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Unit 1

Greeting, Introduction and Leave-Taking

People need to know one another to be at their honest best.
— Robbins Staca

Unit Goals

® To learn to greet people

® To learn to respond to greetings properly

® To learn to introduce yourself and others

® To learn to respond to introductions properly
® To learn to take leave

Warm-Up

1. Do you know how to greet the following people in the following situations?
1) an American professor/an Australian
classmate, in the morning, in class
2) a Canadian visitor, in the afternoon, on
campus
3) an English friend, in the evening, in the

street
4) a Chinese classmate majoring in English, in the street
2. What would you say in the following situations?
1) You are waiting in line at the canteen. When you look around, you notice your
American teacher standing behind you.
2) It is a rainy day. You arrive at the bus stop where your New Zealand teacher has
already been waiting anxiously for the bus.
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Pre-Class Knowledge Input

Text A Making a Proper Introduction

Sweaty palms, not remembering a person’ s name, awkward silences... Knowing the

proper way to make an introduction can be one of
the most uneasy aspects of etiquette at any formal
function. In fact, one of the main elements of an
introduction is your smile, or at the very least, a
pleasant facial expression. People will forgive most
faux pas if they believe one’ s heart is in the right
place. Making eye contact and projecting one’ s
voice are also important. Make sure names and
titles are pronounced and enunciated properly. Ask
about the pronunciation of a name if you are unsure. Always use titles when called for. If
it is a doctor, refer to them as “Doctor”. It is always nice to say something a little
personal about the other person, but not too personal. Mention a hobby that might interest
the other person. If you are the one being introduced, say something like, “Hi, it is nice
to meet you. ” or “It is a pleasure meeting you. ” Sometimes a simple “Hello” just isn’t
enough to convey interest, so if you can’t think of anything else to say, make sure you
smile and make that crucial eye contact.

When introducing two people, the general rule is: introduce the person to the person
you wish to honor. The old are honored in the West as in China. Women have been
honored in the West since the days of knighthood. And long before that, a married woman
was held to have a position in society above an unmarried one. If it is a young woman in a
social setting who is being introduced to an older woman of higher rank, she should always
stand when introduced. However, there are some women who grew up not knowing that
when being introduced to someone her own age, she should not stand. This can upset
some women and in a way it says, “You must be older than me. ” Also, the rule used to be
that only men were supposed to stand when being introduced to a woman. Of course,
these things are hardly thought of any more now, but the old customs continue in the
forms of politeness. You should introduce a man to a woman; a younger person to an older
person of the same sex; an unmarried woman to a married woman; an unimportant person
to an important person of the same sex; children to adults.

The most polite form of introduction is in the form of an enquiry: “Miss Yang, may I
introduce Miss White?” This is a very popular form to use when introducing a friend to a
teacher or to an older person. Among friends and people of about the same age and
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position, a simple form may be used: “Mr. Zhao, Mr. Whitman. ” This is a convenient
form at large gatherings where a number of introductions are necessary. An informal,
friendly introduction is: “Mr. Lu, do you know Miss White?” This carries the assumption
that Miss White is the more important of the two to know.

The common thing when one is introduced to someone is to shake hands, smile, and
say “How do you do?” This is a rhetorical question and needs no reply. If you are
especially pleased at meeting someone, it is all right to say: “How do you do? I am so glad
to meet you, Mr. Smith. ”

If you want to meet someone, it is better to ask a
friend who knows him/her to introduce you. But sometimes
at a meeting or gathering it is all right to introduce yourself
to a fellow student, or to one of the same sex and position.
Hold out your hand, and say, “My name is Liu Qiang. ” She
should answer, “I’m Jill Smith. How do you do?”

If you are a person that is a little introverted and you

find yourself constantly nervous about meeting new people,
it is in your best interest to practice the proper way to make an introduction in the privacy
of your own home. Here are some tips. '
1) Smile.
2) Make eye contact. Look up toward people so they can hear your words more
clearly.
3) Project your voice and pronounce names properly.
4) Add something personal, but not too personal.
5) Use proper titles. Don’t introduce your parents as “Mom” or “Dad” unless that is
how they want your friends, teacher, etc. to address them.
6) Say, “It’s nice to meet you. ” and smile when introduced to someone.
7) Shake a hand firmly when a handshake is offered.

