Key sentences] 0 0 0 0 [

1. Good morning, sir.
goomoad

2. Good afternoon.
gooad

3. How nice to see you again! How are you?
gdooooooooooao

4.Can I help you?
goooooooad

5. May I help you?
gooooooao

6. How is everything?
gooad

7. How have you been lately?
gooooad

8. How are you doing?
gooooao

9.1’m fine, thank you. And you?
gooooooooooad

10. Please follow me.



goooo

11. This way, please.
ogooad

12. Please come this way.
goooaao

13. Have you got used to the life here?
gooooooooao

14. Just here,I’ll attend to it for you.
gdooodooouooooda

15. That’ s handled over there.
gobooooo

Dialogue A
(A=A Bank Clerk 0 0O 0 O0OB=A Customer U U U
A:Good morning, sir.
B:Good morning.
A:Can I help you?
B: Yes, I want to send some money to Australia.
A:That’s handled over there. Please following me.
B: Thank you.
A:My pleasure.

Dialogue B
(A=A Bank Clerk 0 000 ;B=A Customer U U [
A:How nice to see you again, Miss Jane! How are you?
B: Very well, thank you. And you?
A:Fine too, thanks. Have you got used to the life here?
B: Yes, Beijing is really a great place.
A:When will you take part in the contest?



B: The preliminary contest is on Wednesday. If I do not lose,1’l]
take part in the final contest on Thursday afterncon.

A:Wish you good luck.

B: Thank you very much.

A:What can I do for you today, Miss Jane?

B:1'd like to withdraw some money from my account.

A:Well, please fill out this slip.

Dialogue C
A :Good afternoon, Mr Smith.
B:Good afternoon, Miss Zhang.
A:Is there anything I can do for you today?
B: Where is the Deposit Section, please?
A: This way, please.
B:Thank you.
A:Not at all,sir.

Notes 0[O

1. Good morning.
ooooooooobbb2doodoooooooo
00000 000000000000 0O0 madam 00O
00000000 mssO0OO0OO0OO0OOO0OOOOOOOO
OMOo0O0oo0o00 MefMOOOOO Ml OO O Miss
O000mM MJOOOOMm

Good afternoon. oooo
Good evening. oooo
Good night. oood

2.Can [ help you?



gooooooooobooboooooobooooaon
May I help you?
gooooooo
Is there anything I can do for you?
ooooooooon
What can 1 do for you?
oooooooon
3.1 want to send some money to Australia.
ogoooooooooo
4. The preliminary contest is on Wednesday. If [ do not lose, 7]l

take part in the final contest on Thursday afternoon.
0000000 DbD, oo0oooooooboooobooon

00
5.1’d like to withdraw some money from my account.

oooooooooooo

6. Well, please fill out this slip.
odooooooooood

Words and Expressions

send /send/ v. 0 MO
Australia /os'treiljo/ n.00DOO0O
handle /'haendl/ v. 000
pleasure /'plezo/ n. 00O
contest /'kontest/ n. 0O 0O
preliminary /pri'liminari/ adi. 000 mM OO
final /'fainl/ adj. 000 DMODO
withdraw /wid'd3o./ . 00O

account /a'kaunt/ n. OO



slip /slips 2. 00O
deposit /di'pozit/ v. 00
section /'sekfan/ n. 00000
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Key sentences] 0 0 0O O O

16. It’s my pleasure, but I think it would be better for you to tell
me what you want to do.
goboooooooobooooooooooonon

17. Would you care to give me your passport and write your name
on the paper?
godooboooooobooooobooooooa

18. Good. I’ Il fill out the exchange memo for you now. Why don’t

you take a seat over there for a moment?
goooooooooooooooooooooobobono

oo

19. 1 was wondering if you’d ever thought of conversing the un-
used Renminbi back into Japanese yen later?
goooooooooooouoooooooooooan
oo

20. So, if 1 may make a suggestion, please keep your exchange

memo safe.
g0MOo0oo00ooooooboomooooooogon
00

21. Not at all.



oooo

22.Would you please repeat what you said?
gooooood

23. Please go to the Foreign Remittance Section, sir.
gooooooboooda

24. 1t s position number five. You can’t miss it, sir.
Os00000O000000MmI0O0O

Dialogue A

(A=A Bank Clerk0 O O OB= A Customer U U 0

B:Good moming, sir. I’ m from Japan. My English is not good.
Can you help me?

