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Unit 1 | Greeting and Introduction

Section 1 Formal or Informal

I. Directions: Listen to the following paifs of sént'encés.' Each
pair will be spoken twice. Determine Wwhich’
is a Formal expression, a‘nd'which' is an Infor-
mal one. |

1. a. Hello. Nice to meet you. ' ‘ ( )
b. H1 Pleased to meet ybu. |
2. a. How do you do? I'm very pleased to meet

you. ( )
b. How do you do? Pleased to meet you. ( )
3. a. Hello. How are you? ( )
b. Hi. How’s it‘ goﬁig? ( )
4, a, Fine, thank you. And you? ( )
b. Not bad. How about you? ( )
5. a. It was great seeing you. ( )
b. It was nice to see you. ( )

6. a. I'd like you to meet a colleague of mine from

China. May I introduce Mr Chen, our mar-
keting manager? ( )
b. I want you to meet a friend of mine. This

is John Benny. He’s over here on business.( )

. ZRFHAWER(Formal) u(IEEK (Informal) Ji& T
ZhR R AW EERNREERNWAE. —Rul, DRAER
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II. Directions: Listen and give a Formal or Informal reply, te

1.

6.

the greeting you hegr.
How do you do? I'm very pleased to meet you.

Reply: How do you do?

How do you do? Nice to meet you.

Reply: How do you do? -y

. Hello. Nice to have you with us.

Reply: Hello.
Hi. Pleased to meet you.
Reply: Hi. .

I’d like you to meet a colleague of mine from China,

May I introduce Mr Chen, our marketing manager?

Reply: How do you do?

I want you to meet a friend of mine. This is Paula.

Reply: Hello,

(Now listen to the sentences with the suggested replies,

and check your answers. )

Section 2  Gap-filling

Directions: Listen to the conversation twice, and then fill in the

gaps with the missing words you hear from the

tape, following the notes on the right.

Conversation 1 (Formal) NOTES
Att.: Greeting.
Guy:Good morning. Greeting and introduc-
Guy Giradeaux. ing himself. Explain
__Mr Binder at ten. the purpose.

Att, :Mr Binder. Sales Department?




Guy:That’s right.

Att. name ?

Guy:Guy Giradeaux.

Att. :Okay, I'll phone through and
tell him you’re here.

Conversation 2 (Formal)

Mar.: ? Margareta

Sandstrom.

sales over herec in the Stock-
holm area.
Guy: How do you do, Mrs Sand-

strom?

Mar. :Nice to meet you, too ...

Conversation 3 (Informal)

Dav.: Mr Giradeaux?

Guay @ Yes, that’s right, Guy Gira-
deaux.

Pav.: , Guy,
David
to Daylight Electrics. __

Fairlawn. Welcome

Gay : , David,
Dav.: Did you ...
Conversation 4 (Fermal)

Ter.: Geor3ina, ~Ivan

Chekov, the head of the Rus-
sian Trade Dciegation, ?
Geo.: No, not yet.

Ter. } Well, come over and

Ll

Checking the name.

NOTES
Greets him and identi-
fies herself. Adds seme
more details abeut her-.
self.

Returns the greeting.

NOTES
Checks the
identity.

visitor’s

Greets the visitor, and

introduces himself.

Returns the grecting.

NOTES

Checks to see 1f tno

visitor is known.

Offors an introluction



‘Che.:
Geo.:

. : Hello, Mr Chekov.

Interesting man ...
I hope

you're enjoying the party.

: Yes, very much.

: Mr Chekov, a
colleague of mine, Georgina
Smiles from our design
team.

How do you do?
How do you do? .

Mr Chekov.

Conversation 5 (Informal)

Ter.:

Pat.:

‘Ter.:

Pat.:

Hello, Patrick.

a ninute,

If you’ve got

I’ll be

Certainly. Come in,
with you in a minute. Right.
Patrick, Wolfgang

Jaeger from Deutsche Lloyd.
Patrick O’Connor,
Manager.

, Wolfgang. Nice

us.

Wol.: How do you do?
Conversation 6 (Formal)

Ter.:

Well, ~if everybody’s here,
let’s begin.

John Benny from

the Chicago Consulting Group
... John, my

8 .

our Export

First of all,

Introduces the two men.

. They greet each other,

NOTES
Offers to introduce the

visitor.

Introduces the two

men.

They greet each other.

NOTES

Welcomes the visitor,

Introduces the visitor




colleagues from left to right:

_ James O’Driscoll from R and

D ...

Section 3

Matching

to the group.

I. Directions: Listen to the greetings, and match the situation

(

on the right with the greeting you hear.

) 1. . a.
) 2, 5 b.
) 3. . C.
) 4. o d.
) 5. . €.

BERAES KK R, &
THNLZR .,
BEEANE JLARLE,
B A SHEAXN A & XK,
RERMNPL T H\ X 1
T,
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[ . Directions: Lis'en to the greetings and match the situation

¢

(

on the right with the greeting you hear.

) 1. . a.

) 2. . b.

) 3. c.
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Section 4  Comprehension

Directions: Listen to the conversations and then choose the

]

*ia

dn

best answer to the question according to what you've
heard.

Who is Tom?

a. A fellow manager.

b. David’s assistant.

¢ . David’s secretary.

Who is Isabel? .~

a . David’s personal friend. .

b . David’s assistant.

¢ . David’s secretary.

Who is Jane?

- a. A fellow manager of David.

b. David’s secretary.

c . David’s assistant.

When did the two spe=akers mcsat last?
a . Eighteen months ago.

i . Eighty months ago.

¢ . Eight months ago.

. What do we learn abou: Jean Grassi?

10 »



a . She intended to give David a surprise.

b. She asked Jacques to replace her.

¢ . She is still enjoying Brusseis.

6. What is known about Sven?

a . He thinks the recent trip very interesting.
b. He's been to the United States lately.

¢ . He was homesick on the trip.

Section 5

Language Conclusion

-—

Formal

Informal

1. First greeting

How do you do? I'm (very)
pleased/delighted to meet you.
How do you do? It’s (very)
nice to meet you.

How do you do? Nice/good to
meet you.

Hello.
us.
*Hi.
(*Notice: very informal but

Nice to have you with

Pleased to meet you.

more often in American English)

II. Greeting people you’ve met once before

I'm very pleased to meet you
again.
It’s (very) nice to meet you

again.

Good to meet you again.

Pleased to meet you again.

ITI. Greeting people you've met several times belore

It's very nice/good to see you
again. |
I’'m very pleased to see you

again.

Good/nice to see you.

Great to se¢ you.




