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Introductions in the
/ Business World:sunumanns

BuSINESS TALK

GETTING STARTED

o 1. These businesspeople are meeting for the first time. Read and listen to
the conversations.

KOG N GSE—UILTE, BT U AT B % 3

It’s nice to meet you.
I’'m Mario da Costa.

I'm Joan Mead.

To introduce
yourself in business Hello. My name’s
situations Rick Lopez. A4
(HEE e ken (= El4

AT
IT#n

1 To exchange basic

I'm Kenji Takeda. Nice
to meet you, Mr. Lopez.

5

information
i 14 f;'i‘.';"

To use titles and
names in different

cultures
EA) b St
filf FHFARIT Rl 24 b et
My name’s Linda o
- OTHER GREETINGS

Good morning.

Good afternoon.

Glad to meet you.

Pleased to meet you.

Gy Listen again and repeat. P —j I FRi%.

2. Practice introducing yourself to a partner. Use the words from the
conversations above and the words in the box.
i FH_ % 5 A B R AE Hh Y SRR 2R TR H S AR
[



To introduce yourself in business situations

CONVERSATION
It’s nice to meet you. REPEARIR

G+ 3. Read and listen to the conversation. [ iEFH07 F X B 0HE

I'm Emily Park. Nice to meet

It's nice to v i you, Ms. Park.
meet you. i :

Good morming,

* Good afternoon * Good afternoon. * Pleased * I'm glad

Hello, Mr. Lopez. It's good to
see you again. How are you?
Let’s go to
Mr. Hunt's office.
I'his way, please.

e Follow me e All right * Good * Fine, thank you

G+ Listen again and repeat. FU— FFFRE,

4. Practice the conversation with a partner.  Fl[a] {45 > X} .

Pronunciation Focus:

(v B. Listen and repeat. WrR{H FH-FREE,

a. It’s nice to meet you.
b. It's good to see you again.
c. I'm glad to meet you.

Introductions in the Business World _




LISTENING RUSES:

SSERTD H(quiﬁl”

ST

your adt ress? ‘:ﬁtﬂ‘li&iﬂzéﬁ‘

1. Listen. Check (¢ ) the names, addresses, and phone numbers you hear.

WTREHE, FEMRITEIRZ T . Hdk Ll RIS SRSRTRI V7,

a. John Wolfe b. Jessica Stewart "ol 416 Harlem Ave.
John Woolf Jessica Stuart ‘ 460 Harlem Ave.
d (312) 555-0782 e. 1340 Belle Street Suite 15
(320) 555-7082 __ 1314 Belle Street Suite 50

() 2. Listen. Fill in the forms. WiRHr, H#EH.,

Guest Name Last _Emerson First

Address Street |
 San Francisco, CA 94123 i

Phone ( ' ) -

| Phoenix Travel

D RN Y

Passenger Reservatmn Card

Name ' Jordan
last : First

Address Street

Seattle, Washington

Phone

R T AN |

c. Department of Immigration ‘

Name
Last First Middle Initial

Nationality
Passport number

Signature




Example

Question

What'’s Kenji’s last name?
What does he do?
Where is he from?

What's his telephone number?

What'’s his e-mail address?

Alfa Micro, SA.

Helena

H %45~
% i g \#w

m"” MR TR

Where is s

3. Speaker A use this page. Speaker B, see the Activity File on page 86.
AFIRATT, BiFZH86TL L HITESITOR .
Speaker A, ask Speaker B for the information you need and fill in
business cards a and b. Then answer Speaker B’s questions.
ggr‘g_fl FIFENES, FRHEARS R aiFﬂb”F' RJaEIZEB
7] o

Answer NA KAJIMA
Its Takeda. e Kenji Takeda
He’s a technical director. Technical Director
He’s from Japan. :j::"::_'::“""“
It'’s (03)5995 3801. Tokyo 171, Japan
It’s takeda@nakajima.co.jp Tel: (03)5995 3801
e-mail: takeda@nakajima.co.jp
"

New Century, Limited
Gilbey

edificio Bolivar

234 Pitt St.

Rua Santa Clara, 23

Rio de Janeiro, SY@ey, NSW, 2145

Tel: Tel:

e-mail: e-mail: @

Tae Woo Choi
Engineer

54-1 Chongno-2Ga
Chongno-gu

Tel: (2) 555-0935

e-mail: Tae @intec.co.kr

e number again?

Inf ec i

Seoul 119-133 Korea

Inland Instruments

Sara Harmsen

Director

. 603 Wabash Avenue
Chicago, IL, 60605 USA
Tel: (312) 709-2715
e-mail: Sara@inland.com

4. Speaker A, ask Speaker B questions and fill in the card.
ARBEE[FIHHE FEA R Ao

What's your name?
What do you do?

What'’s your telephone number/e-ma/l address7
It I A - :

Name:
Position/Job:
Tel:

e-mail:

Introductions in the Business




mes WERMET

1. Read the article. [E{E T X E &,

n English-speaking countries, use Mr. plus the last name for men. There are
two titles for women, Ms. or Mrs. It’s best to use Ms. if you aren’t sure
which title to use. Miss is usually not used as a title for women.
What name do you use with a title? In most Western countries, the order of
names is first (given) name, then last (family) name, for example, Luisa de Sousa. Use
the family name when you meet someone. For example, say Ms. de Sousato Luisa de
Sousa.

