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Unit 1 Daily Reception
ERCE A

Background Knowledge % & %113

When a new customer comes to a bank to inquire about something
or do some business, it is always polite for a bank clerk to greet him or
her with a smile. At this time, the clerk can use “sir” or “madam” to
call them in place of their names. Be sure that they are not followed by
either the first names or the last names.

As for an old customer, a bank clerk can often use “ Mr.”,
“Mrs. 7, “Miss” and “Ms” followed by the last names. “Ms” is used
either for a married or an unmarried woman. So when a bank clerk is
uncertain whether to call a lady “Miss” or “Mrs. 7, he or she may just
call her “Ms”.

R SR TS W B I L SR, SRR ALER, ARAT TAE
N RNV SR T IR 5 B T H P . 3X B, TAEA G AT LA
“sir” (JgAE) B “madam”  (Zrk) RAREEXSFr. TEEXPIANE
JE A REIN B4

P2, WITHARLA “Mr.” (%4). “Ms.” (K
N) . “Miss” (/MH) A1 “Ms” (Zt) hn E#kRITHE, “Ms”
—ABEAHTEEN L L, WAl TRIBM L. ik, 4456
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EFNL L LRBEEMENT, AT AT LARRIFM N “Ms”

Practical Words 52 f 17 i&

attend to MR, #F (JBI%) figure out 715, B H

nationality n. [E%E charge n. ZHH; v. WFk
leaflet n. H{ULERRI S, T4, commission n. {4

fE R deduct v. FIER
exchange memo 5, #t/K B service manager K545 Hf
fill in/out 3HE (FH) counterfeit n. [ 5, ThiE W
tick off Z5------ TS5 forged note fEEP
confiscate v. WU, 7oA receipt n. WHE; v. F

Classic Sentences £ ¥ 4]

Greetings [3]{%

1. How are you? Welcome to. .. bank.
gy, WG AT

2. Good morning, sir/madam. What can I do for you?
BbRbar, el &t BERRETG?

3. How do you do? Sir, is there anything I can do for you?
fe, BEF. HREPEA 20057

4. Madam, are you being attended to?
T+, REAANEGET?

5. All the best.
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BLE— VRS o
6. Be in touch.
KHEKR,
7. How nice to see you again!

HEME L&
Providing Services 12tk %

8. Pardon? / I beg your pardon.
Would you mind repeating your question, please?
K, FHEEU—EEY?

9. Do you mean that. .. ?

10. May I ask your nationality?
T ) B ) [ 7
11. Thank you, sir/ madam.
Thank you so much.
i
12. With pleasure, sir/madam.
You are welcome.
A
13. I'm sorry. /T'm terribly sorry about that.
PO IV |35 O 8
14. That's all right. /Don’t mention it. /It doesn’t (didn’t) matter.
BTRRo
15. Please take a seat.
A
16. Please wait a moment. /Just a minute, please.

THH .
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17.

18.

19.

20.

21.

22.

23

24.

25.

26.

27.

I'm sorry to keep you waiting, sir/madam, but I'll be with you
in a moment.

e/t , RHEK, HEME, R—2ILBERE.

It will take about thirty minutes, sir/madam. Would you like
to wait?

e/, RETREAE 30 704, BATRIE—Fg?
Please follow me. /Come with me, please.

THERER .

This way, please.

X o

Please go over there.

AR

Go upstairs, please.

W BB

Please go to counter No. 4. You can change your money into
small notes there.

WE 4 SHEE RHRFE,

Please feel free to ask for any banking service during your stay
in Harbin.

BAEMRIEDE], A7 ETE R R BA TR Rl 55
Mr. Lin has been expecting you.

MRS —EAEE

Mr. Lin is in conference right now.

MAGE IEFET 2

This is a leaflet about the new products. You can find more

details in it.

XIEF MmN A, FEAFEANE,
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Instructions for the Customers to Fill out the Forms {§ 5% FIE &

28.

29.

30.

31,

32.

33.

34.

35.

36.

3%

This is an exchange memo. Please fill in your name, passport
number, your nationality and the amount you intend to
change.

KRG BUKE, HHEENES, PRESE, EEUK
BATH BB S8

Please sign your name above this dotted line.

HIERLR LT84

Please fill out this application form and sign your name.
HHEXKERBIFES

Here, on the reverse side.

R,

Here, on the face of the check.

FE R IEH .

Please fill out this form in block letters / capitals.
HEHAREFRHEEARK,

You have to write the amount in numbers and in words as
well.

BEERKNE,

Sorry, you've filled in a wrong passport number, please com-
plete correctly.

AR, BHEHAFESHE T, Fs—T.

Among them there are TT, MT and DD. Please tick off the
one that you prefer.

TR AR (R TR RE Yy AT I
Sorry, you forget the date, it goes at the top right — hand cor-

ner.



