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Face-to-Face Communication ! W A TR

FABTE S50 E AGHAT HE R R ARG A— T AREERR. R
ENMAE AL —EWEEEF RS, MERRAHAN T ABR, &
et J7 i SALALAN

1 'General Etiquettes E AL

BRSBTS SR T MR 48 X T ST A — oL,
I, FEHAREZH AN S RITPEAR X3, XEUEE
BRELUE, UTXERESHATAYARATEERNEE
ALAX :

1. BAANFSHNE. E0F AT ZR5EEK, BA
BRSHEA, REENHEDHEBE SR AR NEEERRN
B S, BB A LIX ARG B R

2. BERKY™, AE-FFORBEHEXAMEER, BAM
HE, XREMAZEL 4 Eébé‘eﬁi% i B ik FEARE. KiFH
BERXA—REBIE:

- Don’t wash your dirty linen in public.

- RARTIMG .

3. RENTF AWM. EPEALNWE T ARD EHEBRRE
MTEF AREST . SRS T B ENE, 7 RA T RER IS & AT
PBOIE ML X E R BT ER LT 843,

4. S RERESY. MEREKE, TSN
TR T MZSE, A RFES WP MR BB RE, T ERBER
whiE, BKERNERAEYR? BE - Eerg, 8488
L SREEXT 7 B SR BL » A oL ) TR '




5. RESTUI H IR, T A, i B HIR B Ak
FR— AR, 75 5T AR 3 LXK L7 HAF]
& B AT X R A+ B FAATER B2 BRTE.

6. REERPICEE . 538 QRN 7 3 3h Uk Ko £ 77 T B9 [7]
B, B BRI, TAARREAR M. mRAERR,
AT A BB .

7. RIEBLIE. AERVTXI GETER R X 5 $iih , ZELET R
HEFEXNY BMATHEAE. FHHER TR REAILST
H L B HA IR

8. FHEEY., EBUNFTHTHBRRR, BRARNTFH L
ANRFERELIEA SRR, RFA REUEREITFENIR, 5
HEEmMUEHN. BN EXHIBETEREETHOEZREER,
FEAWER . RFE FIREY .

9. AEAZIFATR. EAXGEFIEALRHAERZA
BA s, ERERG S HRAFNRARET.

Language Capabilities FEIhE

HBUAFELURARSTEL T RFEFIEN ARE XEHEX
B2 NEEE B RRIEE, 550 E AULE Hello & #7B L
HE. SEbn b, SRBEAR A B TXAR K SRR BN H AR O

H % 2RI 20 35 Sh BT i R SR I A a0 L A T R AR 4
FB, AL A T L AR AR, B A SH REXFERE
P95 A B AR AVE -

Ait, RE HE#ATHIRBEHFE AL R U B, FFLIFS
FIE¥IEHFATEHRTRGE B E. B, REEIER—
SE W ]2 5 SR A X R B SR 3835 » F FREHAT W BA T
AW BURA AT BB S R RE AR .

IR IGERERBEIE, MR EB I REBERECH
WIEIKF. AN U3 ERIRAHREHITXROEM. X




FTARGERFEERHRETRANEIE, OAXHHATMRE B
KAEREE A EE, RAA B BRI ERSUT .

1.3 Speech Tips BEE#S

FERRIERTHZE MR, A S ESERIESHD. FE&
BERARABNNE, U TR —BEREANHTS.

1. EHEIEEMNET, FEARNTRAE CHBFREBRA, A
BABEREOER, EAFEBX TR, ABFHNR, B
B UBRIFAET AWM. WRT,wEIEXE S, ACHE R,
RATPBEARER I E R T804 200 NME, TREAKE
BV RA 150 Meh . HREDE CHBRRKEE, H5
MEPER, RIGRE B TR T XK.

2. LEFERHT., BEKE, HEHRE. RESFTERLN
BERAR, NERARANEERT VAR LERET VRSN, AFE
BRI R LGSR ReE . R 8E. W.

I’d like to invite you to a dinner at seven this evening.

REHFESB 7:00 LHKE,

Ho iy I'd like to B LM MR, N ELBRE, B, i
dinner il seven this evening IEREARHKE B, MG 8LE FHi,

3. AEEWMAE TS, KR TR EREE, mELFP, )
5% dinner B AT R/EE0, FL L G AT ). XHE A B FEH
£, XEBTRUIEEEL, 4 dinner 5GEHNEHREYBRY T
e .

