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MEKESHARBNARAFTHREN, BARFENYUE, BAHMERTISNE
ZREHENTHFLHR, BxXEARANESEARE, REATHMEASERNERZ —
RERFHAEXGATREGEARS, TRMERADBRUBLFRAGEMS . RF
B, HFAFNRFESURFH AU AR L K, AR S BN A AR RELE R

B A% RRHBL &, IHT - RATSHEBEMN, THAFE,

KPR G, RESFAFHRERE R ERARKENFEFRTHKT H RN —. Fal
BER L5 B 5UHHF (Business Explorer) #5#, TRAKREHFXERFRT —HER,
ABRNTE —¥. XELHTINXEFIERBEORFHSIEHMN, BNELHRBXMAH
SRERAEBAFLRF CHRE, WREHHELR (BULATS ) EFHMZ—. &
MERLARELHESRENTE, WA ASE, BEXA, EAKE, ZTRERSF
FE%¥, 2FEXHE, BEME, FURA, 4HE, EAFIHATLELFLPHEK
R, KHMEZH, BAZHBAEEAXN, EETATER, TREZTHES RN HA
WA, TUAKHERES KAL-B2 RN ELAER, TEXR-EEHHFHEIBHM.
¥ HXTREBECHNEECEERE, MEXRTIRATHE, RZALLFLHENNRA. A
$ITHAR, BRELIREURBEARL L WEZ R,

HTETEIHEY¥, RNEFTTREN (FARRLEE (1) 2IHIFM), £%
ERdBY, TEFETUTILA:

L BEFEH, THERMAR. F4EIENER, K2 MAREERMBRXFRF X,
(EHLPRAEALTHEALHFFLAREREMS)

2L AHGRRXPREREXAE M T EM. BRIWERA. BA (REFL, #ik. ?kmw
)4, BREAHHEMTHXXALEELR, AARHEIZTHRIAXZIANER,
EREERZFRNEEENBA. FHFL AN TEART, #EIEUFTHEIEHER
EHT, MERD TR RORET o

AR THSFEHREEHEN ., ZTEWH,

A ATRAEEER, UL L THMERERANNERSTEGEE, RNMEELERERA
AW A e R AT T R, FENARARR Y.

5 AMALHNBEAREE, AENEAFEHEL TR, AL, HEXESELH
AR, UmBEFENKRRARANERMESE, AR TFARNTREE AR MEE,

NLREN:

L &M ki, HE-IMERTEFNRE, TEREFIFZERTSIRXNETHER,
MEAMEFERAETHAFAETERNER, BFTENELHE LT EETHNRFIENA
BB, X BMTAEMARAEREAMS, TEARLERIFER., THEFTHE,
REFHS, FREF, THBENIRUEHMN, BUAEIHFLERE - PAELEHE
RX, REAXZTHHSFTRAERAFNEST, W F%, AEEZBRAEFTAEASXH®
TR, A THERE Y AREE, ERACIERT,



2HEMEAELY, R EXRABLMEERLNET, BREAAETEAEN, XERY
CAEREBANBRTUNETEL, HRAUNFZEL R, S4EK, RoABHOWER
AfuglEs, REFEE, FTERARBAELEEHF IR, XATRMELRNEL. &
EXLAMERANERE, FRANRSTHEED EFEHA,

AT hBEREER, XFEPRBLRARSZETEN, RNGEHRTABWHHE
V¥4 (homework) HANAHEFM, BUFIFTHYE, CNESRAFARNE
Gk, FTREFHREFHABLELTF 2R, TEBHRAEEF ELRE
M ERRESESHRALN . SRR LA ' AR,

4 HTREEMNANWEIRARTRAEFSBNET L, ¥ FLAEE—FHKEBXR,
At ZIH#E5HREIHERF LK. —XBEFE 5%, RTTWE,

EAFWEELRY, RIVARKSESHAE, R, BR, MER, L ¥E
RERENHFET R, AREHBEFROAE, Y, RAFNESTEN . WA, &4,
BRAEHE T E RMAEETTAEFE

ERFERNWIHRE ARSHAEEIZATEARRE, HBREL, RERFABLA
o FE, MRS KEEELUBA, FRAS!

HTREAR, FRPRAFRRITREZIL, BOR AEFRIFHE,

U E
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1+ 4 & Business Explorer?

