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- Face-to-Face Communication
B TARSK

FZESAME A BT YR WA AB — 1 AR ZR G R
RMEAEERE ENREEE RN, MERRAMHYEHITA
B35, 3B xE 7 R SCAALAY .

1.1.1 General Etiquettes EZAFL{X

TS B AT AR SRR 58 T AN A 48 24 T 38 IR A — 2L
BT, 977 AR S AL N S RATFEAA X 5, X7ELLE
BRG], LT xR ST A MW EE RN
HAFLL :

1. T ANTFERWA ., FE7E 7 AT A2 50 45 JE g,
REBSHEAN, AERYECHEEE —SRE R HEEER
RATHE =I5 S, LB A Xy IRRE M SRR .

0. BARKEYM™, RE—IFOREEPEXAMERE A
I, XREAMEZES R KR, T H Wik A AR, %
B X A—GIEIE:

Don’t wash your dirty linen in public.

RAARASMG .

3. RERLT A, P ELATET AR, b E e ke
AT ARE DT, Gtnisd T 8IS, X 784 iR
R BLETE M RS B E A BT B S AT
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4 SXMATHEEERED Y., MREBAE, W F kS
AERVT =18, BRA LM IR BB KT, M 25818
BABRIE. FURERNBEEAE LR B — 1 EE R,
HE49 B O R X J7 8 SR, AR AR R A R

5. NEATWTXITHIBERA. FIH AN AE 8 AE IR A
KR — ABIB3FL, 75 5 {11 A9 38 o, R EE 3 3 (] s ey
TETF () B, L AT )[R 3 7 B A+ B T4 T B 4
BEEE.,

6. AHERBRIEEIG . WRX I 3 30k KX 577 | # fa]
L EEA B ORGSR BRI H,

7. REBERE. AERYTX 7 ULIE SR 0% 7 335 , St
BEEBEEX T, RH AT HERE. REtER T KRR
BT R BB HR

8. FHEEY., BUNTATHRBER S, BHENFHS
IEABRIEREL LA, R REREREIT RN
B, RBEEEM LS. B ERRARPEEEEFRNE
BE AR AEREHER, RBFE FIREY.

1.1.2 Language Capabilities ESIHE

BHAFELLURRSER T R¥EIEN AREREHT
Xt B O HRIEE S B RFHEE, E 55 EAEA Hello the 3
BOE. Kbl GEER XD T XEEMKE, A5 B C R
Al

AR 3T RAIAE 3T 1 30 BT 3 K B8 O R A 26 A BT AR Y
AR A BB (IR ) F B AR AR, A RS ARE
REFITE UG A BRI A X .
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At W E HATHAT RSB EE RS R UM N B R, By
S RiB¥ ] EEAEEATRRME N BE. B, RB¥
B — R BB ] 2 ] SRR X B Y A PR 3ETE , B SR AT
L BAT BALKMBESBARA AT S L IARE AR 3E

IR BRI PE BB IS, BRI K R HRR A
CEIEAE, BAMIT 3L SR R ARIEAIT R &
B, XM FAREFFEFT P RKEFETEH, DLLRANE
RS R FREF A, A LI BRI RS T .

1.1.3 Speech Tips EZHD

FEFA BB AT H AR SRR, A S M ENESHI.
& ERABMENE, LT R — BB AR

L EHIEREMNTEIT. AEANTRIACEERBTRM . 3
RIE 4 Fe B 3k B B R, A BBt 7 B9 IR 3Z , U A8 AR IR
VR, WERHEASTRERA. SRT, EIERIZH, B
O R, BATFE ARSI EE N850 824 200 F T, 11
EEARIEE LSS 1A 150 ML, HREF A CUE
SRR A TRIER , RS TR B ER TR,

2. IBEBEHERNTT. BAKRE, RIBHRE RESTHLL
PUEEME. HiERANERETTRELEZT WIEANR.
TR BB PR A R SRS R EE. .

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

RARHE A 7:00 SLHEE .,

Hepig Td like to BRI RE, LB RE B W
dinner F seven this evening IF R EE# N E B, M 31518 4L,
HY, '
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3. BEEWIETY, FIEEF R EREW, 0k LF$,
Ut5€ dinner BT REVE 1, FE UL 4 5 ETRO BT [|) . SXREBEA B T
WWE, MY TREFEE[F B4 dinner J5 H W EBRA M
ZEH T BfE],
MRER PR FERMEZ R, THUTEXAAS 1A
L
1) Let me see.
ik AA,

2) Let me think.
A AA.

3) T'll think it over.
bR RA,

4) Let me consider it,

iEAAA,

5) Its like this, you see...

R A
6) Let me put it this way.
7) Well, how can I put it?
B, E ZBRT?

4. FFHBRIETT. EiRE B CHRIEZREES , REIE
— PSS EAZR BT HU T X R REEH S5IEAFRK
ﬁﬁ:

1) Hello. My name is...

2) Excuse me. Are you from England?
EPIERANER RS
3) Hi! How do you do?



SUFBEEEM T - [an] 6] =W

B 37,

4) Hello. How are you doing?
47,

5. HRIERIRRTT . ANFRXT HIERTE R BHR, BHR EEIE, TH

PLF i S8 LSRR K

1) Sorry to interrupt you, but...
KERAL, ATHF—F , AR weees

2) By the way...

