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Wl 10 the Student

This book will provide a useful and practical guide for anyone with
a need to communicate in English.
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Unitl Cards SEEEEREE

Lesson 1

Uisiting Cards

© Practise meeting guests.

© Get to know the courtesy connected with visiting cards.
© Learn to write the address in English correctly.

©  Get familiar with the different occupations and titles.

© Study the format of visiting cards.

g the Topic

1. Before writing a visiting card, please find out the answer to each of the following questions.

Tick (') the answer you think is appropriate.

YES NO
1) Have you ever worked as a receptionist in your summer vacation? ] ]
2) Suppose you are receiving a guest as a receptionist, what do you usually do?
[ ] Greet the guest.
‘[] Ask the name of the guest.

[] Get to know his personal information from his card.
[ ] Listen to him patiently.

[ ] Help him to contact the person he is looking for.

[] Try to keep silent.

Sl



|Unit 1 Cards

[ ] Give some explanations to the guest.
[] Serve the guest some drinks while he/she is waiting.
[] Chat with the guest while he/she is waiting.
[] Give the guest some magazines or newspapers to read.
Some other actions:

3) What is the function of a visiting card?
[] Promoting social status.

[]Providing personal information briefly and clearly.
[ ] Being fashionable.
[]Supplying a convenient way for the holder to exchange personal information
with others.
Other functions:
4) What should be put in a visiting card?
[ ] The name of the holder.
[ ] Profession and title.
[] Company and its address.
[ ]Mail address.
[] Telephone number.
[ ] E-mail address.

Other information:

2. Look at the pictures and choose the expressions below to complete the conversation with your

partner.

A. take a seat B. mind waiting C. Can I help you

D. Could I have your name E. here are some newspapers

[ M B O




R(eceptionist): Good morning. id
V(isitor): Yes, I’d like to see Mr. Lin.

R: Is Mr. Lin expecting you, sir?

V: No, I’'m afraid not.

R: , please?

Lesson 1 Uisiting Cards

V: I am Henry Smith and here’s my visiting card. (Pass the visiting card to the receptionist.)

R: (Read the visiting card.) Oh, you are the Sales Manager of General Cables? If you'd like

to , Mr. Smith, I’ll see if Mr. Lin can see you. (7o Mr. Lin on his extension) |

have a Mr. Henry Smith here, who'’s the Sales Manager of General Cables and wants to see

you. Yes... you can’t now, but in ten minutes?All right. (7o the visitor) I'm afraid Mr. Lin

can’t see you now. Would you

V: No, I don’t, for I must see Mr. Lin today. Thank you very much.

R: Not at all. And

ten minutes?

3. Now please read the following three visiting cards and try to answer the questions.

Chongging International Studies University
Director, National ELT Advisory Board

Bai Hua
Professor of English
President
550 DALIAN ROAD (W) TEL:023- 6531190
CHONGQING, 400083 FAX: 023-6542022

P.R. CHINA E-MAIL:Baihua@cisu.edu.cn 1

Deputy Director
English Language Center
University of Tasmania

Kate Johnson

TESOL Teacher Trainer
Collins Street 16 Hobart Tel: 03-6226071
Tasmania Australia 7001 Fax: 03-6226256

E-mail: Kate.Johnson@utas.edu.au

1

1) What are included in the cards on the
left? You may refer to Activity 1.4) and
check.

2) If you are going to study abroad, which
card is most useful to you? And in which
ways you may get in touch with the
person you are looking for?

You may get in touch with him/her by:
A.

B.
.
D




Shanghai World Publishing Co. : . 3) Compare the visiting cards in English
Deputy Manager and in Chinese. Are there any differences?

Deputy Editor-in-Chief

R

If yes, what are they? Discuss with your

Yang Xin r' classmates.
Asso. Senior Editor
POB: 020-180, Shanghai POSTCODE: 200020
TEL: 021-6213595 FAX: 021-6213595
E-MAIL: yangx@swpc.com

RS T CUTRR T S UR SIS IR - SN S e SR

1. Learning Focus

» A visiting card is also called a name card, calling card or business card.

