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Unit One introduction

. In business world, it is common for people from different countries to greet
and introduce each other in English for business sake. So it is the first step to
contact people by learning to say hello and make introductions to those you meet
for the first time. 7ER 5, R AARBRYANE N EHIGE R IR, ¥ 5
B3P P LRV s 2

This unit looks at how we expect people to behave and respond during their first so-
cial contacts.

> HIFAX

A. Listen to the following conversation and fill the missing parts in the blanks.
Fr FEFIEHME,

13131331333133131313313131311313133131313131)
New words and expressions:

introduce . S8

accounts n. M4

sales n. 8%

exactly adv. Hatlit, Bikit

purchasing n. %%, W&

employ vt. JE{H

beginning n. Fif

introduce sb. to sb. ¥EANRERA

in the Accounts Office ZEM&IAE

marketing research team T35 8T 4

in the Sales Office ZESSEIMAE

at the beginning of the year ZE4F4]




Situation: Robert Snow, a new colieagque, is introduced to Jack Lee.
Jack Lee: Hello, Max. Nice to see you. 7
Max Green: Fine, thanks. And you?
J: Oh, .
M: May 1 Robert Snow?
J: Ah, how do you do? I'm Jack Lee. I work in the Accounts Office.
Robert Snow: . I am in the Sales Office.
: Uh-huh. And what exactly do you do?
: Well, I the marketing research team.
I see. And how many people doyouhave ______ 7
: In all about 16.
: So, how long have you been there? A
. I only started at the beginning of the year.
Well,
Thanks.

WP SRS S

. Listen to the passage and decide the following sentences true or false (T/F).
o RE X F T IE TR,
1) French people usually shake hands whenever they meet people in many other coun-
tries.
2) The British are unfriendly and unapproachable because they rarely keep hold of your
hand very long.
1111111311311131111131313111331113113133
New words and expressions:
shake vt. %3, 30
subsequent adj. J& AT, BliJE K
occasion n. & 8%
unapproachable adj. FBEEETEY, A8 %R
impolite adj. AFLELRY
unfortunately adv. AZEH
shake hands <
keep hold of sth. 184, &
let go of sth. J&IF, HF




Listen to the tape again and answer the questions.
Ahr—&mRE BETHEMA,

1) What do British people do at the first time they meet you?
2) Are British people really unfriendly and unapproachable?

New words and expressions:

personnel n. AZF
Personnel Manager ABF 2§
the States n. &H

New York n. A4

cream n. M

sugar n. ¥

Situation: Jane introduces Mark , the client, to a new manager in the office.

Jane: Hello, Mark. Good to see you again. How are things?

Mark: Just fine, fine. And you?

Jane: Oh, not too bad. Mark, do you know David Denison, our new Personnel Manager?
David, This is Mark Knight. He is from the States. He works in New York.

David; Pleased to meet you,Mr. Knight.

Mark: Please, call me Mark.

David: And I’ ra David.

Jane: Have a seat, Mark.

Mark: Thank you.

Jane: How about some coffee, Mark?

Mark; Yes, please. Cream and sugar, please.



omersationy}
133313333333131333331331131131313333
New words and expressions
client n. &/
associate n. B{kKA, h&
check in AEBIT
overlook #. ¥
bay n. 1E¥5
dismal n. FA%

Situation: Jane Wilson, Sales Manager in Bond Associates, welcome her client Susan
Hamilton at the airport.

Jane Wilson: Good morning, welcome to Bond Associates.

Susan Hamilton: Hello.

Jane Wilson: My name’s Jane Wilson, but just call me Jane—as everybody does!

Susan Hamilton: It’s a pleasure to meet you. My name’s Susan Hamilton.

Jane Wilson: So, have you checked in your hotel?

Susan Hamilton: Yes, I have. I’ ve got a great room overlooking the bay.

Jane Wilson: Wonderful. We’re having some lovely weather at the moment. Let’s hope it
continues. How was the weather back home?

Susan Hamilton: Pretty dismal, actually, cold and wet. It was great to step off the plane

into all this sunshine.

