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Unit 1

Business Infroductions

Warming-up:

® What is the importance of, and what benefits can be gained from making a
correct business introduction?

® Work with your classmates. Give some examples of unacceptable ways to
make a business introduction and point out their bad consequences.

® Inyour opinion, what seem to be the golden rules that ensure you will be
welcome when you have the first face-to-face business contact with a new
customer?
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> Text

How to Make A Proper Business Introduction?

The ability to make business introductions correctly is very
important. Introductions should not be made unnecessarily but on
many occasions must not be omitted. Proper business
introductions are based on realizing some rules in terms of the

order of introduction, what to say, what to do and office etiquette.

A Man Should Be Introduced to A Woman
In the social world a man is always introduced to a woman,
“Mrs. Brown, may I present Mr. Black,” or, “Mrs. Brown, I

should like to present Mr. Black.” The word “present” makes this

introduction the most formal of all introductions. The same
introduction may also be made in the following ways, “Mrs. Brown, I should like to introduce
Mr. Black,” or, “Mrs. Brown, Mr. Black,” as it is not necessary to use a sentence in an
introduction. Many people prefer the correct but less formal introduction, “Mr. Black, have you

met Mrs. Brown?” or, “Mr. Black, may I introduce you to Mrs. Brown.”

A Younger Person Should Be Introduced to An Older

Introduce a younger person to an older person of the same sex; as, “Miss Older, may I
present Miss Younger?” or, “Miss Younger, have you met Miss Older?” An exception to this
rule is made if the younger person is the more distinguished of the two. Others are introduced to a
distinguished person; as, “Miss Distinguished, may I present Mrs. Brown?”

Never say, “May I present,” or, “May I introduce,” when introducing two men; say, “Mr.
Older, Mr. Younger,” “Mr. Younger, do you know Mr. Older?” or, “Mr. Younger, have you
met Mr. Older?”

What to Say

The proper acknowledgment to an introduction is, “How do you do,” or, “How do you do,
Mrs. Brown.” Never say, “Pleased to meet you,” or, “I'm glad to make your acquaintance” ;
your pleasure will be expressed by your voice. When leaving someone who has just been introduced,
say, “Good-bye, I'm very glad to have met you,” or, “Good-bye, I hope I shall see you again
soon. ” The response is, “Good-bye, thank you,” or, “Good-bye, I hope I shall, too.”

2



What to Do

Men always shake hands with each other when they are introduced. A woman may or may
not offer her hand to a man, just as she chooses; but if he offers his, she should not be so ru-de
as to ignore it. When women are introduced to each other, they may or may not shake hands, just

as they wish. The older or the more distinguished of the two should take the initiative.

Proper Introductions in Office

Few introductions are made in a business
office, but those who are to work together should be
introduced.

An executive should not introduce his
secretary to strangers in his office unless the

secretary is to do some work for them. As a general

rule, a secretary is introduced only to those she
works for or works with. This introduction is no different from any other; the man is introduced to
the woman; as, “Miss Day, this is Mr. Green, who wishes to dictate some letters to you. ”

An employee can facilitate matters for his superior when introducing a business caller by
giving some explanation concerning the call; as, “Mr. Brown, this is Mr. Glass of the Citizens
Trust Company, to discuss those Municipal Bonds. ”

When an executive introduces his private secretary to his wife, the secretary rises and says,
“How do you do.” After acknowledging the introduction, she may leave the room during the wife
’s visit or go back to her own work. In a business introduction, a man refers to his wife as “Mrs.
Brown,” and she speaks of her husband as “Mr. Brown”; but in the social introduction to
acquaintances she is introduced as “my wife” and he as “my husband”; to friends she is

“Mary,” and he is “John.”

Words & Expressions

unnecessarily /an'nesisaorili/ ad. AHEH following /'folauin/ a. T 51 #)

occasion /a'keizan/ n. B ; 455k 54 prefer /prifa:/v. BEIK

omit /o'mit/ v. &% ; B IF exception /ik'sepfan/ n. {4}

etiquette / eti'ket, 'etiket/ n. F[LAY, #L7F distinguished /dis'tingwi[t/ a. (% X ) &4 ;5%
social /'saufal/ a. #1232/, 2 BRI s 4L 19 NBHLHY

present /prizent/ v. (IERX) /%8
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acknowledgment /ak'nalidzment/ n. [ 7 ] 4k #HIA , 1G5

acquaintance /o'kweintens/ n. [ 7 1 HiR, T %

response /ris'pons/ n. [EI%, [ i

rude /ruid/ a. B, TALHY

ignore fignoy/ v. 2R ; AHERE

executive fig'zekjutiv/ n. B % H A 5 T BIA B, AT
(B)