REBFR, FEENE R, TAUTRELGBEC—1TAEN
gz '

1) Let me see.

ik R AA,

2) Let me think.

iR AHE,




3) I'll think it over.
4) Let me consider it.
it AR.
5) It’s like this, you see...
REKER e
6) Let me put it this way.
RIXFH .
7) Well, how can I put it?
R, EABRT? ’
4. EBRIETS. B A CHEIERESN RRIME—
yH& S E AR BT H LTk 5 SMNE AT IR AR -
1) Hello. My name is...
B, g(‘rw‘ ......
2) Excuse me. Are you from England?
G AR E R R ST
3) Hi! How do you do?
(R
4) Hello. How are you doing?
545,
5. HEEAGHETT. QSN TEULEE B, AR B AR TS, WA UL
Tix s AL AR
1) Sorry to interrupt you, but...
sERA, 7B — T, R A
2) By the way...
WRARHL—TF oo
3) That reminds me...
B ERRAT oo
6. EIEMETT. MARAECHE T HAREEER,H I mean
0 b IEB RS B 4T A A No, what I said was wrong. .




1) Thank you so much for having helped me with the bag, I

mean, the box. ' ’
WRERERETENE R, R, RRAXIANHT,

2) Please come to my house at half past five, I mean, half
past seven. '
# 5:30,%, R, KA 7:30 Bl XK k.

3) Let’s meet Vera, I mean, Velma at the airport.
HMENG EBBE, R, T, RELBERSE,

7. ARBEETT, RERZRR PES NN RHEEUL[RZERE

B R LS LR A LT LA =

1) I can’t agree with you anymore in this point, but ...
B — R RARR ARG & A2

2) I think I have a different idea.
KB ESRR—H,

3) ... well, can we change a channel?

e RAVEE F A EAT?

Phone Communication ! HL A3 5

PR AT O AEH BEARSE | Bt B, T LS & HAD e
H g, BT E SN EBRR T AZ—.

1 Etiquettes for Receiving and Makmg Calls
FITRENERILN

%ﬁ@ﬁ%ﬁ%%&ﬂqﬁ% B bR B4R BT ”é%ﬁ@ll‘ﬁ?
ﬁ,%}ﬁﬁ@%jﬂﬁixﬁﬁg,Eﬁgiﬁﬁﬂ,ﬁf:ﬁfﬁf"%E'%o S




PR R E s i 0 P e U A R B R T S e R B A, R
AN EREDR 00, BRIBEIHEREERIHBEREEAX
B A R S, RE A2 86, KRG HTINA 0, 7E& M
AU, ArESBEREANRIESH. flm:.— I XEHAE
RIS SRS R (212)987-0086, A B R M iy S FE AT, Ridk 00+ 1
+212 + 9870086, Bl 0012129870086, H:r,00 K E A A8y B bR+
.1 52 E i E FARED , 212 B A 4 i X ARES , 9870086 2
(IR IE SR, FEIRIX S SO — IR R 52 » FRIA BT, L&
T LAY T
2. VERBR, LAGITH T (BAE EREZS IR .
3. BEANE BB EEETETEFLDESIL+H; B
P AR BIRE A RIE R T, A SR — L.
4. YHER, IEE AR AR, KRT W HITARE, EXNBEE,
B TR e st ()RR SRR S AR -
5. BB H T B 5 4y B, B0 4 R LU LR 7 3R B A
Al'm..., {0
1) This is Li Lan.
BREFZ,
2) Zheng Hua speaking.
3) Meng Xiangru of Tianjin, China.
ARATEREGEAAW.
6. BiAX AR, AT AT X LeRIATT A
1) Hello, is that 981-0039, please?
#5F, FF A& 9810039 7
2) Hello, is George Clinton there?
B, BRRE « LMHMBT?
3) Good afternoon. Is that Mary speaking?
THAF., GERBWD?
7. Fx UL B O R — A, AT T X SRk




1) May I speak to Mr. Cowley, please?
HRFA R AEBEEE,

2) I'd like to speak to Professor Baker?
HRN LB RBERE,

3) Hello, is John Smith in?
37, H8 X BEAED?

8. BeHIERY, FTLLA] Hello Z KK RMEE, Al LI H H 4, B r]

LA B C B B SR IRXE 7, 38 il RS LRy A EIR . 0.

1) Good morning. Jiang Feng speaking.
FLiF. RRTE,
2) Good evening. 320-7382.
B E4F. iX 2% 3207382,
3) Hello. 390-8762. Wu Yuan speaking.
47, X 2R 3908762, KA ZE4HK.
9. JEIXt BN, AEF Who are you? i ¥ 4% 51 B Z AL
.
1) May I ask who's calling?
] R AR
2) Who is speaking, please?
7] 5 AR
3) Can I have your name, please?
M R ALY
4> Whom am I speaking to, please?
19 45 R AL
10. Xt AR B O W BRI M A, B ALER b T X 07

%, R RRIE . A0

1) Just a moment, please. I'll call her.
AR, K& R,

2) Hold on, please. I'll get him for you.
HAEIE, RE B,




