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Introductions and greetings

748 F0[0] fi

addition [o'difan] n. W, f0#E:
in addition to BT -+ zZ5h
advertisement [od'veitisment] n. J
Abu Dhabi [ abu:'dabiz] n. FIAAFLE (FIRABE S &
KEHH)
Amman [o'man] n. 8 (HEHEH)
Bogota [ ibeugou'ta:] n. B K (FFE LI EHS)
Brussels [ 'oraslz] n. Hi@E/R (LA EE)
Chile ['tfi1i] n. & #)
compute [ kom'pjut] vi. fff Fi+ AL
conference [ 'konfarans] n. (IEX) &, Hik&
cream [krim] n. ¥, #LAg
device [di'vais] n. 2%, 8%,
electronic [ilek'tronik] adj. H-TH#Y
electronics [ilek'troniks] n. B2
expression [ iks'prefan] n. Fik, WA
Germany ['dzemoni] n. f&E
greeting [gritin] n. [AIf%, J30F
guest [gest] n. A, ({FFRK/EH) BE
Harare [ ha'rarei] n. MHIE (BREAHEEH)
Hawaii [ha:'waii] n. ERE (EEMEB)
head office 2%, SA#
information [infa'meifan] n. &R
Iran [i'ran] n. HEBH
Italy ['itali] n. EXH]

JECF04E1E (Words and Expressions)

FETEREFIY
AanB8cHA; 88
BAESR; TRNSZB
EAURNMBBEC kBT
Ho. BRAERZHE o
be N —MMENNABE,

introduction [iintra'dakfan] n. M43, 5IA

Jordan ['dzo:dn] n. 9H

Kuala Lumpur [ kwaile 'lumpus] n. HEEW (SFR I
HH)

limited ["limitid] n. &#H &R FE

Madras [ma'drais] n. SEHiHr (EPEEHETT)

Malaysia [ moa'leizia] n. &R PG

Mexico [ 'meksikau] n. 2574 5f

Milan [mi'ten] n. K= (BXFIHET)

Moscow [ 'maskou] n. ZHiHE (KT HIE#)

Munich ['mjunik] n. FBE (EEHE)

nearly ['nisli] adv. ¥iE, EAZE

New York [inju:'jork] n. A8y () (REEWH)

operation [opa'reifan] n. M, %

own [eun] vt. &, #H

personnel [ passa'nel] n. AFHEIT, AFHEB (HL%)

register [ 'redzista] vi. Bio# 4, RF

response [ri'spons] n. M%&, &XH

Russia ['rafo] n. % #

Singapore [ singa'po:] n. F NP

Spain [spein] n. B

Tehran [tio'razn] n. B2 (FRIEER)

Tokyo [ 'teukjou]l n. RE (HARHH)

weekend [ iwik'end; 'wikkend] n. AR

world-wide ['waldiwaid] adj. ttEEEA, R



1.1

Introducing yourself BN 43

XItH &
REANEYVARABESEN, WFEEETEHEINRECHESR, HLEE, BEFAHIL, §6H
EEHREEBEVEEZ K (business card),

MARAEH, REXAIREEEF, URAP—-FR M, BABHTREF X T il FX,
BROMEF, xMAETRUERETEFHN, EFHNRANEZERANTHE, ZEFILR,

EERHEZEBHNEFER, 8 FAEH, FRA first name, EEAXFRZ A given name; #
S, TRA last name, surname = family name, 40:

Linda Swift Adam Bell Richard Judge

(%) (#) (%) (&) (%) (%)

1. BRNEBRNZBERES,

2. ERMREX AR, TH Mr, Mrs, Ms L& Miss + SEKMURTEH S H, Mr., Mrs, 1 Ms
RO UAEEEFEE, Miss TUIBRMER, #ATBR. MNNEETRE. FEXEXE
ABRRHMENZTER., XBREAZEHNTIE, EXE b B ENDRE XD L HF B FRE,
madam EREBREAREALXHNER, ¥RAESASETLXHRE NIRRT,

3. WHAGENA, ERLH+HK, NREH, . Dr. Swift (AR XHFEL); Prof. Bell
(MREF),

4, EXBEBRAARLNEATITA sir 8 madam KR TEH,

B s TERTERTSER. ERNITA v, BRI

1. Good morning, Mr White. ]
2. Hello, Linda. [
3. Excuse me, are you Dr.Lucy ? L]

L]

4. Ms, can you show me the shirt?

®

@

Take a seat, Miss Bell.
Good evening, madam.