) o 5s

1) Work with a partner. Introduce yourselves to each other and say where you are from.

2) Work with a partner. You are at the airport to meet a new client. Please go to greet
him/her.

* RS B T RIER L LR RBLURBSE, 2 80
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Greeting

Greeting is a way of being friendly to someone. When we meet someone we know
each other, we often greet him or her. It is a way of being polite. It is also a way of start-
ing a conversation. Because different countries may have different customs and habits,
there is a great difference between the Chinese and the British in greetings.

In English-speaking countries, for example, we often say “How are you?” as a greet-
ing. This sounds like a question about a person’s health, but we don’t expect the person
to tell us about their health. When they reply, he or she usually responds by saying “I’m
fine, thanks.” If he or she is not feeling very well, he or she can just say “Not very well,
I'm afraid”. A simple reply like this is enough.

When we are learning the appropriate ways of greeting in English, we should compare
them with those ways of greeting in Chinese. Chinese people often greet each other like
this “Have you eaten?” or “Where are you going?”. But in English, such expressions
might lead to misunderstanding. The British might regard these as an invitation to a meal
or an invasion of their privacy. They don’t recognize them as Chinese greetings.

Another important point about greeting is that family income, marriage and religious
belief are kept private, not to be touched on even with your friends. Never ask the age of
your new friend, especially when she is a woman. If you want to talk more with your

friend, the weather and hobbies are the best topics.

113113311331313111133331311313333133113

New words and expressions:
greeting n. B, A&
custom n. J1H, KRG
respond vt. B, WRE, YEH RN vi. B RIL
appropriate adj. i& 57
compare v. HE, AL, oMy n. HOEE
misunderstanding n. 14, ##
invitation n. ¥i&, HF
invasion n. AR ,Z5E
privacy n. MAATIAZ TR, BE, R




Notes to the Text R3iTHE

1.

When we are learning the appropriate ways of greeting in English, we should compare
them with those ways of greeting in Chinese. ] % compare. . . with —EE &7,
R e M . 2N RITE S RIEITR O, RLXT R T
AR RIZ AL,

. But in English, such expressions might lead to misunderstanding. ]9 #Y“lead to "&

—AEE B RERRZE., 2R EREXEERE XRNRERS
FRES,

. Another iraportant point about greeting is that family income, marriage and religious be-

lief are kept private, not to be touched on even with your friends. 4] 7 K “to be
touched on” , B4 “MiF, 40" > &, B & M WHRiL, FM". £ATER: HIH—K
BREEEFERA BHERE . FHEPSERIARLEAE, PEEAL AL
&,

Translate the Following Sentences #iE T3 A F

1.

AN 2001 Y FALRASSMER , £BKIE. BEWA HE BMARR. 25
RIBRIE S |3 E 0¥ K3 12 i 5 (future market)o

. REXFMELIHEREE THENL TR & AETHE H (marketing) T EHR

BHYUZHTHEER, Hit, RAERFEEHRETURERLTOTE,

3. ZANTIER 7 HIFB B2 S ERR AT RS,
4. BN BERFHIATGUEANR S, RERAE RN TELR., RYHIRHE.

BERBRATAURBAR BE REEL R RAMIKEHBEHRFER
(Computer Science Department ) /£ B , It 52 B4+ (B. S. ) ¥4 JHRET6 AR
Ao

. AABRBEAERTRETEENHEZR,
KA BEEREZRENER, FAAAFTHEMOLR, RERTL, THER

G B, ERBHISRERAT—RA%.



Unit Two Visits and Travel

In the business world, it is very common for business people to involve in a
lot of visits and travels since it is an important way for them to go out to look for
their markets, customers; to keep contact with their clients; to expand their
markets and to keep their business going smoothly and successfully. 7&# #-, 7
PARATI AR R % 8, B X R XF R H. BE; 5FF R
LR KU R AT A4 R s R T2 — P EE

This unit shows us several parts related with visits and travels of the business people.