People use the family name with titles in China, Japan, and Korea, too. But the
order of names is different — family name then first name(s). Chen Jihai is Mr. Chen,
not Mr. Jihai.

What about first names? In the USA and Canada, first names are OK when you
first meet. If someone says, “Please call me Rui,” use the first name. It's polite and
friendly.

.‘ffgt_-mh.'.‘twk;,% s vgh st
ot P O, B s

Source: Entrepreneur International

LT " MW‘? %w';%ﬁ'm g

Mark the following sentences True, False, or I don’t know.

fEFEA)FREE EGER), (BhR) 303 (RARE).
True False | don’t know.
y < a. Ms. and Mrs. are titles.
N b. Mr.is a title for men.
‘ s S c. Aftitle is the same thing as a name.
_\/ d. In Western countries, use the first name,
' then the family name.
A e. Luisa de Sousa is not married.
v f. It’s OK to use first names when you first
meet someone in the USA or Canada.
N . | g. The order of names in China, Japan, and
Korea is the same as in most Western
countries..

FF i
2. Discuss the questions. & Hif Al
a. What is the order of names in your country?

First then last? Last then first? Other?

b. Do you use your first name . . .
with friends?  with co-workers?  when you first meet someone?




3. Look at the memo about a business visit.

B EE—n K T R 5 ViRl s ko

[between two or more places (offices) in the same company. |

Inter-office Memo
To: Akira Kobe, General Manager, Sales Planning
From: Kathy Yeh, Sales Promotion Assistant
—>» Re: Helena Santos visit
Date: April 21, 2001

Ms. Helena Santos, manager from Alfa Micro, S.A. in Brazil, is coming on Thursday,
April 25 at 10:00 a.m. Please come to the Conference Room and meet her.

- what the memo is about |

Write a memo about a business visit. Use real names and job titles.

EFE— GRS VI B R SR, B AR S R

To: I

From:
Re:
Date:

> NUMBERS 54>

4. Listen. On a piece of paper, write the phone numbers you hear. Then
check your numbers with a partner. Say the numbers.
WA %S, HRDT BN IS STIEE— KR b, RIS SIRMFEAER

BEFCHFRBIER, Hkh X,
5. Listen. You will hear parts of addresses. Write only the numbers. Then

check with a partner. Say the numbers.
WrLAF S, RT3 — etk 3 edp sy, SOMBFILR TR, &
JE SRR A O T IER 56, HiHXEser.

Introductions in the Business W




'r‘“' i
Describing Your Company

FH SRR T TE Y 2 F]

GETTING STARTED

1. What do these companies make? Look at the pictures. Complete the
sentences. XA FEBRAET=H A= RK ISR E AR T

Example i

AL mMOTOROLA

Hr

To greet business
colleagues

fr] i M5 b i) 2

To exchange

| . video cassette —
information about recorders (VCRs) food products

your company

cell phones

SEARFITAE Y 23 vl 28 a. Toshiba is a Japanese company. It makes

To write an e-mail

Nestlé is a Swiss company. It

c. Motorola is an American company.

introducing your

company d. KIA is a Korean company.

PR

SR {1 ] Listen and check your answers. W REH HAZ T E R
2. What about your company? Talk about it.

PR BTAERY 2w AR BL 0] 78 st PRI 5 A o

~ SOME INDUSTRIES
Example automobile
My company is a Mexican/Korean company. banking
We make televisions. food
We’re in the banking industry. electronics

telecommunications



(
¥

Hello, Mr. Lyons.
I'm Ron Young.

Nice to meet
> [ you. What company

do you work for,

Mr. Young?

To greet business colleagues

And what do you do? #: 2 4 my?

3. Read and listen to the conversation.

* Who are you with

We make cell
phones.

And what do
you do?

* manufacture ® dcpal"um’nl are you In

N\

L4 ¥

G o

['m with

Cava Group.

* [ work for

I'm in the sales

department. Here’s
my card.

* marketing

Listen again and repeat. FIf—k }fER i,

4. Practice the conversation with a partner.

Pronunciation !

5. Listen and repeat. Wy 38R,

a. What company do you work for?

b. What do you do?
c. Who are you with?

Bl BT i

5FEEGRAIX

Describing Your Company _



BusiNEss GCONNECT 4
~ Some PropucTs What about your products and services?

cellular (cell) phone PRATRESR B A RE Y 7= S AR 552

chips and software
oil () 1. Listen to people talk about their companies. Fill in the information.
televisions (TVs)/ Wi A TRsA 1A, REAHXE BEAZ QAL

stereos
tires

Head Office Head Office Clermont-Ferrand, France

Products Products

c. Panasonic Pam d. Petroleos de Venezuela S.A.

(PDVSA)
Head Office Head Office
Products Products

() 2. Listen to the questions. Write the answers about your company.

