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Chapter One
F—E

Office Protocol

InAZEFLBY

@ Greetings
LT

| IR NERVHE

Typical Sentences{ M#£55 1))
1. How do you do?

i

(EERTE R , 1o H &5t B “How do you do?”)
2. How do you do, Mr. Johnson?

EAL " piip i wa i O

(X7 B FRERBRESHIRE,)




NAZRERE

3. Nice to meet you.

ysybuz 8040

It’s a pleasure to meet you.
FELFS, MEIMARR,
(“It’s a pleasure to meet you. ” t“It’s nice to meet you. "4
&5, AJH“The pleasure is all mine. "[BI%, )
4. I've been looking forward to meeting you.
R—EHB AR
(look forward to. .. to e mEEEIAR)
5. I'm pleased to have the chance to talk with you.
RBEBNA X MLSBR BB,
(be pleased to. .. REMHEF)
6. I've heard a lot about you.
ABKE . /AW, AW,
7. Have we met before?
FATTLART WA T 7
8. I don’t think we’ve met before.
TR AR B W 1
9. May I have your name, please?
-GS
10. What company are you from?
BB ATFIR?
11. Could you tell me what company you are representing?
BERRERENAAFG?
12. Do you have an appointment?

L4 T 57
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13. Would you like me to see your business card?
REE— T ENZ 17

Scene Dialogue (i | 3415 )

A: How do you do? My name is Zhang Hong, Please call me Xiao
Zhang.

F4 Rskar , FIR/KE,

B: How do you do? I'm Bob, Robert. Call me Bob is OK.
4 RN RE B4, WRAHEF T,

A: Bob? I don’t think we’ve met before. But I heard a lot about
you. You have always taken good care of our company.
Bugh? ERMUBGTRAIH,BRESAMKE , RAEE
WRERXH,

B: Thank you. Here is my business card.

Wi XERRMEH

A: Welcome! Come in, please!

I A St , ik

NHEEHEENRNGS

Typical Sentences( 384 )
1. It’s nice to see you again.
RRMBARLRE T .

2. Long time, no see.

HAARR.

(We haven’t met each other for a long time. )




ysibuz aoyo

DMAEIHRE

12.

13.

14.

10.

11.

. I haven’t seen you for a long time.

HABRBUR,

. How are you?

PREFG7
(—M&1E - Fine, thank you. And you?)

. What brings you here?

WB R AR AR B3 LR 69 7

. How have you been?

PREFAG?

. How’s everything going?

— DI ARMGA| T 7

. Everything goes well, thanks.

— YR, B

. How’s everything with you?

Pr—YIER b7

What have you been up to recently?
BOEG?

Is everything all right?

— YR ?

You're busy as usual, aren’t you?
PRiE R — R RR , ARG 7
How’re things in New York?
AANNETL BRE?

Business is booming now.

A RRE



15. Business is slow.
E B

16. How about the business in London now?
I E TR

17. The same as. ..

18. Not too bad.
AKX,

Scene Dialogue( 1 31iE )

A: Hello, Ms. Li, how are you today?
W, 2/NE , SR E AR

B: Fine, thank you, Mr. Smith. How have you been?
TR, WBR, LR e . Boinar?

A: Not too bad.

A,

B: Mr. Chen is expecting you. [’ll tell him that you’re here.
BREAEERBERE, REHEMERT,
(RAKESERRE)
Mr. Chen, Mr. Smith is here.
BREHE, S EREERT .

C: Let him in.
R,

B: Yes, Mr. Chen.
HH L BREE
(% SRR SE4E )
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Please go right in.

P

yslibuz 82440

aQ

Typical Sentences( 452 )

1. Nice meeting you.
REMAR TR,
(It was nice meeting you. )

2. It was nice talking to you.
BRI R LR B X

3. I must be leaving now.
RAELIGET .

4. See you again soon, [ hope.
7 BRI EBRAR L

5. I hope to see you again.
RAEBFBIRNE,

6. Give my best regards to Mr. White. Say hello to Mr. White.
AR E AR E R

7. I'll leave you here.
RE M ZEF T o

8. I have to say goodbye to you.
RABARFHER T

9. Bring my best regards to your family.
RBIERE AL -
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10. Are there any questions you'd like to ask before we leave?
HRRTFRIMTEH AR M7

11. I'm glad to be of help to you.
RAR B MBREXT R A BT B o

12. Take care of yourself.
HERE,

13. Please keep in touch with me.
HHRERFRE

14. Please drop by when you are free.
A 2 AR TF R o

Scene Dialogue( {8 X}i%)

A: Glad to meet you, Jack! What brings you here?
REXERBUR, AT BREERIE R LR ?

