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UNIT 1 Greetings and Introductions

Greetings and Introductions

MRENE

B master different ways of greetings
B learn how to introduce yourself and others properly

1.1 Brainstorming Activities

1. What will you say when you meet someone for the first time?
2. Work with a partner. Introduce yourself to your partner.

1.1.1  Background Information

ERETET, BFR AEZMRARGRX, FEEF
M BES “fi” BELL KA ] KR SCILI A R A =57 .
HERHER, MIBHSERFSRETFENGRT S5
—NAEZHINETF - ;

ZREEGRTHIRRNALNER, BHREFEER
A LSRNERART S, BHENCRIER. THREH
—REES ANVIRN B RN AZ FREMANBLZEHAT .
BIXAE KSR E MR BA AR R, — R A R AR
HIASER A RA RN ERE ), BELRLEBEE .
HTFAFMEFENNTE, KR EZRBEEELS . BXNTAIE—AR, Mk
ZRBERFBRBFRBERIIN; MO NEIRE R IRFFE /NG, JUIH] R R
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KR MAMTEGONGAN K, URFdlsg. HamRR - DANSE, ERF
WA AT RSR T2/, AERG AL, BN, NMUGREE, HAATaEHE .

1.1.2  Useful Sentences
1. Hello, I am Bill. / My name is Bill.
2. Allow me to introduce myself. I am Susan. Here

10.
11.
12
13.

14.

1.2

is my name card.

I’ve heard a lot about you.

What’s your name please? / May I ask your
name?

Let me introduce our Marketing Manager, Mr.
David Hawkins.

How are you? / How’s everything going with
you? / How are you getting along?

Terrific! / Pretty good! / The same as ever. / |
can’t complain too much. / Not too bad.

Good morning. / Good afternoon. / Good
evening. / Good night.

Glad to meet you. / Nice to see you. / It’s a
pleasure to meet you.

How was your flight?

Is this your first trip to China?

You must be very tired after your long trip.
Good-bye. / See you. / So long. / See you later. /
Bye-bye.

Give my regards to your parents. / Please
remember me to your wife.

Dialogues

Mr. Wu is the department manager of an advertisement company in Yiwu and Dr. Smith is a

fREf, Fo bR,
HiEREBNMHE—TF, REFM.
KRB

TR AR AW !

W R A48 72

RN A-TFTHiHHEE KT - E
Gt

PRUFIS? | R—PIRT 472 / PRI 4f
ng ?

KET ! / 1BEF/ BIH. / iB4T. /
.

B LdF. 1 P, / BB, / B
4

WEMRRE . / NRRIR R . /
IWRIRIR SR

&—i% L arneE?

AT AR — IR [ g2
KEIRATFR AT —ERB T .
B, / &2=)U. 1 FRE.

RR AR REBRE. / RR
FRARA K.

customer from USA. Miss Liu, the secretary, wants to introduce Dr. Smith to Mr. Wu.

(W = Mr. Wu,

S = Dr. Smith, L = Miss Liu)

L: Dr. Smith, I'd like you to meet Mr. Wu, our department manager.

° FE DR OO0



UNIT 1 Greetings and Introductions

S: How do you do, Mr. Wu? Here is my name card.

W: How do you do, Dr. Smith? This is my name card. I’'m very
glad that you’ve come to Yiwu.

S: It’s my pleasure to be here.

W: I hope you’ll enjoy yourself here.

S: I’m sure I will. Thank you.

Dialogue 2

It is the first time for Jim to come to Yiwu, and his friend Peter wants to introduce his wife Mary to Jim.
(P =Peter, M=Mary, J=Jim)
Mary, this is Stone’s brother, Jim.

I’m very pleased to meet you.

The pleasure is mine.

How do you like Yiwu so far?

It’s really different from what I expected.

SRl =

Really? Don’t worry. You’ll soon get used to it in no time.

iDialogue 3

Mr. Wang and Mr. Stone visit Mr. Hart at his company.
(W=Mr.Wang, S =Mr.Stone, H=Mr.Hart)

Mr. Stone, did I introduce you to Mr. Hart?

