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Part One

Unit 1

At the Reception
Greeting and Introduction

Mr. Williams is arriving at Cambridge Electronics Company for business. He

has an appointment with the Sales Manager, Mr. Newmann, at 10:30.

Receptionist:
Mr. Williams:

Receptionist:
Mr. Williams:

Receptionist:

Receptionist:

Mr. Newmann:
Receptionist:
Mr. Williams:

Mr. Newmann:
Mr. Williams:
Mr. Newmann:
Mr. Williams:

Mr. Newmann:
Mr. Williams:

Good morning.

Good morning. I have an appointment with your Sales
Manager, Mr. Newmann, at 10:30.

May I have your name, please?

Williams, Fredrick Williams.

Let me see ... Ah yes, Mr. Williams. Please take a seat. I’ll tell
Mr. Newmann you are here.

(Dials)

Hello, Mr. Newmann, this is Reception. Your 10:30
appointment is here.

Oh, yes. I’ll come right away.

Mr. Williams, Mr. Newmann will be here right away.
Thank you.

* % % * % % * % %

I’'m sorry to have kept you waiting. Mr. Williams?

That’s OK.

How do you do? I'm Kenneth Newmann.

How do you do, Mr. Newmann? I hope I’'m not causing you
any inconvenience.

No, not at all. It’s a great honor for us to cooperate with you.

It’s my honor, too. I'd like to see your new designs and



samples and start my business here.

Mr. Newmann: OK. The product showroom is on the fifth floor. Please come

Notes

this way.

1. Sales Manager: #§&E#HRZH
2. product showroom: 7§55

| Listening Practice

l. Listening Comprehension
Listen to the dialogues one by one and finish the exercises below:
True (T) or False (F)? If the statement is false, give the facts from the

dialogues.
Dialogue 1
1
2)

3)

S
Dialogue 2

I, |

-2

-3
Dialogue 3

1

2)
3)

e =]

Albert has met Victor’'s wife, Mary, before.

Victor and Albert got to know each other sometime last
year.

Victor is invited to attend a party this weekend.

For some reason, Victor declines the invitation.

This is the first time that Mr. Kern has met Mr. Stanton.
Mr. Kern is pleased that Mr. Stanton has come to meet
him.

Mr. Smith and Mr. Kern are colleagues.

Mr. Hansen and Mr. Kern know each other.

Mr. Hansen is the host of the party.

Mr. Black is the production manager from Zenith
Manufacturing Company.

This short conversation is taking place at a dance.



Il. Listen to the dialogues again and put down the key
words while listening.

lll. Work with your partner on what you have heard. And
then check your notes with your teacher.

IV. Listen to the dialogues a third time and repeat the
sentences after the recording.

V. Role-play the dialogues with your partner.

Useful Expressions

. Greeting somebody you have met before:

1.

P . T T . 3
AWML ~0O

©ONODUNBD

Morning /Afternoon/Evening!

Good morning/afternoon/evening, Mary.
Hello/Hi, Mary.

How are you?

How are things (with you)?

How’s everything?

How'’s everything going?

How's life?

How'’s it going?

How are you doing?

How are you getting on?

Glad/Good/Pleased to see you again.

I'm pleased/delighted/happy to see you again.
It’s good/delightful /wonderful/marvelous/nice to see you again.

ll. Responses to greetings:

1.
2.
3.

Morning /Afternoon/Evening, John.
Good morning/afternoon/evening, John.
Hello/Hi, John.



10.

/|

12.
13.
14.

© oONOOA

1

Pretty well /Fine, thanks. And you?
Very well, thank you. How are you?

All right, thanks. What about you?
Not too bad. Thanks.

Can’t complain. And how are you getting on?
Same as before. And what about you?
Bearing up, bearing up.

So-so, thanks.

Much better, thank you.

The pleasure is mine.

Nice/Pleased to see you, too.

lll. Introducing yourself:
1.

SRR

o

Good morning, I'm David Smith.

Hello, I'm David Smith.

How do you do? I'm David Smith.

How do you do? My name is David Smith.

May | introduce myself? David Smith, Production Manager from
the Cambridge Electronics Company.

Let me introduce myself. My name is David Smith, Production
Manager from the Cambridge Electronics Company.

Permit me to introduce myself. My name is David Smith.

Allow me to introduce myself: David Smith.

IV. Introducing somebody:

1

NOoN®P

John, this is my friend, Mary.

John, I'd like you to meet my friend, Mary.

John, | want you to meet my friend, Mary.

John, do you know Mary?

John, have you met Mary?

John, have | introduced you to Mary?

Allow me to introduce Mr. Henry Jackson, an engineer from
Cascade Paper Company.



10.

Part One

Let me introduce Mr. Henry Jackson, an engineer from Cascade
Paper Company.

May | introduce Mr. Henry Jackson, an engineer from Cascade
Paper Company?

May | present Mr. Henry Jackson, an engineer from Cascade
Paper Company?

V. Responses to an introduction:

®NOOALLO -

Hi/Hello, Mary.

How do you do? I'm John Smith.

I'm pleased/glad to meet you. My name is John Smith.
It's nice/a pleasure to meet you.

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

I'm pleased to make your acquaintance.

| have often wanted to meet you.

| have heard a lot/so much about you.

I. Work in Pairs

Practice ways of greeting each other and introducing by completing

the following short conversations.

y

A: Hello, Mary. How are things with you?
B: : ?
Oh, can't complain. Thank you.

Good morning, Mr. Smith.

Pretty well, thank you. And you?

Hello, I'm Bob.
Hello, I'm Jane.

>PODP>O0P>0P2P