B: I came to this city on business. I spared a little time to come

here to see you.

RIESF B A8 22, E Sl A RDR B AR

A: Great! I miss you very much.

KF T, BRABEIRT o
B: Me, too!
i,
A: How’s everything going recently?
BOETE O ERE?
B: Just so so, We are busy as usual. How about you?
— MR AEAE , 1 DART—FEAE, fRIB?
A: Not too bad, Let’s have supper together this evening.
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AT LARE . 4B BRAT— R4 KR,
B: Oh sorry. I can’t delay so long, I must be leaving now.

R, AGER, RARKAE AR, RRELTGET

A: How about next time when you are free?
WA T WEHRA T, TR

B: Sure.
—5Eo

A: Then give my best regards to your family.

B4 ARB R E NI o
B: Thank you, see you again.

- ets;sﬁuaési;;o

AR, R,
A: Take care of yourself, Bye.
RE, B,
@ introduction
i 4

BRNE, MBtA

Typical Sentences( #4585 4] )
1. May I introduce myself?

AL E—TRAESG?

2. Allow me to introduce myself, I am. ..
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BAFRAE—FRAD, R

3. Excuse me, my name is..., I work in. ..
M, R R TH

4. Good morning! My name is. . .
B Rgay-.----

5. Hello! I don’t think we've met. My name is. . .
RiF, RERNB LR, Ty

6. Hi! I am. .., Please call me...
WRIE RE e HAUTR-- o

7. I’'m in charge of Asian sales.
REBETHX IS
(in charge of = responsible for)

8. I have some 10 years’ experience in. . .

REE------HEHAE HFELE,
9. I've been with the company for 10 years.
REBEXR NG TIEHET
10. I've been in my current position for. . .
""" R—HEHWX MRS L.
11. 'm getting transferred to Shanghai next year.
ERSAB LE,
12. I'd like to introduce Mrs. Wang.
EREMBE T ERK,
13. May I introduce Miss Zhang?
R A G — T kA ?
14. Alice, I don’t think you've met Mr. Kin.
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F:

B:

15.

16.

17.

18.

19.

20.

AR, TABARID B WLt 4 et M ?

Let me introduce you to Mr. Kin, OK?

RN Ay 4%, 557

Allow me to introduce Mr. Kin to you.

BAFREKRAS BT E5E,

This is Mr. Kin, our new sales manager, and this is Alice,

our office secretary.
EEBRMFRNVHEERESBE L, XMW /M, R’
(BERDINE 25

He’s been assigned to succeed me.

B B R RER RS .

Mr. Black is an expert on computer technology.

A TRAERBRNBAL R,

Mr. Zhang is very experienced in overseas investments.

FRCEERM AT ENERIERER,

Scene Dialogue( W& 3}i%).

How do you do? My last name is Fang.
I RN, EEHBH.

How do you do? My surname is Brown.

B! REAE, EEEH

: This is my name card.

XREEBE o

: Thank you, this is my card.

U, XREME R

: Let me introduce you, this is Mr. Smith, our Personnel
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Manager.
RN —T , XL FEHEE, RITWAFHLHE,

B: Nice to meet you! I am from California.
F2! BERABNABRL.,
S: Nice to meet you, too! Did you have a good journey?
2! Rt
B: Not very bad, thanks.
0] LA,
F: Mr. Brown is very experienced in overseas investments. He’s

been assigned to succeed me.

MBS T HNERIEREE, &Eﬁﬁﬁﬂéﬁﬁ
HERS .

S: May we have a good cooperation!
PRV ERR!

R T™E

Typical Sentences( 455 4])
1. Richard Zhang is responsible for the Sales Department.
HER - KAFRHERHNIIE,
(be responsible for=be incharge of - )
2. Paul William looks after Dispatch.
BUE-RY L EiEmITIE,
(look after... F&.----- )
3. Mr. Li works under the Finance Manager.

11