My name is Mr John Spencer.

DOoono

What can I do for you, sir?

XHHERSERIE
ERNMBE T LI I'd like to introduce myself. My name is... ; May | introduce myself? My
name is-.. o Y B3 Good morning. My nameis. .. = Hello, I'm.. .o

®

VXN EERNAEH O E, BEIHR Howdoyou do? IRBEXRMNAE, T HAFFHLEE
How do you do? R iZZ B M E How doyou do? F ESFHENER, HEXEBHORERSE
(1t's) nice to meet you.; (1I'm) glad /pleased to meet you. %, o KLE & Nice to meet you,

too. ; Pleased to meet you, too. %,




rh 1
i~

Ms [miz, mez] n. (HTEMFEIRAL AR B RIS ERAH L FHURELZH) L BEREHBREREER,

Pleased [ plizzd] adj. ¥Ry, FEWXRHY
Pleased to meet you. HB&A), FEEAJZE I'm pleased to meet you. ,

wh 2

i
Please, call me Paul. HUREFTHFT .

REAEFFHFEARFHATILT . ITRAFE, K, FERUER, oKD, HEEFHERBRE

J‘EB’JO

B3 g TEaRE
* 1. WOMAN: How do you do?

MAN s ?

* 2. WOMAN: Pleased to meet you.
MAN s .

¢ 3. WOMAN: Good morning. My name .
MAN: Pleased to meet you, Ms

* 4. MAN: Hello, I'm Paul

WOMAN: How doyoudo, . .
MAN: Please,

3

XALH s 5F AE

® ZEHIAX FHL B, TR Are you... ? = Is your name. . .

Richard Judge?

PREEBERHE N ANEE

MREULBEENAHYEEE, T UAKEE @S Aren’t you Richard Judge? 18 E ¥ &k

& B R

® EELREBE, TRFE Yes, |am. R Yes, itis. EEN I No, I'm not. ; Sorry, I'm not. =

No, it isn’t.

rh 1
i

Excuse me. B HEE, 587 28, E5EEAEIERER Excuse me, USRI FFE. INMNEFEELH

TEFTHT R AGESE . WA S B L URRRRUET &,



U 73
i)

Nice to meet you.

2

%A R TR

IWIRRIRE S, X8, TBAIUIEE It's nice to meet you. o

o 1. WOMAN : (1) me, are you Mr Robinson?
MAN: No, (2) not.
WOMAN: Oh, I’'m sorry.
¢ 2. WOMAN: Excuse me, . ... (1) your name Robinson?
MAN: Yes, it . (2).
WOMAN s (3) Sandra Felton. Nice to meet you.
* 3. WOMAN: Excuse me, ... ... .. (1) Mr Robinson?

MAN: Yes, I am. )
WOMAN: I'm Sandra Felton.

® EP: Verb to be 1Al to be

ZiR to be B —BELTERHRIE A PR ANF T AE 4k o

BEGER — g EE el e X
I'm. .. AmI...? Yes, I am.
You are. . . Are you...? Yes, you are.
He (She, It) is. . . Is he (she,it)...7 Yes, he (she,it) is.

We (You, They) are... | Are we (you,they)...7 | Yes, we (you, they) are.

No, I am (I'm) not.

No, you are not (aren’t).

No, he (she, it) is not (isn't).
No, we (you, they) are not

(aren’t).

%3 wrmen. s T

. 1.
. 2.
. 3.
. 4.
. 5.
. 6.

®

%) —

e 1.

name, Tessa Saunders

you, Lucy Bell?

his name, not, Bill Robertson
he, not, our new manager
they, your colleagues?

she, from, Germany? no, she, Spain

TR 4 TR E T T Y X 1

Hello. I'm Bill Lonergan.

