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@ Warming-up Exercises

Phonetics
Objective: distinguishing words with similar sounds

You will hear one word read from each group. Circle the letter beside the word you
hear. The word will be read to you only once.

1  wheel 2 group 3 clay 4 done

5 scare 6 sad 7 true 8 thesis

9 debt 10 pine 11 skim 12 raid
13 pit 14 form 15  spout 16 here
17  lest 18 hot 19 seeks 20 moss

A 3 D 4 D 5 C
7 B 8 A 9 B 10 A
12 D 13 A 14 C 15 B
17 D 18 C 19 A 20 D

The two words in each group with similar vowels are difficult to distinguish. Listen

to a sentence carefully and circle the letter beside the word you hear. The sentence
will be read to you twice.

The apple tastes good.

That is my father’s ship.

The dog bit the boy on the face.
Did you see that letter?

1
2
3
4
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Put your cup over here.

He has good luck.

This is a big bill.

Did you see the man at the door?

He is said to be leaving.

O © 0N O WO,

He is sending the table to me.

11 Someone has bought the old house.
12 This box is empty.

13 They made the water climb the hills.
14 That'’s a very small hut.

15 I like that beautiful lamp.

16 His watch was lost yesterday.

17 I was unable to catch the bus.

18 Where are the caps’

19 There is a bag on the floor.

20 Now it’s your turn.

Keys

A 2 B 3 A 4 A 5 A
A 7 A 8 A 9 A 10 B
B 12 A 13 B 14 A 15 A
A 17 B 18 A 19 A 20 B

The two words in each group with similar consonants are difficult to distinguish.
Listen to a sentence carefully and circle the letter beside the word you hear. The
sentence will be read to you twice.

All I need is a map.

These shops are too expensive.

Would you please wash them for me?

Please explain once more about the “catch”.
Did you hear that jeep?

He must be joking.

We’d like a room with a view of the sea.

She took her leave.

1
2
3
4
5
6
7
8
9

We bought a new fan.
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10
11
12
13
14
15
16
17
18
19
20

g

6
11
16

He insisted on driving the van.

Have we got enough boats to cross the river?

Of course, everybody has two thumbs.

This tree is very thick.

The boat was about to sink when he saw it.

Please pass me the list.

All you have to do is to collect these papers.

The flight was awful.

[t wasn't a flea market.

Don’t forget to take your new coat.

What's wrong with your back?

Keys

> > P

2 A 3 B 4 B 5 A
7 B 8 B 9 A 10 A
12 B 13 A 14 A 15 B
17 B 18 A 19 B 20 B

Woman:

Man:
Man:

Woman:

Man:

‘Woman:
Woman:

Conversations

Listen to the following short conversations twice and fill in the blanks with the
missing words.

Allow me to introduce myself. I'm Susan Saris, your guide from Shanghai Travel Service.
How do you do, Miss Saris? Glad to meet you.

Who is that man over there?

He is the General Manager of our company. Let me introduce you to each other.
I'm Mr. Carter, your new bookkeeper.

Welcome to the firm.

Oh, Mr. Smith. Would you like me to introduce you to Mr. Li? Mr. Li is in charge of
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the foreign department at the Bank of China’s head office in Beijing.
Man: I'd be very pleased if you would. In fact, I've got a message for him from Mr. Brown

who came here with a delegation from our Bank last year.
5 Man: Good morning. May I introduce myself? My name’s James Taylor and I'm new here.
Woman: Pleased to meet you. I'm Annie White, the assistant to the Personnel Manager.

Welcome to our company.

Listen to the following short conversation twice and choose the right answer to each
question you hear.

1 Woman: Thank you for introducing your manager to me. Would you please spell his name for me?
Man: Sure. W, double O, D-B-U-R-Y.
Question: What is the manager’s name?
2 Woman: Tom, I'd like you to meet my sister, Sarah Johnson. Sarah is also in computers—
software development.
Man: Nice to meet you, Sarah. I believe we actually work for the same company
although in different sections.
Question: What do Tom and Sarah have in common?
3 Man: Is your secretary’s name Miss Pond or Mrs. Pond?
Woman: Miss. She isn’t married. And by the way it’s Bond. B as in boy, O-N-D.
Question: What is the secretary’s name?
4 Woman: Welcome to Shanghai, president Taylor. I'm Wang Ling, the secretary of the
foreign affairs office from The East Advertising Company.
Man: Oh, nice to meet you, Miss Wang.
Question: What is the man?
5 Man: Could you introduce me to the manager?
Woman: Of course. Mr. King ... Mr. White, let me introduce you to Mr. Peter King, the
new clerk in your department.

Question: What is Mr. White?

2 D 3 C 4 B 5 B

Listen to the following longer conversation twice and answer the questions.