Wr—W BT th B 1, AR BT FE 2 Rl A E OL Hh IR A 2B 5




L

i mﬂ?ﬁ"jv "1'{{“ = N.‘W,s“\?l:'( i ‘:“; \' LW

3. Speaker A, use this page. Speaker B, see the Activity File on page 87.

AERATT, BSREBTI L MiEZYE
Speaker A, ask Speaker B for the information you need and fill in the

chart. Answer Speaker B’s questions.
AmBfF TR ERE BIFHRE, AR5 EEBRIRE,

Example

A: What does Colgate-Palmolive make?
B: It makes toothpaste and soap.
B: Where'’s Colgate-Palmolive’s head office?
A: It's in New York City.
A: How many employees does it have?
B: It has 37,000 employees.
c’ Colgate- New York City, toothpaste 37,000
COLGA‘I"E-PALMOLIVE Baimetive USA and soap
@ ‘Samsung electrical 7,000
ORI T equipment
NDK'A Nokia Espoo,
Finland
Pemex petroleum (oil) over 130,000
products
EMBRAER
( Embraer Sao Jose ST LA 7,500

dos Campos, Brazil

N Ec NEC computers

Describing Your Comp
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Greetings Around the World {5 & i iy ey i 7 5t

1. Read the article. [{E T HXE L=,

n international business, as often in North America.
shaking hands is the usual When shaking hands in English-
greeting. But people shake  speaking countries, remember:
hands in different ways. In France, * Look at the person’s eyes.
hand-shakes are very quick, but in * Shake hands firmly (but not

Brazil people take more time to shake strongly).
hands. However, in both Brazil and ¢ Shake hands for only 2 or 3
France, it’s customary to shake hands seconds.

with people in a room when you arrive
and leave. People do not shake hands

Source: Dun & Bradstreet's Guide to Doing Business Around the World

Match the words and phrases with the photographs.

W BLiR) iR 45 & R ic %
a
Bow.
Shake hands.
Hug. C.

Give business
cards.

AR BIT)

2. Discuss the questions. 1513 T [ i /a1,

a. In what countries do people . . .
bow?
shake hands?
give each other business cards?

b. What other greetings do you know about?



Cao Ying <cao.ying@huachang.com.tw>
To: Jake Lyons <jake.lyons@star.com.uk> | €——
Date: October 17, 2001

Subject: Hua Chang Electronics

Dear Mr. Lyons:

—I'm Cao Ying, Sales Coordinator for Hua Chang Electronics. I talked with
Scott Wilson from your department yesterday, and he suggested that I

L_contact you.

—Hua Chang makes components for computer hardware. We have over 3,000
employees at our head office in Taipei. We also have two partner
_companies in Hong Kong with a total of 2,000 employees.

company
information

[ I'd like to discuss your company’s needs for computer components with
you. I’ll call to arrange a time. I look forward to meeting you and
.-telling you what Hua Chang can do for Star Industries.

why you
are writing

—Sincerely,
Cao Ying

International Sales Coordinator
L_Hua Chang Electronics

Write an e-mail to someone you would like to do business with. Introduce
yourself and tell him about your company.

HUERESZBEBHASHE TR, M4—T BCIRFERAFL

NUMBERS 54

() 4. Listen. On a piece of paper, write the numbers you hear. Then check
your numbers with a partner. Say the numbers.
WEREHE , KERUT BRI IOE— TR AR b, SRR SRR ARG Fric
FREIEM, HiEHXEHT.

() 5. Listen. You will hear information about some companies. Write the
numbers. Then check with a partner. Say the numbers.
WPREHE, PRRITEIE T —SARIMER, KB RECFIOR TR, A
JE S FRIMAEXTER, HiEHXERT .

Describing Your Co



To talk about weekly
work schedules
Rie B A%
il2

To ask about
frequency of work
activities

i) AR YA
To write an e-mail
about your
manager’s daily
routines j
BRI 28 BRAY H
W - gk

Office Routines .z ——

GETTING STARTED

) 1. Harry Kraemer is the CEO of Baxter International. This is his daily
schedule. Listen. Circle the words you hear.

FH - FORREE AR E R ITE, XRMERK HREH,
R, FEREURIT S A ] P 2k

When I'm in our head office, my schedule is (a) always/usually the
same. | (b) sometimes/often go to the office early. But | (c) hardly
ever/never stay in the office after 6 p.m. | (d) sometimes/usually go %
home and have dinner with my family. | (e) often/always do something
with my children after dinner. At about 9 p.m., | (f) usually/sometimes
go jogging. After that, | (g) sometimes/almost always listen to my voice |
mail and read e-mail. ;

R

Source: Forbes Global

TR

2. What is your daily schedule? Complete the sentences. Use some of the
words below.

PR 0 ERRRLF 27 T 48 Mo F— B2 ) T

go to the office have lunch read e-mail have dinner
have meetings listen to voice mail leave work

0% 00%

never hardly ever sometimes  often  almost always/ always
usually

a. In the morning, I

b. In the afternoon, I

c. In the evening, I

3. Talk about your daily schedule with a partner. #ARE KK HFLHE S
—PrFEAERER