AERHMENEIENFTEMHEN —RFHIEHL, RTREHITRY 3040 ¥
Mo R, ARBHMNRRE, wEHBMH&T, UK E 60~70 ¥,

Business Explorer § A H B ¥ I H AR A EX RN EHFHRAFPRLAE, BREWNET
W 43R 7 W9 1Y) %, Business Explorer B R FEA BN X KRG IR FEI LW ENLE,
VEDHZFHNET G, EXLAHRMATASTORAARENNEREREEINH,

Business Explorer 1 &% #Ei%i1H89?

ARERTFTURBATHRBEENIHREREAFEESNFELE, FFXTRALRAR
PESLBRNEIZUATRAREH B

FAERAS (1) FPHEFARTHRAFELUNTRT, E6THREIH, AXER
WE, $PWER “H4" BENMARERRAFIHR UL,

Business Explorer 1 2 E&K)?

AEREISNEAMSNAIER—BINERFAINEIT R, BETAAR
W, Pat AfuPart B, XAFERMTURK R, ERACEHAFAF L. ARBRREESR
AETHFCHABERITE, TUSHRRELT, AFE-RAR LR

SEER

BEAFABRACEER: WENMFZETRTOER, HUAFILRANEEIN
FENE, #¥AEALZCEIFHREIN, FE-IHWHEAREREN R, KB HE
AHERBT RAE, EXFIHEYEETHH,

W A

FAHBLRTRHRERTAELY, XEFPAEXEBNEFENA (TMA) FEENFEW
A (EA) RENFEEF, BXL, BFHSXRESHREXFTHFEFFHATERAT,
ERFEFEAREHNXBAFENA (LEA) RENFF, ELARSEEHEMLH
WEEHFBENARENFEY, TERWHRREREREIAL,

NHEARESH, RIBRGHE. ARNTAGITUBRKEA-ERE, HOTHHET
mmEE; ERERTUNBEIIRGTAKT, TAHL%, AIRELERL; Fh
Haoe, FIRANEL, AIBREILHE TH L (bottom—up) ¥ J7 VT B X P45 %
WER, RERFELWT (op-down) By7 k8, NTR®F A HWEE.

RCER

ALERNAEEY AE T HFEBH AL T MAANALE, $IHERAFS
ZHASTHRAL, WEAS X AT R RREDTHA, LHh, XBAE



ZEWETFEGR AR A RFLEERE - LR AAERTENH AL, FHFIH04
THEEFETERELEHARET KEWE IS,

B Hitit

BEAREHTURRETENRGRS, VRO GBRUTE, BERY, £ THF
RERIEBOG MM, B TUER TN F I X BN E BT HRE A REW T
o FEBEERXN, BhifRB0 0 TULET LR AR T ALWNE, REEBREZE
WHBXREDY REIF £,

BEER

ARBRATEFNEEIARWECAA —RERpANER L, BTEAHLEE
WHFAXANGREIRWEE LR, AAMNREERAXEEE0R, ZRELEHY
MNzo BRTURBEILNBEAMBE, REELEHSEASKOHE, “Fox4
X" FAEREHLDBANET,

MiEX iR ESh

AHWETUFEAFNERNRRES ¥IFNLERE A . RTEREZRHER
RNBECHET XKREFHSNFIHXRB T THEHSERT, UEERNES B E
RIEPAEENEA BB P REATIRENREE ., XREFEDTUHSHAANR
R, ARBTEREUACRT TN ES, BH - LMNRAEHE,

XHLEE

BUYEAERAXMER. XNREXDAOHNEETINALERHS IR TR EKEA
ZRREQRRE, UWRBE XA SRR E, KT ¥ T #4015 B 6 4 TR MK
o XLEEBLNEIEMFI LR A CERN XML, REXIFEEFAEREH X
ttER.

I R%S

TRAIABLWXREDBIERAAF Y, EXFIHLELER, ARERRELH
FAEH. MNEEAUNFLNFHET PR, ITRRTRAETANHHE L, ¥ ESF
ABLRMEAXKENNEL, EFETAM, ¥IFTURH LR KL G O KGR
AR F e E,

B
MEHLAEMEENERLAXE, FUXFRFT AL EREMER, #¥TH
ERFBRPEA, ¥EAFFTUXEDRE, TEFIHFKBER. SAETHXNHEE
WXETUERTAS PRI, FUBEERKOXETARRLELES, GTEHRTHEL,
iC #
LHRH¥EL G REAIH MU, WEIFSRNARFA-LREKRES. TRWE, ¥
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MERHTUARR, FFLIBRALHEANER, FESMFEILLE O NGIES
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HUBTAETERES. ¥ERAFTHEER2AERD, ABREAKTASHRE
MiE. #HHAFFREABL>TURALAPLHENE, AFERFELERERRT K.