P o
Good morning. My name is Susan Peaseley

H o



* 3. Excuse me, are you Phil Stevenson?

HI= g,

1. WOMAN:;
MAN: Yes,
WOMAN:

. MAN: Excuse me,

MAN: Oh,

. MAN: Hello, I'm Thomas Bradley.
WOMAN:;

WOMAN: No, I'mnot. My name

(1), Mr Bradley.
(3), Ms.

Saying where you're from REHE A

(1), are you Mr Bell?

(2).
(3) Linda Taylor. Nice to meet you.

(1) Nancy Wilson?
(2) Lucy Wilson.
(3) sorry, Ms Wilson.

(3) John Smith.

(2) is Margaret Walker.

Walker.

O =zraz—sxmew, X A—MAr Bzl &.

® E X o E X
V@@@@@@@@@@@@@@W@@@@M
f§§ & . ~
o = HENR S HEERS

Fujitsu Limited is a world
leader in information technology and
electronic devices.

The world-wide company has offices in New
York, Washington, Hawaii, Bogota, Harare,
Amman, Abu Dhabi, Tehran, Brussels, Munich
and Moscow together with many offices in Asia
including Beijing, Shanghai, Kuala Lumpur and
our head office in Tckyo. In addition to these
offices, Fujitsu owns nearly 500 computing and
electronics companies and has operations in
more than 100 countries.
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A8 information technology EEHEAR ErEEIT
Limited  FAHERQFREZFIE, FMEIE Ld.
office EXERELMFLZE,

®

Xt H 5% HiE

@ HEMNAEZWE AN, BEFEH LG Where are you from? BZETMUE I'm
from...; EEHNRBACKEBTAELE I'm from. ..o

@ SHARNTEEREN, ¥H Howare you? XgExd A, BENTUKE:
Fine, (Very well, Not bad) thank you.
Just so-so.
Not too well.
HEREHBEMNELHREKRIESR:
How is everything (with you)?
How are things ( with you)?
How are you doing?
How are you getting on?
How are you getting along these days?
B &L R Fine, thanks.; Oh, not so bad. 3 Quite well, thank you. %,

® SABRXREAN—KRFETF,

WrRE SLESERT -KABSW, WS MENH AERASRBIN LT 4,

wh 1

i

computing system T HM, HEVRSK order ['oda) n. ITH8, iTH

How are things in Moscow? B HFL IR0 A48 o B2 .

In fact, we’ve had a lot of orders for new computing systems. T, RATBR T AKBMEFETEYLATE,
in fact BT R EHIFES,

H3— wRERSHE TEATER (T) FRER (F).

* 1. Ms Anopow works in Moscow.
¢ 2. The receptionist has not met Ms Anopow before.

* 3. There are many orders for the new computing systems.

BIZ EEERE R
*» RECEPTION: Hello, Ms Anopow.
» ANOPOW: Not too bad, thank you.




+ ANOPOW. (4) at the moment. In fact, we’'ve had

i~

Wt E %4 77 1% Pleased to meet you. A, B LA[E% Pleased to meet you, toq.

B— EmEREHsTEAOFER (T) FREE (F).

* 1. Mr Brown works in Washington.

¢ 2. Mr Brown introduces himself.

BIAZ o mmEREEAE.

* BROWN: My name’s Brown and I'm from . . . . (1).
* RECEPTION: I'm Antonetta Buscotti. (2).
wh
-
Colombia [ ke'lombia] n. B HIE ' help oneself to BRI, BE (&%)
go through X, & lounge [laundz] n. {KEZE

Please go through to the lounge and help yourself to coffee.  HEIIHAKEEKRE—T, W& muEE,

HI—  BRuIsHsTEOTFER (T) S28E (7).

¢ 1. Mr Hernandez is from Colombia.

* 2. The receptionist asks Mr Hernandez to wait for the Manager in the lounge.

GBI mmmEREaasE.