dictate / 'dik'teit/ v. 0%, Oi&

employee /emploi'i:/ n. 2@ , &R

facilitate fo'siliteit/ v. {E7F5 , (L

superior /sju:'pierie/ n. L7, B4

concerning / kan'sa:nin/ prep. KT
in terms of fE----e- Y]

make your acquaintance FRARKIAIA
shake hands with 5------ #BF
take the initiative SRELE3h

give some explanation HEFTAERE
see about AbHR, ZHE; FEH IR
trust company {EFEAF
municipal bonds T B %7

refer to  FRAF; $RE]; %

speak of FRIT ;1R Z

I Notes
1. Introduction should not be made unnecessarily but on many occasions must not be omitted. ==
KRR B BDBEBNE BT 25 E T HRA AT LI o
/7] 9, must not B H“AATLL”, H should not(FEN“ AR ) KIFERE ™,

e.g. We should not be impolite to others and we must not harm the bodies of others as it

violates the criminal law. FRATTA R %%t A BEALEE , BATHEAS BT LA 35 30 i) SR R

RO AR TE 9 o
2. Many people prefer the correct but less formal introduction, --- #£25 A LA E S fd F IEA 1T 3L
AIBAERIN BT, oo

prefer —ia B 5 T B IR BB FR BB S, 04 WF 1H S X4 RTE
g v AR o 1o BT wsns e
e.g. He prefers Jazz music to Rock n'Roll. FUHRHE7R SR Ath B 3K B 2K
Chinese prefer playing soccer to playing baseball. H[E A Z BERE FFTHEEK
(2) preference n. {4
e.g. Consumer preference is an important basic concept in western economics. 7E P Jj £ 5t %%
Hh I B A A R A
3. A woman may or may not offer her hand to a man, just as she chooses; but if he offers his, she
should not be so rude as to ignore it. 2% 315 H HEF, AT PAkSE  HMRE LM
THEF, WL ERETALAE
S0 ++* as to %I%J“ﬁ[llﬂﬁ ...... ?IJ ...... E(Jf@iﬁ” )
e. g. Tom was so excited as to jump up and yell at the sky. 74 EF 7Bk T 2k 7128 HhoRY
4. The older or the more distinguished of the two should take the initiative. B A\ H AR # 5L
14 B ARALI R R 3 (fR TR ) o

(1) prefer -
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initiative 7 A7 the first movement or act which starts something happening, Bl “ 33, &E" | #

FTF take the initiative X —Zfjial &5t

73— P RETE A on one's own initiative, BN F3 [ &, RREISN 7 20 R AERIE

e. 8. Those working in the sales department of a company are expected to search and contact
potential customers on their own initiative. A7 7y BEAR S AE /N 7l Y 8261 THER A
SRER A K EEh R F R A R B ER

5. As a general rule, a secretary is introduced only to those she works for or works with. — T
& R At i IR S5 3 S s — i TR
those E[l those people, she works for or works with J& 5 i M ] {&4fii those, those J5 45 K% T
RE T A O Z AR 1] whom B % that,,

6. An employee can facilitate matters for his superior when introducing a business caller by giving
some explanation concerning the call. Eﬁﬂ?ﬁfliﬁjﬁ?ﬁﬁ%iﬁg B AT A H ke 1 H A i
SE R I R 5 HR 4
when introducing a business caller & BRI B AE 43 17) 4 15 VE I ()RS | 3 pE 35 B 75
LUAs 187 45 , 5 st AR 18 M) 2235t 4T, 5 when he introduces a business caller,
by giving some explanation concerning the call &4\ 1Al 44 WETEMERE, #n R, kB

M1 can facilitate matters for his superior,

II Text Comprehension Check
1. Comprehension Questions

Answer the following questions based on the text.

(1) What are the rules that proper business introductions are based on?

(2) Why should a man be introduced to a woman and what are the exceptions to this rule?

(3) Why should a younger person be introduced to an older and what are the exceptions to this

rule?

(4) What are the correct responses to an introduction?

(5) Are there any hidden rules we need to follow in terms of shaking hands with others?

(6)How does an executive deal with the introduction of his secretary in the office?

(7) What is an employee supposed to note when introducing a business caller to his superior?
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(8) What are the common ways for an executive to introduce his wife?

2. Summarizing

Summarize the general idea of the text in a few sentences.

> BE Column !

I Words in Business Context
Business English (BE) is different from General English (GE) in that the same word or phrase
used in these two styles usually has different meanings. Study the following words in business context.