MRAR A, — T eeveee

3) That reminds me...
BRI R BAT eeee

6. BIEMHET ., MARBCHRBE I ATEEEN, A1

mean il b IE 8 B 15 B 17, A H % No, what T said was
wrong, Hi:

1) Thank you so much for having helped me with the bag, 1
mean, the box.
WREFRETIAAE, K, R, BRAHZINHET.

2) Please come to my house at half past five, 1 mean, half
past seven.

H 5:30, %, R, KA 7:30 BIAFE R,
3) Let's meet Vera, I mean, Velma at the airport.

HAMBAIG R, R, R, RARLE R,
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- Phone Communication
e iE X SR

JRRRTRIEAT SR UL, ANE B B S 19 S B T L7 5 B )
etBA ), RATHRESIN FER R TRz —.

1.2.1 Etiquettes for Receiving and Making
Calls #EATHIFRERILN

LGB EPR SRR s . B BR Bk S ek E b
T SR G TR B R R X AR, PR X S, 5 4k P B S,
T = e 2 A ) 545 o) JEL 88 1 b 7 A [ B L % 3 4 D 9 4
B 3 i P ) I B s A 00, % i (X AR 2 3 F 45 A o
TR B L TE SR I RS TR E AU TSR 86. X ACHS Al
WA 0, TER M IR . P SRS R ZIE AR HRIE S, fl.
— R E A B A RIS S5 (212) 987-0086 , 4R EE 4k L b 4
SHE, ik 00+1+ 21249870086, B 0012129870086, H
00 R E A EFr 7, 1 BEEMEZRAL, 212 RAYTHH
X IHAHS, 9870086 B FH /' A% B, ZE4K X 45 B R A i — K
B SE » P B RS, L G s A 1Y o T

2. TREEE, URITHRN 7,

3. WSEET S B B iEEE T AR B LR EIL B B
PA, AN EBOT B PR 7S AR AT L 5 T, 1 B S — & L AL 38,

4. PFER L EERARBERMR. KT, XA, BT

%
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B, B BEIR B2 A R R R I DU W SE R ASOR 7

5. iHA A O W 5 i, B & R LR LR J5 3, @ R i
Arm..., 0.

1) This is Li Lan.

2) Zheng Hua speaking.

3) Meng Xiangru of Tianjin, China.

KATEREH EARL.
6. BAIAXS 5 RUERS, BT RN T X 2 RAB I
1) Hello, is that 981-0039, please?
WHF . #1912 9810039 %7
2) Hello, is George Clinton there?
AT, BRARE « LHWMD?
3) Good afternoon. Is that Mary speaking?
TH4F. BERBWG?
7. XA B DB R AAT, AT A T e RE TR
1) May I speak to Mr. Cowley, please?
HREA AR E,
2) TI'd like to speak to Professor Baker?
RN LR BERE,
3) Hello, is John Smith in?
HAF, 498« L HEMED?

8. HEHLIEES, W LAA] Hello Z B EMEIE, WL AL .t
ALMEE C K ®RIES S-SR 7, & 7 LB LR 77 2 R e
M. .

1) Good morning. Jiang Feng speaking.

FE¥F, AAE,



F—F #BREBAH

2) Good evening. 320-7382.
B L4, iX 2R 320-7382,

3) Hello. 390-8762. Wu Yuan speaking.
H4F, X P& 390-8762, KA Z4E,
9. R RUER , R EE ] Who are you? i i #7511 i 2 AL
. .
1) May 1 ask who's calling?
9] 45 A AR A7

2) Who is speaking, please?
45 2 A2

3) Can I have your name, please?
19} 48 L AR A

4) Whom am I speaking to, please?
P 15 R R4
10. X AR B R 2 SR AR AR, b #LER H3F x T
e SRR RARAE R . 40
1) Just a moment, please. Pll call her.
WAAE, KE R,

2) Hold on, please., T'll get him for you.
AR, R E B,

3) Please hold the line. Shell be here in a minute,
HANAE L Eh k., ;

11, #IE S KN, PRIEESE L — DS ETHBRE .
10:6127701 LA EASE 612 Z S RMEIS IR & 7701, BiESH
H 0 &R T O Bl zero. BMHRIMET I E—ERT, BE
A B — T X PN ECE , AT AR ST AT double, 41:6127701
B% 7] 4 i, six-one-two-double seven-zero-one, 1 A LA 3£ @, six-

one-two-seven- seven-zero-one, —NHHFBEIHEFE &N, 7]
9
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H—1E X = ANEF, XA LUZE S M RT I 0 triple, 0.
8889231 BE A i iY, eight-eight-eight-nine-two-three-one, 41 7] i
B triple eight-nine-two-three-one,

12. A [E] Y , BE B8 FA ST 1) past B to. 4N :4:23 FRAFELAK

four twenty-three, AE LY twenty-three past four,

1.2.2 FEtiquettes for Absence or Non-Availability
of the Target Person SHE ARFERTFLIYL

1 GRS BRI AN, AR B X T . .

1) Im sorry she’s out right now.
R ERE,

2) What a pity! Gao Chang has just gone out.
KBRT,HIFRFH*,

3) I'm terribly sorry Yang Fan is out at work now.
A HARAELEELT,

2. IEXHERHANTE, N ESFE—TXHHTRETEH
&, .

1) May I take a message?
A LT EHEND?

2) Would you like to leave a message?
A2 FEHEHD?

3) Can I ask her to call you?
FE2R LR B ED?

3. HNEx B S HE R AR, T LALER H i R — T X
HHRIESH, .

1) Can I have your name and number, please?

10



