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GREETINGS,

LEAVE-TAKING,
APOLOGIES,.. .
fﬂﬁsﬁﬁ“\ﬁ#\“""
Greetings [3#% Responses B &
Formal: How do you do? How do you do?
Good morming, Good morning,
Good afternoon. Good afternoon.
Good evening,. Good evening.
Informal: Hello! Hello!
Hi! Hi!

NB: If we use hello only, the stress is on the second syliable and the
! tone is falling. But if we also use the person’s name the stress falls on
the first syllable and the rising tone is used on the name:

Hal'lo! 'Hallo, Bob!

Leave-taking 15 Responses N %

Formal:  Goodbye. Goodbye.
Informal: Bye-bye. Bye-bye.:
Bye! Bye!
So long! Cheerio! See you tomorrow

/next week/on Tuesday.

' NB: You may use Good evening on parting as well.
®



Greetings, Leave-taking, Apologies, . . .

Additional Phrases for Meeting and Leaving
RPEMSFRNEMREAX

Greetings 3] 4%
How are you?

How are you getting on?

Leave-taking i 5l
I have to be going.
It was nice meeting you.

It was a pleasure to meet you.
It was a wonderful party.
The dinner was delicious.

Getting Acquainted
RiR

Introducing people 148
Formal:

May [ introduce Mr Jim Bank?
Allow me to introduce Mr
Dave Wright.

Responses R &
Formal:

Very well, thank you.
And how are you?
Informal:

Fine, thanks.

Well, thank you.

Not bad, thanks.

So-so, thank you. And you?
Can’t complain, thanks.
Much better, thank you.
How about yourself?

Not too well, I'm afraid,

but it could be worse.

Responses K%

Oh, stay a little longer.

Are you sure you have to go?
T'm glad you could come.

Thank you (for coming).

I'm glad you enjoyed it.
I'm glad you liked it.

Responses i &

How do you do?
Glad to meet you.



Greetings, Leave-taking, Apologies, . . .

You haven’t met Ms Jane Smith, have you?
I'd like to introduce you to Mrs Kathy Cook.
May I introduce myself? My name is . ..
Informal:

Judy, meet Ben.

Have you two met before?

Judy, I'd like you to meet Ben.

Dialogues ¥tiE

Greetings
i) 8%

Formal:

TrErTR

Good moming, Mr Bank.
Good moming, Mr White.
How are you this moming?

: Very well, thank you.
: Did you have a nice weekend?
: Yes, thank you.

Informal:

>wEw R

=

: Oh, hi Terry.

Hello, Ann. How’s life?

: Fine, thanks.
: How was your weekend, Ann?
: It was super, thanks.

I went to the country.
Lucky you.

Hello!.

Very nice to meet you.
No, hello!

A: Good moming, Mr White.
: Good moming.

: How are you today?

Fine, thank you. And how
are you?

: Very well, thank you.

® W

>

: Hi, Tom.

Hi!

: How’s life?

: So-s0,  thanks.
What about you?

A: Not bad, thanks.

w>wp
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Greetings, Leave-taking, Apologies, . . .

Excuse me, Mr Bank, but I'm afraid 1 must be going.
It’s getting rather late.

Leave-taking
-1
Formal: A:

B

A
B
Informal: A:
B
A
B

: Tt was very nice to see you. Please give my best wishes/

remember me to your wife, Joan.

: Thank you. Goodbye.
: Goodbye.

I really have to be going.

: Oh! Stay a little longer.
: I'm afraid I cant.

Are you really sure you've got to go?
Yes. It’s getting late.

Getting Acquainted
iR
Formal:  A.: Mr White, may I introduce you to Mr Bank?
Mr Bank, this is Mr White, my colleague.
Mr W. : How do you do?
Mr B. : How do you do? Nice to meet you.
A.: Excuse me, I dont think we've met. My name is
Frank White.
B. : How do you do? I'm Paul Bank.
A. : It’s nice to meet you.
A.: Mr White, I'd like you to meet Mr Paul Bank.
Mr W. : How do you do, Mr Bank?
Mr B.: How do you do?
A.: Mr Bank is a timber specialist; he’s just returned from
an intemational conference on timber processing.
Mr W.: Oh! How interesting—I'm in timber myself.
Informal: A.: Hi, Ben.
B.:

Oh hi! How’s everything?



Greetings,

Leave-taking, Apologies, . ..

Apologies ¥ Ik

~Nw e

AOpEprRy

: Fine, thanks. Meet my friend Kathy.
: Hello. Glad to meet you.
: Hello. Same here.

: Hello, Bob.

: Hello! How're things?

: Thanks, not bad at all.

: I don' think you've met my brother, have you?
: No, I'm afraid not.

: It’s nice to meet you.

Hi, Ben. My friend Ann.

: Oh, hi, Amn
: Hi, nice to meet you.
: Who’s that person next to Ann?

: That’s Mary. Didnt you meet her at Frank’s party?
: No, I wasnt at his party.

: Oh, then let me introduce you to her now.

Mary, this is my friend Ted.

: Hi, Ted, I'm glad to meet you.
T.:
M.:

I'm glad, too. Can we sit somewhere and have a chat?
Sure. Let’s sit down over there.

liesponses B

I'm sorry to have kept you waiting, That’s all right.

