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Unit 1 Receiving Visitors

Z=HEnE

” —. B% (Background Information)

YEN— AT HRITIRS A 5L, HEBER—VIHER.
B THUARE. SUE. R, RalaR4FohBifiE, 248
RASBEWERRS , SRERANBERS NS, Bk
RIAFUTILA:

1. R, ETRMERD

HEFRER G, RERM —EEZEUEE, YRBL
ATTE M. AU AR mARE R, (RE IS A
BTSSR Z G ERIRE A%, BWE—MBE RN
A CHEE T ATFERIR

— P ARRRITIRS A O —EEEFENNE, B
AR SE, U, EEFEEN, ZRIERACH
R, REERCREE S, ERTEAHARE DM TRRIERE,
BESRAniE, PRELRLZIEIRN B R AT “Wiw” i, BTEL,
T Ao BB et — R BRI IR 5 5K

2. [EMERIEFILKIE

HBUEEHRITH, RECRITHW G, RS EE
ARSI, RITHRFRANFRAZA AR, RXMBE
REZEF, HRASEHRBEARRIRBEITHEY, mIxRE—
oW “HARRT, RBIFONEIET, SXEHA
TEBRIRSH 77 AR TTRPIK LT, IRESF ik AR ]
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i, tem. “Au, WEA AT ERRSH

MR EBEWCRG R, —EARE T RILABLHEE.
X TEEERKBE, R “SUBEKARKRER!”
RS AOEREUTE RN, BAh, EFEL RN, &
FOEF LI A g R Y — 2, XSRS A R R IR
MEBRZ RIBERS, LU S EE iR,

3. ERARFAE

BATR TR, HERAT A AR S5 A BB T BIE AR 55
A, BEM “H7, BR B I R BBRENESH
WA, (JESCHME &7 M R EHHERA “You” XAH
i), {HAW LB E RN AR RRE) MW, BEEHEM
U, B, XEARE., BREUE T B, fI:

(1) RFHEERIEHERE—T, B

(2) MARE! HERE.

(3) BRBUBTEX BT

(4) RIBIK! FAEBIEFATE, BrRARIGET S0,
TR FRIEA AR —B, R, BLERaata !

(5) Setk, BREHARDET, HEE!

4. fORBRBERBEIER

EATHIAGAR R FT LML), RERHORMR. BEHRSG
REHEE, RIS LRBUMATEIR B OIERK, AIesHLEdE, K%
B E A ERK, LA, XA, RIEEK, AADUNER
BRAT 1) B AR TR AR

A E R, B TORE BRI U AW e IR
RATLAX BRI B . “ ARt AER B8Rk, SiF
AT AR, WREARRER, BAEXR, REMR LR
RATEE, IR EER” EEXHREIE, —CBIL
FRSEBIUREE, o R K RIBIRK, MR ELA]
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AR5 A RSB R T o

THRTIRBEHIRRZ G, RATHN T - F R
R, MAR ARG, %2R, R
R BCHEEH AR RS, REFC 28 HIRMRE
B, PROZE R EE B, SRR B AR B R R
BHR, RBEFAEESY, RS RERE CAERELRE
Jo BEAAOAN, AMRRER., XM, SLUSHEHRIRM
TR, VRBEAT MR TAE B T o

B 8F (Key Sentences)

1. Hello, what can I do for you?
&ar, AfamERBIIG?
2. Good morning / afternoon / evening.

B/ T/ BB

3. Wait a moment / minute, please.

WA,

4. Would you like a cup of tea / coffee?
BARREMIR / MHERD 7

5. May I introduce myself 7 / Let me introduce myself.
BATLME A RN A? / iERRAE—T A RN G,

6. Here is my business card.

XERBAF .
7. This is the Business Department of ICBC.

X R E TR R AT B L.

8. Please tell me my balance.

HHRA M- TEKSRE
9. Your balance at the bank is RMB 10,000.
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THEATHIESRBEART 1 ST,

My credit card does not work, please take a look.

ROFEHAROAMET, ERRE—TY?

11. Your magcard need more magnetism, it is ok now.
EHRATRE R TR E A, BRI T o

12. Please take a seat over there for a moment, our client manager
will help you.
HREKRTERE—T, BHEBESRM ISR,

13. Please go to the No. 1 counter.
HE 1 SHEGME.

14. Please go to the open counter.
HRIRTITHEE G

15. I want to close my account with you.
AR AR X ILEIE S o

16. Thank you for everything.
R PTE— .

17. T am looking forward to seeing you again.
B8R A LR

18. Please remember me to your family.
HERRERAML .

# | = #Gi%HE (Sample Dialogues)

1. Reception and information

Clerk . Excuse me, sir. What can I do for you?

Customer: Yes, [ want to see Mr. Li.

Clerk : Mr. Li of the Foreign Department?
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Customer :

Clerk :

Customer

Clerk .

Customer:

Clerk :

Customer ;

Clerk H

Customer :

Clerk .

Customer :

Clerk :

Customer :

Clerk :

Customer

Clerk

Yes, please.

May I ask your name, sir?

My name is Jones. I am from AAA Co.

Just a moment, please. I'll see if Mr. Li is in.

Thank you.

I'm sorry, sir, but Mr. Li isn’t in just now. Do you
have an appointment?

No, I don’t. Do you know when he’s coming back?
His secretary says he won’t be back until five in the
afternoon. May | take a massage?

Well, just tell him I came to see him and I'll give him
a call tomorrow.

Certainly, sir.

Oh, excuse me, could you help me just once more?
Yes, of course. What can I do for you?

I want to do some shopping. Could you recommend me
some department stores?

Certainly, sir. In fact there is a good one opposite this
building.