FHBh Sk

HERPEEAENEARGT AN "W XHX", FHBAWETRHLL, U
BRARTEYMANET, “BHXGEXR" WRNERARTHRESE, TURERELH
SEER., FHRLAAATURBFEAERA LW EY, T B CEBERN B F T
AL,
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SAERBEMAT AR, MESTER NS NN AL RS A BB R L
AR AT B
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GHNWEDNRATEEIAANE-—FEHW, REJWABETFI, XEHDHEE
B, REBHRFWER, ¥FIFZFARLEY, BLIABRERERSWRRBE, BRI F
AREH,

BMERWilis RUEMNBEEXINZEXK: FRIET. BRETHETEIRNL (1996
£)o ARFPIREFHAIBNA T, ALARERBH LT FRAZIHLERISE, hivdH
EfH. MNANCERALBMANKRANA, FANSBEAXENIAZR. B4
FELEBREGEFHHN, PREAFRAETUCKBNATHEESL, ERb. AH AL
FAHELIWE. TAOMBUREFARERE T, EEHFIERGEALBAL LB E Pt
fIxFEMe. ®E, BTAERRNESAANAERERE, KU TAYE, B
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New faces
HRE®

N

EFER
FRTEVIVRE 522 N 4]
* MEAED
* RiLAC
* frAfA

SEER

1 S i R R BT S S ik DT Fie el B

PRA A SE S T E R R, BRFRFARZERERRES. K
o [XEREBEMHENSANGIRATY?
* BARFNRLEAKRBENALACT?
* BRmARKE P RFEEN AT HARA 2 AG?

A CF0%EiE (Words and Expressions)

accounting [@kauntin] n. &+, BH, 4k
colleague [koli:g] n. FE, R, [¥
communicate [ke'mjuinikeit] v. 32
communication [kamju:ni'keifan] n. 3ZFx., T
conversation [konva'seifan] n. ki, AR
customer [kastama] n. B/, BE

director [direkts, dairekts] n. £/F, FH
employee ['emplai'i:] n. BH

employer [im'plioia] n. ¥

extra [‘ekstra] a. ZishaY

formal [fo:mal] a. IEFAY

honorific [ona'rifik] _n. R, & _a RAHHM
informal [infoimal] a. JEIERHY

information [infe'meifon] n. {55, %K
introduce [intra'dju:s] vt. /145

introduction [iintra'dakfan] n. /+4

major [meid3a] n. £l v. TH

nickname [nikneim] n. #%5, EFR, B
partner {'pa:tna] n. tkf¥, &1kA
photograph [fautagra:f, -greef] n. 8 H
situation [sitju'eifan] n. &, Y, BHE

topic [topik] n. {HER

unscramble [An'skraembl] W

business card |k &% F

file card FEF

financial manager 423
international foods EHPFREHEE

N job title HR%F, HRER

look forward to HAEE

major in  F& (F8)

marketing division Tiig (BH)
sales department #4§&#E

sales representative ZE{{LFE

talk about R, RE

Arizona WFIFIE, M, MLTEETHE

California FABRIE, ML, MNTEEEH

Phoenix FERFHT, WMHi&, MFEETFRMMPEE, £
BHE

Seattle VHFEE], 3 E4LBWMFARMEN




Introducing yourself

BN A

BAOQH:

My name is ...
I'm ..

I'm from ...

I come from ...

I'm working in/at ...

EEELET, FHUEE RN ERT HEAL

“How do you do?” A FERF A&, BAMNWALBER Y
4T %, Hello M Hi 4 #8 BITHFAE, £EASH Hi
% E A% H Hello, {2 Hi th Hello ERE & —2%, — R EH T
BA. FBARFERT &

MELHFERHALENATS TR ELERAEFH
A%, HEFENERELETERNE, NERNELES
HWMARBENNMNAFTERNAE., 2RI HMALEY,
wE - —N45. BFHHEAREFRNY, BFEHE,
FEXEAEFIR (XFFLHARM), LTLZH, £L
RIEFETHRAGREE;, TE2HE, TARNEHFFTE, b
BEP-FRLE, WBFRYEALFEAHBFERGHE
BF, *HZHETEFW,

