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Learners of a language as a second or foreign language usually find it much more
difficult to become competent in the spoken language than they do in the written
version. This is partly because, in the early stages of learning a language at least, it is
much easier to get help with learning to write than with learning to speak. Yet the
ultimate goal of learning a foreign language is to become so fluent in it that the learners
can readily engage in social communication.

This series of two books is intended to help adult learners of English to achieve this
goal by acting as a guide to the functional language that learners need to master in
order to cope with everyday social situations. Each book presents a series of 16 units
that deal with a wide range of such common situations, including how to greet
someone, how to say goodbye to someone, how to introduce someone to someone
else, how to apologize, how to thank someone, how to offer advice, how to make a
telephone call, how to make a comment on the weather, etc. It can be used for short
courses on social English.

Each unit begins with the phrases that are commonly associated with a particular
social situation and learners should make sure that they can use these phrases
accurately. In order to help them do this several examples have been given for each
expression to show them in use. The expressions are mainly arranged in order of
frequency of use, although related expressions have been treated together. Also
included are some Language Help notes which provide additional information.

The second section of each unit provides two short reading passages. The purpose
of these is to remind the learners of some of the important expressions and to show
how these are used in conversation.

The third section provides a contextual exercise to test learners’ comprehension of
the expressions which they have learned.

At the end of the book there are two test papers and an answer key.
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GREETINGS

How are you?

You greet someone when you meet them, for example in the street.

Sometimes when you greet people you address them by name. This can either be their
first name, such as Bill, Jack, Sue, Amy, etc, if the context is informal, or it can be their
surname (preceded by Dr, Mr, Mrs, Miss), such as Dr Black, Mr Brown, Mrs Lewis,
Miss Hill, if the context is more formal. In formal contexts, such as when someone is
serving someone in a shop, restaurant, etc, the person is sometimes addressed as sir
or madam. In a few situations a person is addressed by a reference to their profession
or to their relationship with the person offering the greeting: Hello, Nurse Jones. Good
afternoon, doctor. Hi Mum! Sometimes a term of endearment is used: Hi, darling. I'm
home!

@;m the vocabulary
1 hello!

Hello! is the most common way of greeting someone. It is used in both informal
and formal contexts.

* ‘Hello, Jane! Are you on your way to work?’
‘Hello, Sue! Yes, and I’m a bit late. I’ m afraid | don’t have time to chat.’

How are you? §



‘Hello, Mrs Black! You’re out early today.’
‘Hello, Mrs Jones! Yes, I’m getting the nine o’clock train to go and see my
daughter for the day.’

‘Hello, Jilll What a beautiful day! *
‘Hello, Amy! Yes, it’s beautiful, isn’t it?’

‘Hello, Bob! | haven’t seen you for ages.’
‘Hello, Jack! I’ve been away on a course and I’ m just back.’

2 hi! or hi there!

You use hi! as an alternative to hello! in informal situations. The greeting is often
used by younger people. Sometimes the word hi! is followed by the adverb there:

‘Hi, Bob! Are you not driving to work today?"
‘Hi, Jim! No, I’m going by bus. My car’ s being serviced today.’

“Hi, Mary! Where are you off to so early?’
‘Hi, Anne! I’ m starting work early today so that | can finish early.’

‘Hi there, Lucy! | haven’t seen you for a long time. Have you been away?’
‘Hi, Sue! Yes. I’ ve been working in Hong Kong.’

6  Say It Right!



3 hiyal!l

The phrase hi ya! isused in even more informal situations, often by young people:
* ‘Hiya, Ben! Are you coming to the club tonight?’
‘Hi, Dan! Sure. I Il be there about nine o’ clock.’

*  ‘Hi ya, everyone! Sorry I'm late. | missed the bus.’
‘Hi ya, Jilll Don’t worry. The rest of us have just got here.’

4 good morning!

You say good morning! to someone when you meet them in the morning. It is
also used by people providing services, such as shop assistants. It is more formal
than hello! and is often shortened to morning!:

* ‘Good morning, Mr Smith! | see the train’s late again.’
‘Good morning, Mr Brown! Yes, that's the third time this week. It's most
annoying.’

* ‘Good morning, Mrs Blair! It's a lovely moming, isn’t it? How can | help you?’
‘Good morning, Billl Yes, it’s so nice to see the sunshine after all the rain. I’ ll
have a kilo of bananas, please.’