No, you didn’t. I’ve seen him but we haven’t met.
Well, this is Ben Hart. And Mr. Hart, this is Walt Stone.
Nice to meet you, Mr. Hart.

Glad to meet you, Mr. Stone.

Mr. Stone is running a big company.

Yes, I’ve read a lot about your company in the newspaper.

Dialogue 4

Miss Li wants to introduce her manager Mr. Wu to a new client Mr. Smith.

(L=Miss Li, W=Mr.Wu, S=Mr.Smith)

L: Good morning, Mr. Smith. I guess you’ve had a good rest.

S:  Yes, thank you.

L: Mr. Smith, may I introduce you to Mr. Wu, our manager? He has come to see you.
S

Oh, yes, of course.

OOOA Course of English Practice o



L: Mr. Wu, this is Mr. Smith, the Sales Manager of the Jaycee Products Corp. Mr. Smith, Mr. Wu
is the manager of Yiwu International Trading Co., Ltd.

S: How do you do, Mr. Wu?

W: How do you do, Mr. Smith? Welcome to Yiwu. I hope you’ll have a pleasant stay here.

Thank you, Mr. Wu. I’'m very happy to have this chance to visit your company. It was very

"

kind of you to invite me.

W: Not at all. It is my pleasure to invite you to visit our
company. And by the way, Mr. Smith, I’d like to
have your comments on the initial arrangements

we’ve made for your stay in China if you don’t mind.

S: I'd like to know them first.
W: Mr. Smith, I have written down the arrangements.
Please take a look at them.

S: Great. Thank you.

1.3 Exercises

1.3.1 Substitutions

Please read the following patterns, then follow the examples and make sentences.
1. A: May I introduce Mr. Harris? B: Glad to meet you!

Id like to introduce... Nice to see you!

Let me introduce. ..
I’d like you to meet...
Oh, this is...

Happy to meet you!
Pleased to know you!

It’s a pleasure to meet you!

2. A: How are you?

B: Fine, thanks.

How’s it going?

How are things going?
What’s everything going?
How are you getting along?
How are you doing?

How’s life treating you?

o HFESLIIBIRZOOO

Not too bad.
Just so so.
Nothing special.
Terrific.

Pretty good.

As well as can be expected.




UNIT 1 Greetings and Introductions

1.3.2 Role-play

Please make up a dialogue with your partner according to the concrete situation and then act it out.
Situation 1: Make the introduction between a foreigner named John Smith and your friend, Mark.

Situation 2: You meet an old friend of yours, whom you haven’t seen for a long time. How would

you greet each other?

Situation 3: Suppose you see your client off at the railway station. How would you say farewell to

each other?

1.3.3 Translation

Please translate the following dialogue into English orally.

2 W, PRAR EER NG ?

1.

: FEMERHIME S ERNR, FRIEIEEG? RETFA « #K.
W, R, AR HAREA, REXAEIR.

: RAMAREDOSENIR . VRILAE BeAT 255 1 3 ) L qlg e 2
B AR RN . AR ZE B ET SO0 .
RMEELEFRY. RREREGG?

W, WA, XER—NFEE.

#rEEE2ER

14 Phrases & Expressions

department manager #i|1£# name card 4
expect % in no time 37.%, SZE[
I’ve seen him but we haven’t met. & W.itAth, {HEE IER Wit

run a company £ — 5 /A #)
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Invitations and Appointments

B B ST

M learn some useful ways of giving/accepting an invitation
B acquire some polite ways of refusing others’ invitation
B make (decent) appointments with others

21 Brainstorming Activities

1. Suppose you can’t keep an appointment with your business partner, Mr. Wang. What will you do?

2. You want to hold a party for your business partners, please write an invitation letter to them.

2.1.1 Background Information

ERSRES, AT AR AE LSRR, EitE
FHMAN, FERSHFHABR, WERHER, B
MR RN, R )E B g L. AMMAERFEL |
BAAETIRISRIETT, FNXRESTALBRENE T
YRR 22 HE . %m$ﬁmﬁﬁ&%$%%ﬂﬂﬂﬁ§%ﬁﬁ,Fﬁir#%,EET
o5 PR 7 2 B 7«

— BRI AR B i, AAHER], AFRE R BERN . DR AR F
&, PHIEBAI A, FoER, SN KALER K.