EWEHOMERNFEHAERL L (full name), FiE
EWRAEHFANCESRNEERHK, 2F&W, KA
first name, given name # Christian name (£t # 4L E &2 W H
£); ¥4 ., # A last name, surname X family name. 0 Bill
Gates (W R-Z%) WA Gates, Bill ¥ BH %,

f. Andrew Walsh Lucy Chang
(£) () (£) ()

HE BT EL WP EHEH D% FHH second name
middle name (% & £ ),

# Martin Luther King, John Henry Smith &, # & 4 —#&

TREE, WFEHEEHN. KFRARERNHEXNE LK
HEF AR —AFEEFELES, W John H. Smith,
XEFHeFERERAFRIREE,

® &/ Mr, Mrs,, Ms. 3k Miss + B R X T EH 5 AR (&
E: A mELFH, wHF Lucy Chang, ¥ % Ms.
Chang Wi &~ & Ms.Lucy ). ¥ % Ms B1F [miz, miz], F 1
BHEEATHARTEERABEERAG L FHELRLE4L
o

® Mr., Mrs., Ms..F g 82 4 4E 48, F # K : Good morning,
Mr./Mrs./Ms., T Miss %4 6" ¢3%, AT ¥E£KTL
B, —BRAKREAELT. BHELBHE. XFR%,

o tHKBWA, W¥AIH+ AKX TER. v Dr
Smith, Professor Black%

EFSEEBEER, AREXE, REFEATHANT
¥, BTABAZARKTLESN, WTRTEL, KHF,
FHEEE, ELADN, BTUHBEFHAL,

B RRAMNE e, AT HFF Mark ONeil
“Mark” = “Mr. O'Neil”, T F##HHEH" Mr. Mark",

T4t % 4 B TR sir 3 madam KR EH

f5]: Excuse me, Sir/Madam, can you tell me how to get to the

railway station?




ME s/ A B R R R R

Listening U7 /7

&M KE . Lucy Chang IF7E[H Andrew Walsh fE B BN A,
MR —EEE T mK R,

o PRINHMHIERFTRMER?

o R AT HIRERE?

o fih{iTERARELAT WA ERE?

BT —R AP A RS, TR RGP REX T 7
v ER/MERSH:

1. Hello, ... is this your first day?

REF, Bk—KLHEG?

EHAAMALB ERBELZHN, Tkhird$, HE

WEE—T,

#i: How do you do? ([El%: How do you do?)
I'd like to introduce myself. My name is ...
May I introduce myself? My name is ...

MEE

IR Lucy 1B,

2. The sales department
3. Call me Lucy.

¥ Fmik $ =4, Lucy Chang it Andrew Walsh =} 4
Lucy——3t8 25, M A2 Ms. Chang——%u 93, & A

TARFFL,
4. Nice/Good to meet you.
BEMAIMR, (E%: Nice/Good to meet you, too.)

Aoy, LiEfeshiaERbRg, KOERT "I,
B1: Glad/happy to meet you. & F#§ “I'm” &F FHAE%

5. Where are you from?
REMEAN? (F%: I'mfrom...)
Ao, “Tmfrom” LT A%
fFl: “Where are you from?”

“China.”
MR EKET “I'mfrom China”

Im from IR TALRAZAGER, LTARARXA

ITRE K

6. I've been living ... since | was in college.
H ERFEEERMEEX L,
Since conj. B-dAk, M-V, B3| FEEIRIEME

#]: He has been wearing glasses since he was three.

b\ 3 # i — RS

12.

. How long have you been here?

. The human resources department
10.
1L

We have been friends since we met each other.

BRI NRER—ERFAK.

EXAGAY, SHHEATEIHRATANE, AEA—
Bidie, 22 2hkT ‘LR SKER B, TH
"'ﬂi%&-”o

#ll; It’s ten years since I began to learn English.
BRATFHF¥EHIBCRE 10FT. CRARY¥YEESR
104£7)

How long is it since you were in Beijing?

WEIREBAT?

. T majored in economics. I (ZER¥H) EBEF¥.

major in  E45---F &

f5: My sister majors in business English.

Rk k E B H K,

What do you plan to major in?