(Miss Wang meets Mr. Morrison at the airport. She introduces herself and a leading cadre,
Mr. Li.)
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Miss Wang: Excuse me, but aren’t you Mr. Morrison!

Mr. Morrison:  Yes, 'm Tom Morrison.

Miss Wang: My name is Wang, Wang Ying. I'm an interpreter from the Special Economic Zone.

Mr. Morrison: How do you do, Miss Wang?

Miss Wang: How do you do, Mr. Morrison? Mr. Li, deputy director of our Special Economic
Zone has come to meet you.
(to Li.) This is Mr. Morrison.
( to Morrison.) Mr. Li.

Mr. Morrison

and Mr. Li: (shaking hands) How do you do?

Mr. Li: On behalf of the Special Economic Zone, I welcome you to this city. We've
been looking forward to your visit.

© Keys

1 What are they?
Wang Ying: the interpreter
Mr. Li: the deputy director of the Special Economic Zone
Mr. Morrison: a visitor to the Special Economic Zone

2 What are they doing?
Wang Ying and Mr. Li: meet the visitor at the airport

Mr. Morrison: has just arrived in the city

Listen to the following longer conversation twice and decide whether the following
statements are true or false. Write” T” for true or“F” for false.

Mr. Smith: Good morning, Mr. Wright. How are you?

Mr. Wright: Very well, thank you. How are you?

Mr. Smith:  Fine, thanks. I don’t think you've met my secretary. This is Mr. Wright, who's
come to check our accounts. This is Miss Brown.

Mr. Wright and

Miss Brown: How do you do?

Mr. Wright: You have a very nice office here.

Miss Brown: Yes, it is nice, isn't it? I like working here very much.

(The conversation continues, probably about the weather.)

( two days later)

Mr. Wright: Good afternoon, Miss Brown.

Miss Brown: Good afternoon. How are you today, Mr. Wright?
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Mr. Wright: Not too well, I'm afraid. Must have caught a bit of cold, I think.
Miss Brown: Oh, I'm sorry to hear that. They say there’s a lot of flu about just now. so I expect that’s

what it is.

2 F - 3 T 4 T 5 F

Listen to the following longer conversation twice and choose the rlght answer to the
question you hear.

(Jack, Tom and Bill are new students. They met in the student lounge of their rooming house.)
Jack: Hi. How are you doing?

Tom: O, hi...you're Jack, right?

Jack: That's right. What’s your name again?

Tom: Tom. Tom White.

Jack: Tom, this is my roommate Bill.

Tom: Hi, Bill.

Bill:  Nice to meet you.

Tom: Where are you from?

Bill:  Australia.

Tom: What are you studying now?

Bill: Law. I want to be a lawyer. What about you, Tom?

Tom: I'm doing journalism. But 'm thinking of doing business studying instead.
Jack: Listen, Tom. We're really hungry. Do you want to eat something with us?
Tom: Ican't. ] have to meet my new roommate Li Ming. He is from China.
Bill:  Okay. See you later then. We're up in 302. Stop by anytime.

Tom: Hey, we're on the same floor. Room 312.

Questions

1  What does Bill want to be?
2 What is Tom studying now?
3 What does Tom want to be?
4 Where is Jack living now?

-9

Key
B
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Passages

Listen to the passage twice and choose the correct answer to each question.

In North America, when people greet each other, they generally say, “Hi, how are you?” This is NOT
a question but rather a greeting. The expected answer is usually short, for example, “Fine”, “OK”, “Pretty
good”, “Not bad”. A long, detailed answer or a negative answer would be strange unless you knew the
person very well and could tell that the person expected more extensive information. People learning
English may think that native speakers are impolite because they do not stop to have a conversation. But
“How are you?” should be considered in the same way as “Hello”. It’s simply a greeting.

) Keys
1 A 2 B 3 B 4 C

Listen to the passage twice and decide whether the statements are true or false.
Write “T” for true or “F” for false.

Introductions and greetings in all languages have the same purpose: to establish contact with
another person, to recognize his or her existence, and to show friendliness.

There are two types of introductions: introducing yourself and introducing someone else.

There are two types of greetings: formal greetings and informal greetings.

If you want to introduce someone else to others, first you have to let others know whom you
are. If you want to show your friendliness and politeness to someone who you meet at the first
time, you'd better use some formal greetings.

In English-speaking cultures, people who greet one another the first time always shake hands.
There is usually a difference between “meet” for a first meeting and “see” for a second and
subsequent meeting. “Nice to meet you” is to be used for the first time, while “Glad to see you

again” for the subsequent time.
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The British do shake hands when first introduced to new people, but they rarely shake hands
when parting. In an informal situation you may see social kissing, this is acceptable between men
and women and also between women who know each other very well, but it is rare that you will

see two British men kissing, even if it is only on the cheek.