1. offer

(1)v. to propose as payment; bid HH}
e.g. We offered him the calculator for US $ 50. X388 FA T Ml FF-#t .+ 3800,
(2)n. K&, A8, WM
withdrawal of offer i [7] &
termination of offer H || %& #%
e.g. How long does your offer remain valid? #&fTTARMJLRNAH 7
When can 1 have your CIF firm offer? Ffi 1t 4 B Al A4S 2 g4 iz 2% AR 2%
547
(3) IR
offeror % 3% A\
offeree 37 % A

2. call

(1)[ %8 ]v. to demand payment of BERFEIA , fiiR
call a loan T3[R fE 1
(2)[42]n. a demand for payment of money fZif F¥ K EEK
e. g. The executives pay little attention to the bank’s call for the loans. & # A i AR IR




FrEER BRI ER
(3) v. to make a request or demand B3R
call for an investigation B3R J#r
(4)[F§]n. a short visit, especially one made as a formality or for business or professional
purposes FFj (JUAEAL A5 HE A B N Bk FNERY. B 49 T 47 5 ) )
e.g. We made regular calls to our suppliers to ensure that they meet our demand for raw
materials. FAT TR IR UL B LABH O Mo A T REWE I FRATBEOR BG4 S5 R
(5) IR 1H]
caller J5% | 55 K 5
a business caller i # UL F{ A “a business representative” , & FK A “rep. ”

3. trust n.

(1)reliance on the intention and ability of a purchaser to pay in the future; credit.
X S e R A e R B B 0 B 85 155 D, Bt
bought furniture on trust Il 5¢ EL.

(2) combination of firms or corporations formed by a legal agreement; especially : one that reduces
or threatens to reduce competition $LH7

(3) the confidence reposed in a person when giving him the legal title to property together with
obligation regarding that property and the beneficiary {54
benefit trust 5% 35 (=G

bond investment trust AMEEE(SIE; BRI

4. bond n.

(1)a written and sealed obligation, especially one requiring payment of a stipulated amount of
money on or before a given day[ %]Eiﬁ%l—ﬁ](%ﬁﬂﬁﬁﬁﬁﬁ IR ESRAEH E H i1
PR S A L SO &84 ) )

(2)[#]a sum of money paid as bail or surety 1R 1E4: ( FFER B & s AR 6 4R )

e. 8. The suspect paid a bond of US $ 5,000 before he was taken away. BREEILHH E /TS
15000 SEITHIPRUES: -

(3)a certificate of debt issued by a government or corporation guaranteeing payment of the original
investment plus interest by a specified future date 3%

e. g. The company invested a lot of money in government bonds. RN FIAE T IR S 4R 3L B
i



nglish

........................ Intensive Reading

I Business Tips

HFFEIETAT (1)

74 35 (BE) 2 BRI 4518 30 T B I3 &, B A0 AL ) B R AR AR S I S
(GE) AW A, BE — M FER (formal) , EMI—ARFRAA AN LTS “FHA
LHEHELG, VIR 15 S/ RERHREEE (informal ) Ug?”

WV R A , G0 9 3R TE X S TE S R R B 4 U R R R
W ECERLA

“CE R R R, BT R R TR BE B 8 K % £ 8 formal, 1 : send — deliver, lamb —
mutton , meeting — conference %, “¥EHIiA]” B8 PCTE M AT OB T IE AL AR, XK
L8R T EA ,

per capita (Latin) g, N¥IHR
force majeure (F) AA[HLS)
pro-forma J& 3 /Y

XSGR S5 R TP I L .

T 45 VB R 2 A B A H ST R, S R R B 55 SR 0 P BT o T
AT SC R E A 43 A SLEH 3 F “ present” i1 introduce™ (22 5 o i FH4MT ELAXLA T [F]
SR TE 2 1R L 2E SR

distinguished—famous
acquaintance—friend
etiquette—rule

acknowledge ( ment ) —admit

[CE: glg:iks 2]

A B A A B At A T A LA DT T R — R B O B B A
AN G B R EA WREE A EZN AN BRI 55 RRE S 75— MU
U LT , B0 SRR A R 6, T 2 AR B A i T K B0 51 A 48 AR I & 25 A LA
BT s T RN BN R ARAR ; =R IR BOA X BN % R A
SO, LT BRI AE A ) /A 7] S URE A 0k 22 SR i D R L T — MRS %
RHEA  AAB AL AIMEARAT , BB AR LR AR AR P A 2N AR (B R O Z 3k
A BB SRR, 75 B 235 T IR 35, 1T 3 VR 76 2w AR T A B8 A AR 93X
WS B A AR ARG AT