A:1t’s my pleasure,but [ think it would be better for you to tell
me what you want to do.

B:0Oh, I want to change some money, but I don’ t know how to fil}
out the exchange memo. I can’t read English.

A:Would you care to give me your passport and write your name
on the paper?

B:Here you are. My name is Tanaka.

A:Good. I'll fill out the exchange memo for you now. Why don’ t
you take a seat over there for a moment?

B:I’d like to. Thanks.

A :Hello, Mr. Tanaka. I was wondering if you’d ever thought of
conversing the unused Reminbi back into Japanese yen later?

B:Yes,if I’ll have Renminbi left.

A:So, if I may make a suggestion, please keep your exchange
memo safe.

B:Thank you indeed. I’ll do that.

A:Not at all.



Dialogue B
B:Where can I send money t¢ America?
A:Would you please repeat what you said?
B:1 want to send some money to America. What should | do?
A:Please go to the Foreign Remittance Section, sir. It” s position
number five. You can’ t miss it, sir.
B:Thank you.
A:Not at all, sir.

Notes 0O

1.1 think it would be better for you to. .. ?
OoOooOogn - -
2.0h,1 want to change some money, but I don’t know how to fill

out the exchange memo. I can’t read English.
godooooobooooooooooooooooooa

oQd
3. Here you are. My name is Tanaka.

goooooon
4. Thank you indeed.

ooooo
Words and Expressions
Japan /dze'peen/ n. 0O
exchange /iks'tfeind3/ v.n. 000 0OMODO
memo /'memsu/ n. memorandum 0O 0O OO

mema'reendam/Ag0 0 00O
oood



fill /fil/

passport /'paisport/
moment /'moument/
wonder /'wandoa/
converse /kon'vas/
unused /' an'juizd/

yen /jen/

repeat /ri'pizt/
foreign /'forin/
remittance /ri'mitons/
position /pa'zifan/

miss /mis/

p. 000

». 00O
p.U0oO0moag

». 000

v». 00000

adj . DO OMOO0O
2. 000000000ODOO
ooood

»w.n. 00O

adj 00O0mMOO
n. 0

n. 00

v. 00O
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Key sentencés [ U U 0

25. Good morning, sir. You want to change money,don’t you?
OMomoodomoad

26. What kind of currency do you want to change?
gooooood

27. Would you mind if 1 asked your nationality?
gooooooooao

28. What’s your passport number?
godoooooodao

29. How do you want your money?
godooooooooooao

30. By the way, do you have a telephone number?
gooomooooobooooao

31. Mr. Lin of the Foreign Department, sir?
gdooooooooooad

32. May I ask your name, sir?
gooooooooobao

33. Do you have an appointment, sir?
gooooooo

34. May I take a message?



gooooooo

Dialogue A
(A=A Bank Clerk 0 00 00B=A Customer J U [

A:Good morning, sir. You want to change money,don’t you?

B: Yes, I do.

A:What kind of currency do you want to change?

B:Dutch guilders, please.

A:Would you mind if I asked your nationality?

B:Turkey. I’'m from Turkey.

A:What’s your passport number?

B:It’s P356470.

A:How do you want your money?

B:Five tens, please.

A:OK. By the way,do you have a telephone number? Qur office
is to move someday this month. I can call you to tell you our
new location. .

B:It’s 3352496.

A :Here is your money.

B:Thank you.

Dialogue B
B:I want to see Mr. Lin.
A:Mr. Lin of the Foreign Department, sir?
B: Yes, please.
A:May I ask your name,sir?
B:My name is Jones. I am from ABC Co.
A:Just a moment, please. [’ll see if Mr. Lin’s in. I am sorry sir,

but Mr. Lin isn’t in just now. Do you have an appointment,



sir?

B:No,I don’t. Do you know when he’s coming back?

A:His secretary says he won’t be back until three in the afterno-
on,sir. May 1 take & message?

B:Well,just tell him I came to see him and 1 will give him a ring
toniorrow.

A:Certainly, sir.
Notes [0

1.Yes,I do.
O0MOO0O0O0O0 1do. 00 doOOOODOODOOOODO
U OO want to change money.

2. Dutch guilders, please
goooood

3.P’m from Turkey.
goooooao
be from00 O0OO0MOOO"OD
4. Five tens,please.
sO0 10000000
5.1 can call you and tell you our new location.
gdoouooooooooooogo
6.1 am from ABC Co.
000 ABCOUODOOO Co.O0 Company U 0O D 00O
7. Just a moment,please. I’ll see if Mr. Lin’s in.
goooooodooooood
8. Well,just tell him I came to see him and I will give him a ring

tomorrow.

goddooooobooooooooooo



Words and Expressions

currency /' karansi/ ». 00O
Dutch/datf/ adj. 000D M O0O0OM
ooao
n. 000
guilder/'gilde/ . MOOO0OO0OODO
nationality /\nzefo'neeliti/ n 00O
Turkey/'ta:ki/ n. 000
passport/'pazsport/ n. 00O
location/1ou'keifan/ ». 00O
appointment/a'pointment/ 2. 00D OO
secretary/'sekritri/ ». 00
message/ mesidz/ . 000 0DD0O

rmg/ru:]/ v . gomgaodg
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35. Certainly, sir. How much do you draw?
dooooooboooooooo

36. Yes,sir. Your balance is RMB ¥ 3,400.
00MODmMmOoDoDOoOoooooO 34000 O

37. Of course,please do. What’s it?
Oddomobomoognoad

38. What’s the interest rate for the savings account?
goooooooooao

39. The detailed information is on the board. Please go and see
there.
ogoooooooboooooooooon

40. Do you charge for cheques?
oomodooooooooon

41. Yes, we do. Each cheque you write will cost RMB ¥ 2.
gomoobooomoooooooooono 200

42.Do 1 have to deposit a large sum of money if I want 1o open a
checking-savings account?

gobooboobooboboboooboobooobon

43. Not necessarily, sir.



goomoo

44. Your hotel address, please.
ogooooooogad

45. Where am [ supposed to sign my name?
gooooooooobao

46. Here,on this dotted line, sir.
Omoooommaann

47.Let me see... Oh, would you mind telling me your passport
number, sir?
gdoooooooodooooooouooooaoa

Dialogue A

(A=A Bank Clerk 0 0 O O0OB= A Customer U 0O 0

B: Excuse me, but can I draw on my account for payment of
things 1 buy in China?

A:Certainly, sir. How much do you draw?

B:RMB ¥ 800, please. Would you please tell me my balance?

A: Yes,sir. Your balance is RMB ¥ 3,400.

B:I’m sorry, but may I ask one more question?

A:Of course,please do. What’s it?

B:What's the interest rate for the savings account?

A:The detailed information is on the board. Please go and see
there. ,

B:Do you charge for cheques?

A:Yes, we do. Each cheque you write will cost RMB ¥ 2.

B:Do I have to deposit a large sum of money if I want to open a
checking-savings account?

A:Not necessarily, sir.



Dialogue B

A Please fili in this application form and sign your name, sir.

B: Al right. Which address shall T give you, miy home addrees or
hotel address here?

A:Your hotel address, pleasc.

B: Right, where am 1 supposcd 1o sign my name?

A:Here,on this dotted line, sir.

B:Here you are, is that all right?

A:lLet me see. .. Oh, would you mind telling me your passpor:
number, sir?

B:Of course not. Let’s see, .. It’s E. 55555,

A:Thank you, sir.

Notes 0 U

1. Excuse me,but can I draw on my account for payment of things
[ buy in China?
0dododooboboooooooooooooooooo

2. Would you please tell me my balance?
0dooooooooboogobooonoo

3. What’s the interest rate for the savings account?
oodoooooooon

4. Please fill in this application form and sign your name, sir.
dododoooomooomod

5.1t’s E.55555.

OoO0Odgd E.55555,



Words and Expressions

draw/dro:/

payment /' peimant/
balance/'baelons/
interest/'intrist/
rate/reit/

detail /'di:teil /
information/infa'meifan/
board/bo:d/
charge/tfa:dz/
sum/sam/
necessarily/'nesisorili/
application/apli'keifan/
form/foxm/

sign/sain/
address/a'dres/
dot/dot/

line/lain/

v

n.
n.
n.

n.

. od

.

n

.0oo0mao
gommo
gbomooo
oo

omao

.obmao
gbmaono
gommo
.gbmo

adv. 000

Hn

n

v

0o
oo
.gbmao
.00mao
.oom
ENEE