* ‘Morning, Bob! You’re not usually on this bus.’
‘Morning, Steve! No, but I' m starting work earlier today.’

2o

Good day! is used in a similar way o good morning! except that it is now
Meﬂyxﬁmmﬁmowmmmdnmmm

Goodday gauamanl mmnmmmﬁmm kxhy

L.h
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5 good evening!

You say good evening! to someone when you meet them in the evening and it is
also used by people providing services, such as shop assistants. It is more formal
than hello! and it is often shortened to evening! :

* ‘Good evening, Mrs Jones! It looks as though the rain is about to start.’
‘Good evening, Mrs Hilll It certainly does and it’ s quite cold, too.’
How are you? 7



* ‘Good evening, sirl What can | get for you?’
‘Good evening, Jim! I'll have a gin and tonic with ice, please.’

e ‘Ewvening, Tom! The train was on time for once.’
‘Evening, Jack! Yes, thank goodness. Otherwise | would have been late for an

appointment.’

6 how do you do?

This is a formal greeting usually used when people meet for the first time:

* ‘How do you do? You must be Jane Grant, the new receptionist? I’m Frank
Blair, head of Human Resources.’
‘How do you do, Mr Blair?’

7 how are you?
This greeting is either used on its own or used as a follow-up greeting to hello! or
its equivalents. It is a conventional greeting used to ask about someone’s health
and welfare, whether or not you have any reason to believe that there is anything
wrong with them, or whether or not you care:
®  ‘Hello, Harry! How are you?’
‘Hello, Jim. I’ m fine, thanks. And you?’

*  *‘Moming, Billl How are you today?’
‘Morning, Sam! I'm very well, thanks. How are you?’

Say It Right!



* ‘How are you, Jane? Your mother told me that you were in hospital and | came
as soon as possible.’

‘I'm much better, thanks, Bob. I’ Il be out in a few days.’

v‘?
A T

8 how are you doing? or how 're you doing?

This phrase is used in the same way as how are you? but only in informal
situations:

®  ‘Hello, Jane! How are you doing?’
‘Hello, Sue! I’ m all right, thanks. How are you?’

*  ‘Hi Fredl Mow you’re doing? | haven’t seen you for ages.’
‘Hi, Mike! I’'m OK, thanks, Fred. How’ re you?’
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@ Reading A

Read the following passage. Notice how the expressions in bold are used.

Jane:

Anne:

Liz:

Jane:

Liz:
Jim:
Liz:

Jim:

Anne:

A meeting of friends

Hello, Anne. | thought you'd be at work at this time of day.

Hello, Jane. I’'m not going to work today. 1’ve got the day off. Oh, there’s Liz.
We're going into town together today. Hi, Liz. | was beginning to think you weren’t
coming.

Hi there, Anne! |'m sorry I’m a bit late. | had to walk the dog before | left. We’ll
be away for most of the day. Hello, Jane! | haven’t seen you for ages. How
are you?

Hello, Liz! I'm fine, thanks. And you?

I’m fine, thanks. Oh look! There’s Jim. He's a friend of my son. Hi there, Jim!
Hi, Mrs Grant. How’re you doing?

I’m fine, thanks, Jim. And you?

I’m OK, thanks, Mrs Grant.

We really must go and catch the bus into town, Liz. It was good talking to you,
Jane.

Say It Right!



{_JReading B

Read the following passage. Notice how the expressions in bold are used.

Newsagent:

Mr Brown:

Newsagent:

Mr Brown:

Newsagent:

Mrs Hill:

Newsagent:

Jim:

Newsagent:

Jim:

Ben:

The morning rush at the newsagent’s

===

Good morning, Mr Brown. How are you today?
Good morning, Tom. |’'m fine, thanks. How are you?

I’m very well, thanks, Mr Brown. Do you want anything else apart from your
newspaper?

I’ll take the magazine that my wife orders as well. Thanks, Tom.
Here it is. Good morning, Mrs Hill. What can | get for you?

Morning, Tom. |I’ll take this fashion magazine, please. It’s for my daughter. |
hope she likes it.

I’m sure she will, Mrs Hill. It’s a very popular one. Hello, young Jim. What
do you want today?

Hi, MrWood! Can | have the comic my Mum asked you to put aside for me,
please?

Certainly, Jim. It’s right here.

Thanks, Mr Wood. I’'ll have to go. There’s my friend Ben waiting for me. Hi
ya, Ben!

Hi ya, Jim! Let’s go!

How are you?
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