Oh. That's good. Thank you very much.

My pleasure.

1.1 L4 (Words and Phrases)

(1) Excuse me. 3 R#AZ,
—f A FE . ERMARE Y, FE B REARE,

(2) May I ask your name, sir? ) s 4 K4k
AR EXGHENFTREGTE, —KRATHALE,
A 4 “What's your name” £ A ALf— 2,



(3)

(4)

(5)

(6)

(7)

(8)
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Just a moment, please. #H#H4%
F A28 Rk F ik A Please wait a while. /Wait a minute, please. /
Just a minute, please.
Do you have an appointment? # 9 #& 2 FH 4457
iX ¥ appointment £ #4, HEFHHHEL,
#eappointment 358269 43 35 L A .
break an appointment %45, % #
by appointment # 8 #F B B¥
bave an appointment with sb. at (a time) fZ¥etEf L AFLA
keep an appointment  £§
make an appointment with sb. 5 ¥ A #5&
meet sb. by appointment Z2E £ 2% (B8], W E) 2 LEA
Do you know when he’s coming back? 8 4o if 44+ 4 8 4% =7 kw59
4 know 9 KIBRE T, AAERTHATHAT KA LG TS,
FHEB, 418 SRR RGO,
)4 : When is she flying for Paris? 463§ 4+ 4 sb4E iz @427
She is staying in France from Tuesday to Thursday.
ME B E e edS Ak,
His secretary says he won’ be back until five in the afternoon.
AR B HALRETFS S Ek,
KEERE T not. .. until. .. &M, FHH..-.. Feeeees o
#)4o: He did not go until night. #. A2 R 24 &,
It was not until yesterday that I noticed it.
ARMR A4 ZEHNEHTF,
take a massage ¥ A~ 2 4%
X ¥ massage ZHE&. ?RGES,
Fomassage #5 BLEY 4L 1E R A .
send a message & %1% &
leave a message & 4~ o 1%
I'll give him a call tomorrow. %88 £ #1444,
EICECE S Y
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I will call (ring / phone) him. / I will give him a ring.
(9) recommend %
Can you recommend a good dictionary 1§ #6A~42 — K448 3= 9
I recommend seafood salad. # %73 R4,
(10) My pleasure. X & K& F ¥,
—A Tt 6 A, 2 — A LARUE X6 Ak,
HTVAH,: A pleasure. /It’s a pleasure.

1.2 OiE%>] (Oral Work)

iR A % 2] ( Repetition Practice

@ Listen to the teacher or the tape and then repeat each sentence of

the dialogue.
@ One student read the dialogue, while the other should listen and
repeat until he can speak all the sentences correctly and

fluently.

1.3 Z£%FL (Chinese Translation)

23 % A1 5 A\ 3R 17

BATRA . #HF, hd, AHATEAH D2
B F. Rey, RAKRFLEL,

HBATIRR ., FF R BRI R AD?

B E. &8,

HATIRR . TR —F 89 % F57

B & AR AAA DR,

BATRR . FHF, REAE-FFLEATRE,

M E: #h

BATR R R, A4, TLAAERE, BEREFLYFTSH?
b7} .k, BA, St angeks?
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FAAMMBHLEZETES St a0k, EE2AFA A4
e

: M, AHEFALRARRT ., BARERRSLITR SN,

s BRI, B4,

s SRA, TAFHEA DT

s BRI, KTRAEREH LT

: RBERERG, RTAREILE G 50557

: BATA, A4, FELE, AMNABXKASHORETHA

a—]?ﬂt;ﬁ%o

s K, KEFT . EE AR,
SEATHRA .

BERHRFE,

2. Meeting Foreign Guests

Clerk .

Customer:

Clerk .

Customer:

Clerk H

Customer :

Clerk .

Customer :

Clerk -

Customer:

Clerk .

Customer :

Clerk .

Customer :

Excuse me. Are you Mr. White from America?

Yes, I'm John White.

How do you do, Mr. White? Welcome to Guangzhou.
I'm Shi Lei from Guangzhou Branch, ICBC.

How do you do, Mr. Shi ? I'm pleased to meet you.
Thank you very much for coming to meet me.

May I help you with your suitcase?

Oh, no, thank you, but I can manage it myself.
How long did it take you to fly here from New York.
Let me see, about 5 hours.

Oh, that’s a long flight.

Yes, it is.

How was your flight?

It was very good all the way.

Is it the first time that you have come to China?

No, I've been to China two times. I've been to Beijing
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in 1999 and 2006.

Clerk ; What’s you impression of China, Mr. White?

Customer: China is a very beautiful country, and it develops very

fast. I like it here very much.

Clerk ; Thank you. Hope you have a good time here. Mr.

White, let me introduce Mr. Chen. Mr. Chen, this is
Mr. White from New York.

Manager:  Nice to see you, Mr. White. I'm the Chief Manager of

Guangzhou Branch. Welcome 1o Guangzhou.

Customer: Thank you, Mr. Chen. Nice to see you, too.

2.1
(1)

(2)

(3)

(4)

- 10 -

RIiC4EIE (Words and Phrases)

How do you do 7 fi4F,
AR EX, — KA THALEG, 95 —&4LA “How do
you do?” 4w R Z B ARG ITI =F T L Al How are you 2 Hi, Hello
¥.
Thank sbh. (very much) for (doing) sth. (BE¥F) H#EA
4] 4=: Thank you very much for your help.
WiiRe
Thank you very much for coming to see me.
HWRREA Ko
help sb. with sth. # B EAMESF
454w . He helps his mother with cleaning the house.
AR R EsEEY AL
He helps his younger sister with homework.
oA SRR AR
manage 432, mAYid X
140 . manage a naughty child
EARERE T