* RECEPTION: I'm Antonetta Buscotti. .. ... (1), Mr Hernandez?
* HERNANDEZ: How do you do?
* RECEPTION: Please go through the lounge and . . 2) .
wh 4.
i)
as well 1, [EHE New Delhi [nju:'deli] n. FEE (EIEEH)

It’s nice to see you again. ¥ AT A meet, 7] LAUL It’s nice to meet you.; I'm glad to meet you. MiXTIAIR# AH

see, W It’s nice to see you. ; I'm glad to see you.

G—  EmEaIHETEOTER (T) SEEE (F).

* 1. The receptionist has met Ms Singh before.



e 2. Mr Narayan is not with Ms Singh.
e 3. Mr Narayan is in New York.

BA=  mEEREEAAE.

* RECEPTION:  Hello, Ms Singh. ... ... ... (1.
e SINGH: Nice to see you, too.

* RECEPTION: Is Mr Narayan with you as well?

* SINGH: No, he is (2).

wh s
i

Belgium [ 'beldzom] n. HF|BT

Brussels, to be exact. XRE—THEEA], TEAA TR I'm from Brussels, to be exact. AP K NIARERXEE o
be exact BIEAE, BEE “#HUi#d”,

I don’t think we have met. PEAILRTR WAL FE . 3517 think # & F € B B R FE NG, HiZIE not MEE
4], TWEthink, B, LEXKREMALEBBIL, I don't think we can reach any agreements this time.

BI—  mmmRmsc TEOTER (T) FRER (F)
¢ 1. Mr Yin is from China.

¢ 2. Ms Pousset is from Brussels.

* 3. Mr Yin is working in Shanghai.

HIA= iR B At
* Yin: Hello, Ms Singh.
Yin.

* Pousset: Hi. I'm Jacqueline Pousset.

............................................................ (1) we've met. My name’s

,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, (2), Mr Yin?
* Yin: China. 1 (3) in Beijing. And you?

O POUSSe (4) Belgium. Brussels, to

be exact.

O 933wEEIEEEEE R, REXRITUR 2. HiF. BEA. B9, %9, 8
wIAREEEIRE, HTid, wBhEhiE. ARMRE. %\, BiElRTiE—RAER,

© BiRE FHEOTFHES.
B RN TR R TR

e 1. WOMAN:; Hello, Mr Swift. H (1)?
MAN.F (2). And you?
WOMAN: N (3).



« 2. MAN: Hi, Linda. N ... (D).

1.3 Introducing other people T4 A

(A

XUHERSEHE
® NERHINRAN, — RREFENNBLFEN, EHURONBLEBUSTH, €3
tTNBBd%t, EEERANEBHESR:

I'd like to introduce my friend ... Allow me to introduce my friend. ..
I'd like you to meet . .. Do you know ...7?

May | introduce you to our manager. . .? Have you met ...?

Let me introduce you to our manager. . . This is ...

® BENBANFEREE, FARNRBSISHAR 1.1 BEANENB I,

0 5

i

Have a seat. &%, A LA Take a seat.

How about. .. 7 (REAA) oo w7 - Boag? HHTEIN. ARENLE, . How about checking
the sales figures for this year now? BIFEBEE — F 45 4E 08 & B wfa? )

Cream and sugar, please. X EFEWHEEE M MAEE, T L TR I'd like some coffee with cream and sugar,

please.

%3— EREaEHeTEATER (T) REER (F)

e 1. Alice introduces Mr Toncini to Mr. Turner.
e 2. Mr Turner is the new Personnel manager.
¢ 3. Mr Toncini is from Spain.

¢ 4. Mr Toncini wants some black coffee.

HI= pTEAEPRL - EREE.

* 1. Alicc wants to introduce Giovanni Toncini, so she says:
a He is Giovanni Toncini.
b His name is Giovanni Toncini.
¢ I'd like you to meet Giovanni Toncini.
* 2. After Alice introduces Giovantfi Toncini, Brian Turner says:

a I'm from Italy.



$3=

b Pleased to meet you, Mr Toncini.

¢ Please, call me Brian.