RREFEVIK, BARKEBEEANE, ERFEFEERRE, G EERENL
RALTEE SIS AT AP 1A 40 SRS SIS AT, — s AR T N TR, T
U, SEERE.
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2.1

10.
L1,
12

13.
14.

2.2

.2 Useful Sentences

I"d like to invite you to a party next Friday.

How about playing golf this weekend?

Would you like to come and watch the baseball
game?

I am wondering if you are free this Friday evening.

Would you care to join us for dinner at my club?

He would like to make an appointment with you.
Will it be convenient for you if I call on you this
weekend?

I hope we can meet in Beijing later this month.
I’d just like to push it up to next week.

That would be nice / great / wonderful!

Thanks. I’d be very glad to. / What a delightful
idea! / With pleasure!

Thank you for inviting me.

Sorry, I can’t. But thanks anyway.

I’m terribly sorry, but I have other plans.

Dialogues

iDialogue 1

Mr. Wu invites Peter to have a dinner tonight.

W=

W:

W:
P:

Miss Wu, P =Peter)

I am wondering if you are free this Friday evening.
Oh, it seems there is nothing pressing that evening. What did

you have in mind?

I just thought it would be nice to have you over for dinner.

Oh, thank you. I'd be delighted to come.

Dialogue 2

Jerry Liang wants to make an appointment with Mr. Kingsbury, so he phones Mr. Kingsbury’s

Secretary Sandy to fix the time.

UNIT 2

Invitations and Appointments

HAIHE RS 0T A LEIIRXS -
AR FEATRIRRELRE?
R E BRI EARE?

ARERA R g EREHZE?
145 e 75 SR TR M0 4B 5 30 3 I AT 1
L '

Ay AERIR 24 e i T AR

BOXA A £ TG 2

A AN A B LR AE A 5 LT
RARBIEEHE T2
KL T

s, RARENK. [ HRANMFE
B! /AT

XA, BARER. (HIEFFEH .
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(L = Jerry Liang, S = Sandy)

S: Mr. Kingsbury’s office. This is Sandy. May I help you?

L: Hi, Sandy. It is Jerry Liang. I need to book an appointment with
Mr. Kingsbury.

S: Certainly, Mr. Liang. When would you like to meet with him?

L: Can you see what his schedule is like on Wednesday?

S: Let me get my book. He will be having a staff meeting in the

morning, but he will be free in the afternoon. Could you come in
then around three o’ clock?
L: Yes, that would be fine. Thank you.

Dialogue 3

Andrea, Mr. King’s secretary, makes a call to Mr. Lee. She tells Mr. Lee that Mr. King plans to have

an appointment with him about their business.

(A =Andrea, L=Mr.Lee)

A: Hello, Mr. Lee? This is Andrea in Mr. King’s office. He would like to set up an appointment

with you to talk about representing us in China.

Sure. I’d be glad to. What time suits him best?

A: He’d like to do it as soon as possible. What about tomorrow at
10 am.?

L: I’m afraid I’'m pretty booked up tomorrow. Can we push it back

3

to the day after tomorrow?
A: Let me have a look. All right, that is no problem. What time?
L: Let’ssay 9 am.?
A: Fine, Mr. Lee. We’ll see you then.

: Hello. Can I speak with Mr. Luman?

Mr. Fisher asks his secretary Ann to tell Mr. Luman that he will not be able to keep the appointment.
A

C: TI’m afraid he is having a meeting now. Can you leave a message?

A

Oh, I’m Ann in Mr. Fisher’s office. Please tell Mr. Luman that Mr. Fisher I &

will not be able to keep the appointment he made to see Mr. Luman on |l

Mr. Luman is not at the office and his colleague Cindy picks up the phone.
(C=Cindy, A=Ann)
C: Hello, P&G. Can I help you?

May 31. He has to go to London immediately.

o FLHESDIIBRROOO