& Bt 2R E?

major n. (KFFHPH) 448, KFEF LG IH
"-:;f'"io
#1: What is your major, English or French?
PR E R IE R R IRE?
EBAFE,

Most of them are English majors.

fof TR AR RIEE E B

Her major is chemistry.

HERXBERT?
AT BIRER
Anyway  AEEAR

If you need anything, let me know.
MRAFBEHAME, FEFR.

Sure adv. (FEEME) B, —F, %R




5. Are you going? YR F=ng 7 #. We are looking forward to your coming.
—Sure. WHRT RITABELHIIE,
She is looking forward to working here.

AR AR R X B AR

13. I'm looking forward to working here.

Look forward to ¥¥r . B2 (METF), BT 0
R4, ERERLARFLE,

Language focus 155 /A

WIERT, FAFETMMRIHEZ, # Andrew Walsh Fl Lucy Chang B R BN ETER.

Communication activity MERZRIED
ARSI R E BT, BERRRRA—RER, PHEE AR, REMARA/NE, HFRAINEFREHEL. BE
WIESE “FBIX{FFE” (Help Holder),

& i File Card BEF, AARE (28) LRRIHRHA, BT T8 25, FERFRLNIEL, FRAFRELELHEF
A, E R EAAE) B TT AR, VA B AT AT 3 8 F A R IRAR (job title) %,

Culture focus CAL £

Lucy Chang i} Andrew Walsh Ay it Lucy

/4t B 45 F3F & Mir., Mirs., Ms.BY Miss + WK
AFAZ E AR, R RS EREA R, B SIS A RIS A BRHER, REEET MRS,

B EG o AREREFRBFAR B LAEK B RARIF

i i 4%, A Ms.Chang

A Bl Lucy Chang B& h - r
Cl BT

Lucy Chang
(% B
2z B

Hiht RN
BHig 65 4669 837 fEH 65 4669 837
i ] customerservice@ci.co.s;j




OE: ¢ LHARREDFALSIETRAARMARANBY, BH LILRELH ZAGAALE, MEMEIBRA,
* ARAARIAPLERNZY, LFLACHLAIAGIHELE, B8, REr, BANE, BiE5H (Tel), 45
B (Fax.), 57454 (E-mail) F, ARATRPIHFRFLER IO LA L,
¢ HEALAL—MAG—ANRY, HFBAALESRAAGRERF L,

EE: SOUBHRRE RS PR, —RIEHESH . FEAK. MK, BE. F ON) BIF, SERX S (zip code)

BRERE4RES (post code), BFARBERAM, H:

123 Indian Pond Rd 25 Guanganmen Street
Westborough MA 01581 Xuanwu District
USA Beijing 100053
China
= ERA/ERSH:
1. All of my colleagues call me by my last name.
B #Y I AR Y FR A PR o

Call sb by...name A5 FHFFEA
2. ...unless he’s angry with me. [RIEMMAEFRAGS,
unless conj. B3, FR

Bl. Unless it rains, the goods will be delivered on time. B
ET, HFERED,
You won’t pass the exam unless you work harder.
WEBAMES BT E R,

3. My friends and colleagues call me Eli but I really prefer my

whole first name, Elisabeth.

RO A AFRFEH MK EL, TTREFRAMNYETZEY

4 7 Elisabeth,

prefervt. TR (&), 2&%, 6B THEE/KE, ®
EZX, #E#E, AYF,
B . 1 prefer the old blue car.

T AR 2% 5

He preferred not to think about it.

TR AERE.

She prefers that her secretary should copy it.

AR Rkt BRI R DT R BE AT o

prefer..to AL F F R

@ : My boss prefers reading to television.

HEEEHR, REPEREREH.
prefer ... over 5 XK

fi: They prefer cooperation over competition with us.

AT S KRB S, BRmRRIEE,

EREN:
1-A FEAAE, —BBEHRSEM—A “san (724)" L

ANEH, b, —MAEBFRIE Koji Hirano iy “Hirano-
san”, RASKER LHESHENESFSEFESZ,
H. 4N Hirano-san B2 A S S B “Hirano”,

1-B HERRBFEEXF, £ML. AFE. FRZE LA

“EFR”, L FHEEHHTE, i Elisabeth Reiser
AFRA “EL”, wEG R, ESETHRN R
" .EE “EB7. BR—MEIEERGERAERRHA
zl‘ﬁlo

1-C ZEEAFHET, —MBH Me/Ms. + IRFFFA. FEIEX

AT, MURAMBAET . HIAFERFR Pamela
Bryson 3y “Pamela”, HEANRIRMM A REEERRIE
HALSE A i “Ms. Bryson” (BRERHIR).