HIBT T R E BB A

* 1. a Mr Howells colleague [A] 3

b Mr Paine client %

* 2. a Mr Judge sales manager HE&H

b Ms Brown secretary #TS

* 3. a Ms Thompson new accountant BIRHI &It

b Ms Parker manager of the purchasing department REERLFH

%3

e 1. A:
B:

10

Pk Kl

How do you do How are things  thisis  How are you
Idilke tointroduce  fromGermany = Please, call me John
works in Malaysia - Have you met

A:

e

@

-

Hello, Lucy. Nice to see you. . (1) in London?
Quite busy. In fact, we have got lots of orders for our new range of furniture (RE&

P ). .
Lucy, (2) John Adams. He works in London.

John, this is my friend, Lucy.

: Pleased to meet you, Lucy. . (3).

Nice to meet you, John.
Hello, Paul. . . . . (1) our new accountant, Linda
Jones? Linda, this is my colleague, Paul Taylor.

How do you do, Ms Jones?
________________________________________________________ (2)? I'm sorry. I didn’t catch your name (W7¥).
It’s Paul. Paul Taylor.

Nice to meet you, Paul.

Hello, Ms Saunders. Good to see you again. ... ... (1)?
Fine, thank you. And you?

Not too bad. Ms Saunders, e (2) Jimy Kwon.

: Hello. Pleased to meet you, Ms Saunders.

B: Pleased to meet you, too. Mr Kwon.



Xk ERS5EHIE
® MAALFHER, BEIK:
Goodbye. ¥ T L5 M Good-byeo
Bye-bye.

Bye. X & &FE €& &3 BB,
See you later. BL R,

Solong. EEXNNBZEFA; EFNUE—NALENBFRA,

Take care. RE, 4.

® MFMRENN, ETUK:

Nice to have met you. REXIAIRT &,

Hope to see you again. 2 H X

RE &,

® ixRERERN? MBHATEHTA? R HATHREHINE,

#HIJEE (Key to Exercises)

1.1
A %3
1. vV 2.V 3.Xx 4. x

5. V 6. V 7. X 8. Vv

B P.4 BEZXE.
whi-®1
wh2-K2

%3
1. How do you do?

2. Pleased to meet you, too.

3. (1) is (2) Saunders
4. (1) Timmerman (2) Mr (3) call

Cc %3
1. (1) Excuse me (2) I'm
2. (1) is (2) is

(3) I'm

3. (1) are you (2) Nice to meet you

BAEES
1. My name is Tessa Saunders.
2. Are you Lucy Bell?

3. His name is not Bill Robertson.

4. He is not our new manager.

"



5. Are they vour colleagues? 6. Is she from Germany? No, she isn’t. She is from Spain.

D P.5
A: (1) your B: (2) isn’t My
C: (3) are you D: (4) I am C: I'm
E: (5) Excuse me F: (6) I'm not E: (7) I'm sorry
#3)—
1. Pleased to meet you, Mr Lonergan. 4. How do you do, Mr Miller?
2. How do you do, Ms Peaseley? 5. Pleased to meet you, too. Ms Heath.
3. Yes, I'm. (No, I'm not.)
e _
1 (1) Excuse me (2) I am (3) I'm
2 (1) are you (2) is (3) I'm
3 (1) My name is (2) How do you do (3) I'm (4) How do you do
4 (1) Pleased to meet you  (2) My name (3) Pleased to meet you, too
.2
A P.6

1. T 2. T 3. F 4. T 5. F 6. T 7. T 8. F 9. T

B P.6

1 Anopow [7] Brussels 5 Narayan [1] Moscow

2 Brown [6] Beijing 6 Yin [5] New Delhi

3 Hernandez [4] New Delhi 7 Pousset [2] New York

4 Singh [3] Colombia
P.7

1 Not too bad, thanks. 3 How do you do? 5 Hello.

2 Pleased to meet you. 4 Nice to see you, too.
rhi1 #H3I—

1. T 2. F 3. T
s 35 o

1. How are you 2. And you 3. How are things 4. Quite busy 5. alot of orders
wh2 %H3I— %3

1. F 2. T 1. the New York office 2. Pleased to meet you
FhH3 HI— H3=

1. T 2. F 1. How do you do 2. help yourself to coffee
wrha &H3I— #3—

1. T 2. T 3. F 1. It’s nice to see you again 2. still in New Delhi

12