Internalizing (1)

Pair Work

After reading the article, change it into an interview. Student A may ask Student B
questions about the rules by which people can make a proper introduction. You may ask
questions like .

1) Would you tell me the key elements in making a proper introduction?

2) What is the most polite form of introduction?

3) Could you give some tips about making a proper introduction?
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Lexical Input

Directions: The following expressions are helpful in expressing greeting, introduction and
leave-taking. Familiarize yourself with the expressions first. Practice them with your
partner. Pay attention to the intonation.

1. Greeting People

+ Good morning/afternoon/evening. How are you?
+ Hi! How are you doing?

¢ Hello! How’ s it going?

¢ How’ s everything?

¢ Hello! Haven’t seen you for a long time! How are you?
+ Glad to meet you here.

+ Nice to see you.

+ Fancy meeting you here!

2. Responding to Greetings Properly

+ I’m fine. How about you?

* Pretty good.

+ Nothing special.

+ Not bad.

+ Just as usual.

¢ Yeah. It’s been quite a while.

+ Nice to meet you.

3. Introducing Oneself

e Hi!I’m ...

¢+ Hello, my name is ...

¢ I would like to introduce myself. I'm ...

¢ Allow me to introduce myself. I’'m ...

¢ May I introduce myself? I’m ...

¢ Excuse me. I don’t think we have met before. I’m ...
4. Introducing Other People

¢ Please allow me to introduce you to ...

¢ Let me introduce you to ...

¢ May I introduce Mr. Whitman?

¢ Mary, I’d like you to meet John.

+ Bill, I’m sure you’d like to meet Michelle.

+ Have you met Juliet, Emily?

+ It’ s with great pleasure that I introduce Mr. Brown to all of you.
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5. Responding to Introductions Properly

+ Nice to meet you.

¢ It’ s a pleasure to meet you.

¢ I’ m delighted to see you here.

¢ It’ s a privilege to know you.

¢ I’ ve been looking forward to meeting you.
+ I’ ve heard so much about you.

6. Taking Leave

¢ See you around. /See you soon.

+ Keep/Stay in touch.

+ Please take care.

+ I’ m glad to have met you.

¢ It was nice meeting you.

+ It was a pleasure having you.

¢ Look forward to meeting you again.

Comprehensive Input

Directions: Listen to each dialogue, practice reading the dialogues one by one and then
study the language and the basic communication rules to follow in the situations.

Dialogue 1 Greeting and Introduction between Strangers

Jack: Hi!

Paul: Hi! I don’t think we’ ve met.

Jack: My name is Jack. I’m a newcomer. This is my first day here.

Paul: Pleased to meet you, Jack. My name is Paul. Are you from America?

Jack: Yes, I am, originally. What’s your major?

Paul: My major is computer science. What about you?

Jack: That’s great. My major is computer science, too. I guess we’ 1l be studying in the
same class.

Paul: That’s right. Are you nervous on the first day of school?

Jack: Yes, I have the first-day jitters. I was so nervous that I lost my textbook in the
cafeteria. )

Paul: Really? That’s terrible!

Dialogue 2 Meeting between Friends

Grace: Hello, Kevin.
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Kevin: Hi, Grace! What a pleasant surprise running into you! What’ s new?
Grace: Nothing special. What are you up to these days?
Kevin: I’ve been running around like crazy. Thank goodness! It’s coming to an
end now.
Grace: How about getting some coffee?
Kevin: Great! Let’s talk over coffee.
Dialogue 3 Taking Leave between Friends
Mason: It’s half past eight now. I think I’ d better be leaving.
Jordan: Can’t you stay a little longer? I had really wanted to talk more with you.
Mason: I want to do that, too. But I have to get up early tomorrow.
Jordan: Well, let’s make it another time then.
Mason: I had a good time tonight. It’s nice talking to you.
Jordan. Thank you for visiting. Drop in again when you have time. Good night.
Mason: Good night.
Dialogue 4 Greeting, Making an Introduction and Parting
Brown: Hello, Jacob.
Jacob: Hello, Mr. Brown. What a surprise to see you here! How’s everything with you?
Brown: Fine, thank you.
Jacob: Have you met my friend, Maria?
Brown: No, I haven’t had the pleasure.
Jacob: Mr. Brown, this is my good friend Maria. Maria, Mr. Brown.
Brown: How do you do, Maria?
Maria: I’m pleased to meet you, Mr. Brown.
Jacob: Maria also studies in English Department, but she is a senior student. We come
here to attend the same lecture.
Brown: Good. Oh, excuse me, but I have a class. I must leave. See you later.