Introducing others and being introduced  fF 4Bl A Fn#fl A I+ 4B

BAROGR.
This is ...
These are ...
He/She is ...
They are ...



He B3 b
B E%DLD\

]

AERF AR, —RREEBUNAFLEHN, £R
AEAN BHBAES, LEEAFE L. FRENL:

I'd like to introduce my friend...

Allow me to introduce my friend...

I'd like you to meet...

May 1 introduce you to our manager...?

Let me introduce you to our manager...

Do you know...?

Have you met...?

BB R H LB ERERERN
A: How do you do?
B: How do you do?

A: (It’s) nice to meet you.

B: Nice to meet you, too.

|

A: ('m) glad/ pleased to meet you.

B: Pleased to meet you, too.

ﬁ%ﬁAﬁﬁﬂAﬁ%ﬁ%kﬁEMﬁ

\LA%%W¢%%@%%Aﬁ,%ﬁ%ﬁﬂ%%k%ow
WL, “Bill Bailey, this is William Smith.” & “William
Smith, I'd like you to meet Bill Bailey.”

‘y@%#%wgﬂﬁﬁﬁﬁﬁﬁﬁ%%WWlﬂ,%%%
R ETWALF, ;. “MsJones, I'd like to introduce Jeff
Porter, my administrative assistant.”

s WRKER-LHANERNBAENEE, FTUR
ju— A A E, i, “John Weber, I'd like you to
meet Sidney Smith, who will be working with you in account-
ing. Sidney comes from the New York branch.”

s WREHALREHRNFHERBERELAEEME, MK
— R ENRFTHTUTAA,

o WHFBHEREENN Y, BHFME, RHFRER
g, tFhsEERNHE,

o WELABRFAECHEL, HTHWALEHNAEREY
Sk, HUMAEH, BEBRTHETDREEEFH
A, WELEREL, UAHABENAE,

N (

MEm /R BRI E R

s Listening W7 JJ

o ERXANEEBIIANBHRIRF
PRR R EFE B A7
BRAE SR UTUT AT BRI

o MREFE—RIETEMAEARE T,
(%)

o FIF—iRFHIHEIER,

Language focus 1& 5 &

FTERRRRMEHSANS TR, A4, AECHEZAETET,




-+

Culture focus AL R AE

BEERSC, MIFRCEERE. AEHERMRE—-ERELER, -
(1) HAH-TARRER, It a2 FEm—ENAHFL?
(2) N ATEB A B IGE L BIFRRE R J7 I 7

DB EIFN

Communication activity 1538 fiLi&3h

ZA—4H, BAEBE-REH, REEF LOAFTIHEARNE. RESHMA/NAZHIFN EEZHELR

3= & U] Delta Systems # [R /A | W N B AE
#F Il ¥ BEE g Somjai Nonchana
HERX ¥ W4 2

Help folder #5Bf >z {4 3k

® Language file i & 3014
483934 4)
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Homework Z BE{E

Reading %%

= BRI

1. Introductions are quite casual these days, largely because...
MIZEHENBEERNELRBET, TERRN--

2. two equals  FINERALF M4 A

3. administrative assistant {TE{BjFE

4. superior KE, L&

5. be seated B FH

6. make eye contact [ YaHEf

77 A smttetsworth @ thousand words—may be even more.
WEETF, BEELE,

| AR FARFEE, F—BEERMET.
2. MBEXEE, HAAET HHEGL T ARE X
a. You show the person you are greeting that you are giving

him or her your full attention.

WA NGE TR AR B RABEEHE, IRABELL B

Writing 5 {E

| E—REMEKRAS, ELOAFREEFEATEHONE:

R A T ikt RREAR X A/ s B

b. When you smile, it tells other people that you accept them.

TP B RA B EH R RAGRIRE R, BEE
ZAwAT.

c. If you look people in the eye, then they will think you are

self-confident and a good listener, and will probably listen
to you when you speak.

MBELEC R B F7, MHSUNRRAHE B ETEE
AEFRIEAR, KR T R RAR & AT AR

d. To avoid embarrassment if he or she does not remember

your name.

TR 2R HEAME ARNFREN T #e5R H IUbA]
BT RIGE TE EE A R T
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