» Although it cannot take the place of a letter or note of introduction, a visiting card has become
one of the necessities of business people.

» A visiting card usually contains the holder’s personal information such as his/her name, title,
working place, address, telephone number, fax number, mobile phone number, and e-mail
address, etc.

» The language in a visiting card is not very difficult, but the form and the style should be
designed to be as beautiful and exquisite as possible.
Generally speaking, the name of the card holder should be written in the middle of the card, in
bigger and bolded letters, under which should be the professional title. The company is usually
put at the very top or the left top of the card. The address should be at the left bottom, while the

telephone number, fax number and e-mail address are at the right bottom.

company and title

the name of the card holder

professional title

the address telephone number

fax number

e T Tl

e-mail address

R s SR A T R e N S e R P P e T P SR

2. Useful Expressions

1) The company / enterprise
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Personnel Department of Xi’an No. 1 Middle School P& —rh NFAb
Chengdu Safari Park B BB A Bhd
Chongqing Popular Science Education and

Entertainment Center R
Beijing Library L= EAE
Chongqing Foreign Language Bookstore BRI XA )G
Ping’an Insurance Co. SRS 2\ T
Huatai Touring Services Ltd. feFhRiTHk
Hainan Airline Co. Ltd. Rz A PR F
Yangtze River Holiday Inn LR B RS

After-sale Service Sector of Chongqing Department Store & K Hi ik & 5 IR 5546
2) The address

Group 8, Chengqing Village First Floor
Majia Township, Xindu County The Australian University Center
Chengdu City, Sichuan Province 210 Clarence Street

Sydney NSW 2000

Room 1-5-1, Apartment Building 9
Sub-lane 7 Lane 200

Old Central Chongqing Road should start from the smaller
Urumgqi City, Xinjiang Uygur Autonomous Region places to the bigger ones, i.e. from

) ﬁ village, township/county to city/
province; or from room number,

Writing the address in English

building number, lane, road to

city/province.
3) The profession and title
president k2f#k principal AraEfk
school master /228 K director fi;F4E
dean # %K & F1F professor %45
head of the teaching research group 4 £ associate professor g%
supervisor S lecturer/instructor i
chief engineer & T F2If senior engineer &4k T £/
assistant engineer BhFE T 20 senior accountant 4 25 it

senior economist =54k £ 5% i



If you need more information on professions and titles, please read Appendix 111,

Design a visiting card for yourself. You may get some help from Useful Expressions

and the steps suggested.

Steg 1 Imagine what you will be and where you will live ten years later, and complete your

personal information.

Name:
Company:

Profession and title:
Address:

Telephone number:

E-mail address:

|

%)
S
(S

Design the card according to your imagination.

1

%
J
“w

Now exchange your draft with your partner’s and cross-check with the following checklist.

If there are any mistakes, mark them with the symbols for correction in Appendix /1.

Checklist
YES NO

1) Check the layout of the card and see whether it includes the
necessary information.

2) Check the punctuation. Are there any mistakes?

3) Check the capitalization. Are the first letters of proper nouns
capitalized?

4) Are there any spelling mistakes?

5) Are there any misuses of words or expressions?

6) Are there any mistakes in the name and the address?

7) Is the card beautiful and exquisite?

§ 'tep 4 Now write your final card.
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1. Read the following passage and get to know the courtesy connected with visiting cards.

A visiting card contains the holder’s personal information, so do not ask for a person’s card
if he does not offer it to you. When passing the card to the others, you should hold the front part
of the card slightly with your thumbs and forefingers of both hands, i.e. let the front side of the
card face the person you are to give your card to so that he can get the information as soon as
possible.

People usually say “Pleased to meet you.” when they are exchanging their cards. The
receiver of the visiting card should not throw the card onto the desk or hold it carelessly or

casually, but read it immediately and carefully.

T!PS Western people do not hold name cards with both hands when passing a card to others, but only with
their right hand. They neither read the card carefully but just glance at the name and title, as in a
first meeting the attention should be directed to the person itself.

T T B or = =

2. Practise spoken English according to the following situation.
Suppose you and your classmates are holding an alumni get-together which might happen
ten years from now, and all of you are doing the jobs you have designed in My Writing. Now

exchange your visiting cards with your classmates and then have a chat. Please pay attention to

the courtesy.

1. Tick “YES” or “NQO" and see how well you have performed in this lesson.
YES NO

I can receive guests appropriately.

I can exchange visiting cards in the correct way.
I can write addresses in English correctly.

I can address people with appropriate titles.

I can design visiting cards by myself.

2. If you tick “NO”, please
» go back over your work until you can tick “YES”.
» talk to your teacher about your difficulties.
» do something else you think necessary to improve your work.



Lesson 2

Greetings Cards

& Looking Ahead

© Practise writing greetings correctly and appropriately for different occasions.

© Remember the commonly-used greetings for birthdays, Christmas and New Year.
© Get to know the names of some common festivals or holidays.
© Learn to design greetings cards by yourself.

1. Discuss in groups and answer the following questions. Tick (+/) the answer which is true for you.
1) What do you usually receive on your birthday?
[ ]CDs.
[ ] Books.
[] Toys.
[ ] Beautiful clothes.
[] Chocolates.

Some other presents:

2) On what occasions do you think people will send greetings cards to others?
[] On birthdays.
[ ] On New Year’s Day.
[_] On Christmas Day.
[_] On the Spring Festival.
[_] On Mother’s Day.
[_] On Father’s Day.
[] On Valentine’s Day.




Lesson 2 Greetings Cards

[ ] On Halloween.

[] On the Dragon Boat Festival.
[] On Thanksgiving Day.

[ ] On the Mid Autumn Festival.
[ ] On May Day.

[ ] On Teacher’s Day.

Some other occasions:

2. Usually, there are some greeting WQ(?}alréqlciy priﬁt_,ed\ofz,"greeﬁngs cards either inside or outside.
What are they? Please]Vrite‘dmvﬁ at legstifthré&gréetihgs. You may discuss this question with
AL 3 : » ,-"“\.— 4 y i | L J | - 4 ]
your partner. yo~ -y <p | Al )

e.g. Happy birthday! i

2) P PRI
3) 2
4)

3. Read the following passage and circle the answer to each of the questions.

A greetings card is usually designed either to be beautiful, or meaningful or funny. On the
card people often write some words to show their heartfelt greetings. Of course, on different
occasions, what people write is also different. For example, “Merry Christmas!” appears on Christmas
cards, “Happy New Year!” on New Year’s cards and “Happy birthday!” on Birthday cards, etc.

Some people would like to buy a greetings card while others prefer to make a card by
themselves. Either way is acceptable. If you choose to make the card by yourself, you may draw
a picture first, and then write down your greetings; and if you want to buy one, you may decide on

the appropriate one with the proper words on it.

1) How is a greetings card usually designed to be?
A. Beautiful. B. Meaningful.
C. Funny. D. All of above.

2) People often write some greeting words on the card according to different occasions. Do they?
A. Yes. B. No.

3) You’d better buy a greetings card instead of making one. Is it true?

A. Yes. B. No.

4) When you are choosing a card, what is the most important factor you should consider?
A. The picture on the card. B. The words on the card.
C. The size of the card. D. The colour of the card.

4. Now please read the following three greetings cards and answer the questions.




Dear Bob and Susan,
With all good wishes for a brilliant and happy

Christmas season. Hope things are going all right

with you.
Your friend,

Jessie

Dear Lisa,
On this special day I send you New Year's

greetings and hope that soon we shall be

together.
Yours,

Joel

Dear Jimmy,
May your memories today be warm ones. May

your dreams today be dear. May your joy last

through the year. Have a wonderful birthday!
Your friend,

Tom

1) Choose the title for each card.
A. Birthday Card
B. Christmas Card
C. New Year’s Card
2) What are included in the above cards? Compare the contents in the cards with your answers in

Activity 2 and check them.
3) Besides sending cards on Christmas, New Year’s Day or birthdays, what other things do people

usually do? Have a discussion with your classmates.