2 F 3 T 4 F 5 T

Listen to the passage twice and choose the correct answer to each question you hear.

Greetings and introductions are an essential aspect of US culture. We can never overemphasize its
importance.

In social situations, a man is traditionally introduced to a woman. However, in the business
world introductions are based on a person’s rank or position in an organization. The highest-
ranking person is introduced to everyone else in order of their position. If you introduce two
people of equal rank to each other, introduce the one you know less well to the one you know
better. In other situations you may find that a younger person would be introduced to an older
person and a man introduced to a woman.

There might be occasions where you will have to introduce yourself. For example, if you are
meeting a new colleague or an associate, you might start off by extending your hand and saying
“Hello! I am ...”. If you have been introduced earlier to someone, do not assume that the person
would remember you and be prepared to reintroduce yourself if it should be necessary.

© Questions
Which of the following statements is true?
What is the general rule for an introduction in social situations?

What are introductions based on in the business world?

B W N -

What might you do first when you have to introduce yourself to a new colleague?

) Keys
1 A 2 B 3 C 4 B

Listen to the passage twice and fill in the blanks with the words you hear.

Saying goodbye at the end of your studies in the US is important to your professors, your
advisors, your friends and you. If your name cards were made at the beginning of your stay and
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you gave it to your friends whenever you meet them, saying goodbye becomes much easier.
Americans usually expect a thank-you at the end of your stay. So when you depart, it is important

to thank those who have been helpful to you. This doesn’t require a gift, but a sincere thank-you. You

can express your thankfulness in person or by telephone before leaving or with a note shortly after you

return to your motherland.

Supplementary Exercises

Listen to the conversation twice and fill in the blanks with the words you hear.

(It's Sunday afternoon. There is a knock at the door. Mrs. Horgan's colleague, Mr. and Mrs. Smith have
arrived. Mrs. Horgan lets them in and they greet each other and shake hands.)
Mrs. Horgan: Good afternoon, Mrs. Smith. How are you?

Mrs. Smith:  Very well indeed, thank you, and how are you?

Mrs. Horgan: Quite well, thank you. How's your mother, Mrs. Smith? I hear she’s not been
very well.

Mrs. Smith:  No, she hasn't, but she’s much better now.

Mrs. Horgan: ['m glad to hear she’s getting better.

( A few minutes later, there’s a ring at the door. It’s Virginia Coleman, Mrs. Horgan'’s niece.)
Mrs. Horgan: Excuse me, please. I think that’s my niece at the door...Hello, Virginia, my dear!

Miss Coleman: I'm glad to see you. You do look well.

Mrs. Horgan: I don’t think you've met each other before. Let me introduce you. This is my
niece, Miss Coleman, Mr. Smith and Mrs. Smith.

Miss Coleman: How do you do?

Mrs. Smith:  How do you do?

Mrs. Horgan: And now let’s have some coffee. How do you like your coffee, Mrs. Smith?

Mrs. Smith:  One lump of sugar and some milk, please. I like white coffee, but my husband

prefers black coffee.
Mrs. Horgan: Well, how’s business, Mr. Smith?

L 10



Unit 1 Greetings and Introductions

Mr. Smith: Pretty good, thank you. And how are things with you?

Mr. Horgan:  Not too good, I'm afraid.
Mr. Smith: I'm sorry to hear that. I hope things will improve soon.
Mrs. Horgan: Let’s hope for the best.

Listen to the passage twice and answer the questions.

My name is Richard Black. I live with my family in New York. We have a big house in the
suburbs. I have a sister. She is four years younger than me. My father is an airline pilot. My
mother is a nurse. I study business at college.

My friend’s name is Maria Hill. She lives alone. She has a small apartment. Her parents live
in California. Her father is a lawyer. Her mother is a teacher. She studies accounting at school.
She is a good singer and she can play guitar very well. Sometimes she spends her holidays with

my family. Sometimes we go to California to visit her parents.

) Keys
1 Richard Black.

New York.

Business.

His father is an airline pilot, and his mother (is) a nurse.
Maria Hill.

No.

Her father is a lawyer, and her mother (is) a teacher.

In California.

Accounting.
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Sometimes with Richard’s family, and sometimes she goes to California to visit her parents.

Listen to the following passage twice and fill in the blanks with the information
you hear.

In social situations, a man is traditionally introduced to a woman. However, in the business
world introductions are based on a person’s rank or position in a company. Whoever is the
highest-ranking person is introduced to everyone else in order of their position. If you introduce
two people of equal rank to each other, introduce the one you know less well to the one you
know better. At the workplace you should remember the 5 commandments.

1 Stand Up — When you are greeting someone, it is better to stand up and offer a greeting