No need to apologize.

Excuse me, please. May I talk Certainly, what is it?

to you just for a moment?

Sure, go ahead. (Informal)

I beg your pardon, but I couldnt Isaid ...
catch what you said.

I'm sorry to trouble you, could you Sure. (Informal)
help me with this suitcase? Certainly.

I must apologize for being late. It’s quite all right.

We've only just begun.
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I'm sorry to interrupt but . . . That’s all right, there’s no
need to apologize.

Excuse me, I think you have dropped Oh yes, thank you.
something.

I'm sorry to bother you . . . Yes?

I'm very sorry but .. . Oh!

Requests i K Responses W &
Could you help me with . . .? Sure. ( Informal)
Would you mind . .. ? Certainly.

Can you just . .. I'm sorry, but . ..
What I'd like you to do now is . . . I'm so sorry, but ...

Do you think you could .. .?

Dialogue Xt1§

Do you think you could help me with a couple of things?
Sure.

: Could you send this copy to our Guangzhou branch?
Yes, do you want me to fax it?

>PE @2

Please do it. Then would you mind arranging accommodation for
our visting lecturer?

Sure.

Could you get in touch with Mr White from Beijing?

I'm sorry, there’s something wrong with the line. I'll try when the
line is clear again.

wxw

Oh, I see. What I'd like you to do next is to help me translate that
letter into French.

T'm very sorry but I'm afraid I cant. I don't know French.
: Too bad. Can you find somebody who does?
Yes, certainly.

w»w
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Offering to Help & R A Responses iZ &

Would you like a hand with . .. ? That would be great.

Would you like me to . ..? Yes, please.

Shall I call...? No, thank you.

If you need any help, just let me know.  Thank you very much.
That’s very kind of you.

Dialogue X}

A: Would you like a hand with those letters?

B: Oh, that would be great, if you're sure it’s no trouble.

A

: No trouble at all. And would you like me to sort out these news-
papers?

Oh yes, that’s very kind of you.

: Can I do anything about those files?

Oh yes, please. Meanwhile I'll deal with that report.

: Would you like me to clean up the stockroom?

No, thanks. I think I'll do that myself when I come back.

: Oh, youlll be late. Shall I call you a taxi?

Yes, please.

If you need any more help in the future, just let me know. -
Oh, thank you very much.

vrpwrErEeY

Asking Permission #R ft i Responses &

Do you mind if I ...? Yes, sure. (Informal)
IsitallrightifT...? I'm afraid not.

Do you think I could .. .? Of course, yes.
Canl...? I'm sorry, but ...
Dialogue Xti%

A: Do you mind if I open the window?
B: I'm afraid we cant do that. There’s a small child in the room.
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A: Oh, do you mind if I smoke?
B: I'm sorry, but this is a non-smoking area.

Yes, sure.

> %>

boss.

® >

A: Can I send a fax?

Of course. Go ahead.

Do you think I could get a newspaper somewhere around here?
Of course. Just downstairs.

I must call my office. May I use the telephone?

Is it all right if I use the telephone once more? I'd like to call my

B: I'm sorry but the fax isn’t working. Something has gone wrong with

it.

Vocabulary ifiC

leave-taking

get acquainted
response

cheerio
additional phrases
complain

stress

syllable

falling tone

on parting
delicious
colleague

timber

have a chat
a'pology

apologize

go ahead

I beg your pardon
trouble
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inter'rupt
request

a couple of

copy

branch

arrange
accommodation
get in touch with
sort out

file

clean up
stockroom

do you mind ...
non-smoking area

Exercises & )
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Exercise 1 Read with the right tone.
FEHRNARBE.

Good moming. Good afternoon, Good evening. How do you do?
Hello! Hello, Jim. Hello, Jane. Hi! Hi, boys!

Goodbye. Bye! Bye-bye!So long. Cheerio!
Good morning. Good afternoon. Good evening.

Exercise 2 Use the rising tone saying the following yes-
no questions.

BT T X s — BB R A

May I leave?

May I talk to Mr Trent?
May I introduce myself?
May 1 introduce Mr Brown?
Have you met before?

Can I send a fax?

Could you help me, please?
Shall I phone him?

Did you have a nice weekend?
Would you like a hand with this letter?
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Add your own 5 questions.

AT 5 T (—f) M4,

Exercise 3 Use the falling tone saying the following

questions.

PR T S BegE 4
How are you? How was your weekend?
How’s life? What about you?
How’s everything? How about yourself?
How are you getting on? Who is that young lady?

Add your own 5 questions.

H OB 5 A GRrgk ) BB ).

Exercise 4 Work in pairs and make up short dialogues,

using the statements from Exercises 1, 2
and 3.

M%) 1.2.3 A THAREIE, HA—E
HTH

Exercise 5 Complete the dialogues. Practise them in
pairs.

SR T B, A—EH#HTHT

1. A: Good morning, Mr Green

(Mrs King, Miss Tailor). B:
A: How are you today (this morning)? B:
2. A: Oh, hi, Tom! B:

A: How’s life? B:




