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Unit 1 Daily Expressions

Chapter 1 Introduction

1.How do you do My name is Mike.
2.I'm glad to meet you I'm Paul.

3. Pleased to meet you. My name is Mary and I'm in charge of North

American sales.

4. May I introduce myself I'm Mike. I work in the Service Depart-

ment.

5. Please allow me to introduce myself.
6. Will you introduce me to that lady
7. Let me introduce you to our boss.

8. Id like you to meet my friend Nancy.



9. Meet my colleague Hel Len.

10. Let me introduce Mr. John Smith manager of D. C. Company.
D.C.

11.This is Mr. Black a regular customer of ours.

12.Bill have you met Jim

13. Do you know Judy Jack

14.1 don’t think you have met my wife Suzan. Suzan this is Mr.

Brown a friend of mine.

15. Mr. Liu Id like to introduce Mr. Wany.

16.1 believe weve net before.

17.Don't I know you from somewhere

18. You may not remember me. My name is Emma.

19. Jimmy is a new student. He's from America.

@ Column



@Dialogue
A Excuse me are you Mr. Hill

B Yes I'm John Hill.

A Oh Mr. Hill welcome to Shanghai. Now allow me to introduce
myself. I'm Chen Hui interpreter from the Office of Foreign Af-
fairs.

B I'm glad to meet you.

A Bill have you met Jim

B No Ive seen him but we haven't met.

A This is my friend Bill Jackson. He's with the Bank of America.

Bill Id like to introduce my roommate Jim Smith.

B How do you do It's nice to meet you.

C How do you do



@ Word Bank
introduce v.
introduction n.
allow
colleague
manager

customer

1. To friends presented by the bearer

1

Dear Mr. Agate

This will introduce to you the bearer Mr. Hobert Angell who
will be in your city for some time. Mr. Angell having come originally
from Hong Kong feels that he would like to engage in business in his
own and is visiting London for that purpose.

He is a young man who has made many strong social and busi-
ness acquaintances in Hong Kong and we feel that his going away is
a distinct loss to us.

I am sure Mr. Angell will appreciate any opportunities that you
may give him to become acquainted with the business men and busi-
ness conditions of your vicinity.

Yours very truly

1



2

To Whom it May Concern

The bearer of this letter Mr. Rose has for several years been in-
terested inorganizing camas for boys who can afford to spendonly a
small amount on their summer vaca tions.

As he is considering locations for camps in Grass Mountain |
suggested that you were the man to help him for your knowledge of
every nook and corner of the place.

I shall be happy if you can assist Mr. Allen in any way. He is a
fine man and has a most worthwhile job on his hands.

Yours very truly

2



2.To be sent by mail
1

Dear Presten

My brother —in — law Mike Jordan will be in New York next
week. I’ ve often wanted you two to meet and this seems like the
ideal opportunity.

Mike is a research director of an advertising agency. I told him
about the book you are writing on the history of buying trends in
America and he was completely fascinated—as I knew he would be
He said he’ d like to know more about it and I think you might find
it interesting and helpful to discuss it with him.

So call him if you can Presten—but not if it’ s an inconve-
nience. If he doesn’ t hear from you he’ Il understand that it’ s be-
cause you are tied up. I suggest this meeting only because I know
you two are bound to enjoy each other’ s company.

Cordially

Rose Signature

1



2

Dear Teller

In the next day or so you will receive a telephone call hrom
Mike Denis of New York. He is a very good friend of mine and as he
is planning to be in Chicago for a month or more I gave him a letter
of introduction to you.

I know how busy you are Teller and I don’ t want you to re-
gard this as an obligation. But I feel certain you' Il enjoy meeting

Mike Denis and I' Il wager that once you meet him you’ Il want to

keep on seeing him For Mike' s good company anywhere at
bridge golf tennis or just talking. I should say especially talking

Mike' s just about the most brilliant and entertaining conversation-
alist Tknow.

I' m writing this note so that you' Il know who Mike is when he
calls. I' Il appreciate any kindness you and Linda may show him as a
stranger in Chicago but please don’ t put yourselves out of feel that
you are committed in any way at all. If I didn’ t feel you' d be as de-
lighted to meet Mike as he will be to meet you I wouldn’ t have giv-
en him a letter.

I hope you and Linda are well and I' m looking forward to

seeing you on your next visit to New York.



Sincerely yours
Smith Signature
2

3. Telling about a trip

Dear father and mother

How wonderful my trip is Yesterdauy we reached Switzer-
land. This is a really nice country. We spent the whole afternoon on a
snowy mountain. It was the first time in my life I felt what snow
was As it was not so cold we missed the chance of skiing. The
rates of the hotel are crazy. The food is not so nice. How Imiss the
food mother cooks. It is really delicious.

8



We are planning to go to Germany. I am looking forward to see-
ing the remains of the Berlin Wall. We have booked the flight for 24
July. See you.

Love

Betty

3.



Chapter 2 Private Invitation

1. Invitation

1. Are you free this weekend

2. What would you plan to do

3. Would you like to come to the party

4. Would you honor us with a visit

5. Would you like to come to our fancy dress party tomorrow

6.I'm having a few friends to dinner tomorrow. Would you be able

to come

7. Wed like toinvite you over for dinner this Saturday evening.
8. May we have the pleasure of your company at dinner

9. Could we have the honor of your presence at the neeting
10. We bope youll be able to join us.

11. We should be so pleased if you could come.
10



12.Do you want to go to a baseball game on Saturday
13. How about going out for dinner this evening
14. I wonder whether it would be convenient to meet you tomorrow
15. Could you make it some other time
16. How about the day after tomorrow
17. Well expect you to come.
18. It won't be much of fun without you.
19. Could you manage to come at 8 o
‘clock
20. Sure. Thanks for asking me.

21.Sure Id love to.

22.I'm afraid I've got a lot of things to do. How about tomorrow

night instead

@ Column
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@Dialogue
A Are you free this weekend

B Yes why

A What would you plan to do

B Well I haven't got any plan yet.

A Would you like to come to our party

B Id like to but when is it

A On Saturday evening.

B Thats fine. See you on Saturday evening.

A Wed like to invite you over for dinner tomorrow. Would you be

able to come

B Thank you for invitation but I'm not sure I can. I'm supposed to
work overtime.
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