A. Listen to the following conversation and fill the missing parts in the blanks.
S FEIEHRE,

1331333131333313331313313133331313333113
New words and expressions:

front desk A&

reservation n. BT

make a reservation 1T

available adj. &

moderately ady. 3&E 4

courtesy bus R BEWE

flight n. ABE

Situation: The receptionist of Holiday Inn Hotel is talking on the phone aboul room reser-
vation .
Receptionist: Good mormning! This is the of Holiday Inn. for you?
-8 -



Caller: This is Panteng from Hong Kong Minsheng Bank. I’ d like to

for three nights from April 20%'. Have you any rooms available?
Receptionist: Yes, we have several rooms . What price would you like to pay?
Caller: I think I'd like

Receptionist; Then I'Il for a single room, with a bathroom and television. Is
that OK?7

Caller: Yes, That’s fine. By the way, do you have in your hotel?

Receptionist: Yes, we have for each flight. What’s your ?

Caller: My flight number is HBG2886. is 21:15. .

Receptionist: Our bus will be there on time. Soyou'll ______ from April 20™ to 22™.
Is that right?

Caller: Yes, that’s right. Thank you.
Receptionist: You are welcome. Goodbye!

B. Listen to the conversation and decide the questions true or false(T/F).
off 4B X B ¥R IE IR,
1) Wan Huixing wants to buy three round-trip tickets to the United States.
2) They will go to New York first.
131331313311113313313311113133333113
New words and expressions:
exposition n. I{ £
round-trip ticket SUEHLER
airline n. fIES A7
cheap adj. BH

Listen to the tape again and answer the questions.
Ao —&&E,BFTFEA,

1) Why do they go to New York?

2) What airline do they fly?



W 3 3B

ot crsationy|
131113111313111331131111111131111313
New words and expressions:
check-in procedure BHF4%
passport n. R
receipt n. W1%
airport fee HLIGE TR
aisle seat 31 ¥R

Situation: Li Hua and her friend are atf the airport, going through the check-in proce-
dures.

Li Hua: Hurry up, Mingzhi! Come and get in line. It's time for us to check in.

Ming Zhi: OK, here we are.

Agent: May I have your ticket and your passport, please?

Li: Yes. Here you are.

Agent: Thank you. Have you paid your airport fee?

Li: Yes. Here is the receipt.

Agent: Thank you. Would you like a window or an aisle seat?

Li: I’ m traveling with my friend. Could we get two seats together?

Agent: Yes. But I need your friend’s ticket, passport and airport fee receipt.

Li: Mingzhi, hand in all the Agent needs.

Ming: Sure. Here you are.

Agent: Thank you. I can give you seats C and D in row 21.

Li: Thank you. That will be fine.

+ 10 -
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11111311131131311111311111111111131333
New words and expressions:
book v. FiT
bill n. MKE#
pay the bill {3}
credit card {5/ F
ID card S
registration form &g
room services & iR %
column n. JEEHE

Situation: Mark Woodson arrives at Ambassador Hotel, standing in front of the reception
desk .
Receptionist: Good evening. How can I help you?
Woodson: I believe there is a room booked for me. The name is Mark Woodson. I tele-
phoned your hotel to make a reservation earlier this week.

: Yes, that’s right, Mr. Woodson. I have your reservation here with me. How long are
you staying here?

. For three nights. I will be leaving on October 11" morning.

. That’s what I have here. How are you paying the bill?

: By credit card. I'll pay the bill before I leave.

. That’ 1l be fine. May I have your ID card? And will you fill in the hotel registration
form?

: Sure, I'll fill it in right away.

: Here is your key. It’s on the 8th floor, nuraber 8008. Do you need room services?

: No, thank you. Where is the elevator to take me up to my floor?

. Over there, behind the column. Dirner is being served in the main restaurant until 10
o’ clock.

W: Where is the restaurant?

=

= =2 =

2% =

R: Down to the end of the corridor, over there, and then tum left.
W Thank you. I'1l just go up to my room and have a shower before dinner. Goodbye!

<11 -



