ABEE. IRBRNEF. (RBHAR)
C: MEPCOARER, BTN BEERNE A, BFRTRK. G&

6
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LHEWAR)
D AR — YRV &G ?
: R, RARMBESEHK?
A HEBRMNABIKREAAZ
: HELE REEEA
R, WRARAR L R R R, AT BT X 7l

Part 3

> >

-y

B:

AW RFEN BIROTARRATE B R F L8

B, NAREE—T. BAFRABENA—T,

YH IR RRYE T . !

REGF , RMAE, Bl T LIRS I 5 R E R
ERAR—&E T

BEAh , B AR PN #M TE o AR BTOR B, BT AR A B R KA AE
B B C BT RER#E Bt

i

&IFC . Necessary Vocabulary

introduce v. N3 i
complementarity n. 3%
newcomer n. FRIBIA, FFEBA :
honoured adj. REH 5
business n. 458,85 ,8\l/,X5C
fellow n. (W
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BAWNT B HEP, TARER S AAENEE, ABHE
LT TE R I R SR P PSS |
MK E,



.
Chapter 1 Office Philosophy / A5 4 _i

E/H@W EADR . Sentence Patterns

Well done!

T34 !

Excellent/Good work.
AR5

You have been appointed . . .

RELBAEMmA -

We all know you have done an excellent job.

HATER B R TAEMR
You really did a good job.
THETRAHE,

Your effort to . .. is highly effective.

VRAE =+ J7 T B 55 0 e s A I3 o

‘Hilw E8888_Classical Sentences

You flatter me.
BT,
I have a long way to go yet.

RETEE .

You did an excellent job.
HRIAERRE 6,

Good job!

T4

Thank you for your hard work.
R VRE S THE



BT @M% xEoE

I appreciate your effort very much.

BAR W R B R BB B 5 T o
She got a promotion because she did a good job.

i B TAERY B TR T 8

I've always admired your work very much.

H— AR KRR TAHE

I've got to hand it to you, you really did a good job.
HREERRBRE G, RABAHRBER.

You are one in a million!

RATHRE B!

You are out of sight!

Ror !

Your presentation is smashing.

HERATSHE,

You are always so impressive.

BRI 2L NERBEZR

HBlw BEFSRE \_Repartee

Thank you very much. I appreciate it.
B, REMEREHR.

It’s nice of you to say so.

WX 43

It's my pleasure.

RKE,
Thank you for saying so.

It’s very kind of you to say so.

10
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WS A,
Appreciate.

JEH B

YHEBWw B=RiE . situational Dialogue

Part 1
A: John, you have been appointed the new manager of the company.
B: I am fortune enough to get that position.
A: We all know you have done an excellent job. You deserve the
promotion.

B: Thank you for saying so.

Part 2

A: John, your project made much profit for the company. You re-
ally did a good job.

B: You flatter me. If not having the support from our work team I
couldn’t have got the achievement.

A: Did they help you a lot?

B: Yes. We are efficient because of cooperation.

A: Done well. The company should put a premium on you in the
form of bonus.

B: Thank you very much for saying so.

Part 3
A: John, you did an excellent work. Your effort to promote the
profit of our company is highly effective.

B: It’s my pleasure.

11