Jacob & Maria: See you.

Iinternalizing (2)

1. Pair Work

Share with your classmate your understanding of
the language used and the basic rules to follow in
the above situations.

2. Solo Work
It is time for you to get acquainted with your
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classmates. Prepare a1 to 2 minutes speech to introduce yourself. The introduction should

include not only names but such basic information as your family, hometown, hobbies,

favorite courses or future plans, etc. with the help of the expressions you have learned in
Lexical Input.

Comprehensive Practice

i

Pair Work

You are new on campus. You want to make friends and start to talk with a classmate you

do not know well. Ask questions like the ones below. Start like this:
A ' —
: Hello. I’m ... Nice to meet you.

2.

: Good to meet you, too. Could you tell me a little about
yourself?
: Sure. What do you want to know?

: Well, where were you born?

Hi! My name is ...

You can ask questions like .

¢ Where were you born?

¢ Did you grow up there?

¢ When did you first study English?

Role Play

Select one of the situations. Take roles and make up dialogues with your partner, using the

information given below.

1) Greet an Indian friend whom you happen to meet on the street after not having seen
him/her for a long time. Make small talk after greeting each other.

2) You meet Tom, a sophomore, in front of the library. You greet each other and talk
about your university life and studies.

3) You come to your English class on the first day and begin small talk with a new
student. After introducing yourself, you two talk about English learning.

4) You and Sophia meet with each other for the first time at Jack’s party, although
you have heard a lot about each other from your friend Jack. Introduce yourself to
Sophia, make small talk and say goodbye. .

5) You are having dinner with an American friend in a restaurant. Another friend
walks into the restaurant alone. You ask him/her to join you and then introduce
your companion to him/her.

6) You have been asked to go to the airport to meet Professor Rod Ellis, a famous
British linguist. You go to the airport with one of your classmates because he/she
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knows the airport very well. Approach him, and introduce yourself and your
classmate to the professor.

New Hurdles

1. Retelling a Story
Listen to the story twice and retell the story immediately after you have heard it.

Mr. and Mrs. Williams had always spent their summer holidays in England in the past,
in a small boarding-house at the seaside. One year, however, Mr. Williams made a lot of
money in his business, so they decided to go to Rome and stay at a really good hotel while
they went around and saw the sights of that famous city.

They flew to Rome, and arrived at their hotel late one evening. They expected that
they would have to go to bed hungry, because in the boarding houses they had been used
to in the past, no meals were served after seven o’ clock in the evening. They were
therefore surprised when the clerk who received them in the hall of the hotel asked them
whether they would be taking dinner there that night.

“Are you still serving dinner then?” asked Mrs. Williams.

“Yes, certainly, madam,” answered the clerk. “We serve it until half past nine. ”

“What are the times of meals then?” asked Mr. Williams.

“Well, Sir.” answered the clerk, “we serve breakfast from seven to half past eleven
in the moming, lunch from twelve to three in the afternoon, tea from four to five, and
dinner from six to half past nine. ”

“But that hardly leaves any time for us to see the sight of Rome!” said Mrs. Williams
in a disappointed voice.

2. Talking on a Given Topic

You are required to talk about an experience in which you are in an embarrassing situation
because of your ignorance. Your preparation time is three minutes and your talk is limited
to three minutes.

3. Role Play

The task involves two students, Student A and Student B. Each has a specified role as
follows. Although the situation is the same, your roles are different. Learn about the role
you want to play. Your preparation time is three minutes. Your conversation is limited to
four minutes.

Student A In Chinese colleges and universities, students are required to get up and go
to bed at a fixed time. You and your partner are discussing the issue. You think there
should be rules regulating students’ daily schedule. Your partner does not agree. Try to



