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BmEiED

Typical Sentences:

1. Allow me to introduce. ..
WRVFRAGE

2. I'd like to introduce. ..
RIENHF oo

3. Let me introduce. .. to...

5. My rame is Machael. What’s yours?
ML, 1RIE?
6. Could you introduce me to the new Assistant Manager?
AT LUK A 48 25 ok 1 25 P By 3 e 2
7. Have we been introduced?
FATARG?
8. Let me introduce myself.
WAKFKABERNE,
9. Paul is our accountant.
"B REATHZIT.
10. Henry Brown will be your manager from now on.
MBER, FH - R IRITNEET
11. | enjoy the privilege of meeting you.
PR REKIIZRE,

12. It’s a pleasure to meet you.



13.

14.

15.

16.

17.

18.

19.

20.

21.

22,

23.

24,

25,

N . ‘ 1AL g 7\
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INRIR 2%,

I am honored to know you.

INRIRIR SR,

I’'m delighted to see you here.

ARG 2 TFEX LWL EMR

The pleasure is mine.

RE AR .

Richard is responsible for the Sales Department.
HAERTTHE R,

Miss Lee works under the Finance Manager.
Z/MEAEM S IBEEFET TR,

Miss Lee reports to Richard.

Ze/ Nl ) SR AR PR AR

Let’s get down to work!

IERATI I TAER,

Let’s make some plans for this job.

R —EHE TAETR.

Would you show me what you’ve got so far?
iy LIERE — TR B arEb e 7447

I’'ve completed all the work you gave me.
KRERTBHM T EXARW T,

What would you like me to do?

BEG5 B o3

Where would you like me to begin?

3 BRI LI 451807

When do you need this job done?



26.

27.

28.

29.

30.

31.

32.

33.

34.

35.

36.

37.

23 XANAZRIBE

kX TAEA 4Bl 58 7

May | confirm a couple of things?

T LU A LA A

Would you give me some more information?
TS B — s 38 R g 7

Please do it as you can.

TR AR

I’d like you to do it right away.

AR FHFA,

Could you do it by 3 p. m. ?

B RAFE T 3 AR SE A2

That job must be done before you leave today.
IR TAES KT BERG A58

Please send it by special delivery.
HHRF IR LG T F R £,

Be sure to post this letter, please.
HHLHFHXEE,

You’d better to look for the two missing pages of the
fax you sent me.

VREF R — TR R AR AL EE TR,
Please send this copy by facsimile to the head office.
T HIE BB Xy B BN 45 BB

Please help me to receive the fax.
HHRN—TFEE,

Please make three photocopies of this page.
WL — A =14,




38.

39.

40.

41.

42.

43.

44,

45,

46.

47.

48.

49.

50.

1 Al /
ealing with people and paper work H & YN

Please photocopy this document.
WA B 3 .

Please enlarge the size to A4.
THHI Ad 4K,

The print is too light, do it again.

XATERIRSE T, HEHE—G
’ll do my best.

FIRAE,

I'll do it if | can.

AR AT AR S o

I wish | could.

KABEREET.

Beautiful weather, isn’t it?
KA, —5?

Did you have a nice weekend?
JA AR o B 7

Have a nice day!

PR S Kt iR !

May you have a good time!
BRI

What’s new?

T I ?

Is everything okay?

—YIR b2

You look great.

R OB RRALE,



51.

52.

53.

54.

55.

56.

57.

58.

59.

60.

61.

62.

63.

- .
“FAAnA=RIE

Don’t take it seriously.

AELHE,

I’m sorry to hear that.

W 2]k — 78 B IRAR XL

Take it easy. Everything will be fine.
BisERL . —PIE SRR,

Could you lend me a hand?

Al LARE R g 2

Could you do me a favor?

A LA g

May | ask you a favor?

GV E

Would you please give me a hand with this?
ATLAREHE FRng 2

Will you help me make copies?

AT LARE R & BT 2

Is there anything that | can do for you?

A ATERITG?

Shall | give you a hand?

A ARG 2

Could | be of some assistance?

B ATERFILE?

You seem to be in trouble. Can | help you?
WP R R Y, TERG

Let me know whenever you need my help.

MRFEBEHEB—EHFRK.



64.

65.

66.

67.

68.

69.

70.

71.

72.

73.

74.

75.

- ‘ ‘ : I H 8 I
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That really is a big heip.

] EE B RS B

| may ask you for help later.

K LUS M ARK Bl

Thank you, but | can do it myself.
g, HEASAT L,

We are holding a meeting today.

HAHREF &

There will be a spcial meeting tomorrow.

HI R A FriR il

Here is the agenda of today’s meeting. No one should

be late.

XSRS VONE . ERKEUER

| need an action plan for next week’s meeting.

HHRET AW R,

What’s on the agenda for tomorrow’s meeting?

IR PO R 47

Could you please call and remind the attendees before

the meeting?
HREBESWZATRIERES&#?
If we are all here, let’s get started.

BESR R ERB T, ikFATIT G
It’s an all - hands meeting.

X R—REESW,

Shall we start the meeting now?

TR A& T E?




76.

77.

78.

79.

80.

81.

82.

83.

84,

85.

86.

87.

88.

I would like to announce the meeting open.
FIMEE M S VIR

I would like to call the meeting to order.
FIAEE VIS

I’'m sure everyone is clear about today’s agenda.
RERZHOLMRERESRESWHINET

Let’s get down to business.

AT HTHEIER

The purpose of our meeting today is to discuss. . .
SR HB RS

What we’re going to look at today are pending issues.
NS RIFEH BIRE — T X s/,
You’ve all seen the minutes of our last meeting,
haven’t you?
HNELFS T LR&WHIEE, Y7

Now, let’s come to the next item on the agenda.
BTE, AT LT —I0,

I’d like to proceed to the next stage.

TAEFHIT T4,

First, I’d like Mr. Fox to give us his views.

B, bR AR — T A,

Could you elaborate on that, Mr. Dorson?
VRAETEEH AR — T AR el NS, 18 /R R oAk 7

Mr. Brown, do you want to say something?
TSk, BEHABE Y7

Let’s wrap up the discussion.




89.

90.

91.

92.

93.

94,

95.

96.

97.

98.

99.

100. I've come to remind you that a meeting is scheduled

Al - -
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ERATE R ILKITIS

| have another idea.

FAH M,

I’d like to make one more point.

AR FTE— o

| feel pretty much the same as yours.

BAMRE R—H,

| can’t argue with that. There’s no denying that.

REL2FAE, X—HELHL,
| strongly oppose that plan.
iR FL R XA R o

I want to raise an objection to this new amendment.

TR IXAFHBIESR,

Let’s discuss the rest at our next meeting.
AT RESWFITIE RIS,

I think we can end the meeting here.
FABBATAT AL IR W T o

| declare the meeting adjourned.

HEMKRE,

Thanks everybody for your cooperation and contribution.

B &LL A EFITTRR
Thank you all for attending.
B R ES MR &1

for 9: 00 this morning.

HORBEEAE L4 9 SMBE -2



