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RECEIVING VISITORS 1

1 RECEIVING VISITORS
BREA

4 Useful Expressions

1. Excuse me, but are you Mr. Smith from Australia?

T, B WK AT R B9 S @ T SR A e

2. How do you do, Mr. Zhang? Glad to meet you.
War, kkE, RBIGMREN.

3. How are things going with you?
KRB ELR?

4. Can’t complain.
®tRE.

5. What can I do for you?
REEANBHGTG?

6.  Ill be all right by tomorrow and ready for business.

AXRRLIKE LR, EEHRLFT.

7.  Will you be free on Friday?
EMAREEG?

8.  Id like to drop by today to talk over our contract.

RESXMERRERRRITK AR

9. I have an appointment with the Sales Manager at 10:00.
RAHBELHE 10005144,

10. T hope to see you in my office next Friday.

RELBTRAAERNDAZERE.

11. Do you mind if I call on you tomorrow?
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iz

13.

14.

15.

16.

17.

18.

19.

20.

21,

22.

23.

RAXEHRETG?

I have something urgent on Wednesday, so the appoint-
ment will have to be cancelled.

ER=ZRALE, IUARRFRNT.

Would it be convenient to see you next Tuesday?

TRAZR&TEY?

I have a previous engagement at 6;30.

6:30 aaﬁ%%o

I’d like an appointment for tomorrow morning.

REBAERRLAF.

I’'m afraid 1 won’t be free on Tuesday.

DHREBY _BS.

I won’t have anything particular on Monday.

EW—REMARINE,

I’'m sorry, but I won’t be able to see you this afternoon.

AR, REXTFABRAET .

I’m sorry to inconvenience you, but we have to postpone
our meeting.

REKEZBRIAE, HRNFABAEBRMH LW,

1 wonder whether the manager could spare me half an hour
tomorrow to talk about the transaction.

AREBEHRBTAREN/DA O BRRZELR.

He’s available on Tuesday or Friday.

BY_HENREME.

My office hours are 8:30 to 11,30.
BRI A R AEIE 8:30 B 11:30.

I’m afraid we’ll have to change our appointment.
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24,

25.

26.

27.

28.

29.

30.

31.

32.

33.

34.

BHRBMNBUERMOTAT .

I’d like to make an appointment with you.

REMEH -0 ERE.

I couldn’t make it this week.

XEMRBAHE.

About our appointment for tomorrow, I wonder whether
we could change it from 8:00 to 8:30.
ETRIMNARMA LR, RAEE N 8:00 %N 8:307

What’s your family name?
w4

Could you please give me your name, ‘sir?

4, BEFRENAFHEG?

We come here today, hoping to enter into business with
you,

RIMNARBIXEREFEMENBER.

Here is your invitation card.

ERGRITHE R .

We are going to give a dinner party at Jinling Hotel this
evening and would like to invite you all.

SHRBRINESRBREEE, BEOLERE.

Do you like to have Chinese food or Western food?

FNETRERTR?

These dishes look delicious. ’'m sure they will be to my
taste.

XERERRKEARE, —ERXXNRE OKRM

Let’s drink to our friendly relations.

ERNTH RN Z 0 WK IFRF THI
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35. Let me propose a toast to the success of our negotiations.

RR VA BRMH BRI T

36. I propose a toast to the health of all the guests.

REWN AR BRTHI

37. Let me help you to the roast duck.

RAMERIENS,

38. Please make yourself at home.

BEHNES.

39. Please don’t stand on ceremony.

AL

40. Please help yourself to whatever you like.

HHREERHRE.

41. It’s really delicious, but T couldn’t eat any more.

XERENBRE, BRR—KREBERATET.
42. T hope everything goes well.

FEEFIA.

43. T’d like to say good-bye to you all.
REMBEMNKREENT .

44. T look forward to seeing you again.
REEAABRLILE.

45. Good-bye and thank you for all you’ve done for me.

BRT, BEENRF SN —.

Notes

1. Excuse me, but are you Mr. Smith from Australia? 3t4] # #) Excuse me
REEEARFMHFTANEEE, BNETENFERE. e.g. “Excuse
me,” he said, “but is there a fairly cheap restaurant near here?” (“i¥],”
i, “MEFEE—AHRIFG?") Excuse me Al AT RR AR E
SIAMABRBFERAHBRA, RETRATHIANRREK. e.g. Ex-
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cuse me, but with all respect, I think you have misunderstood. (¥ R,
RELWER, HREKWIBMET ) Excuse me for disturbing you at home.
(RERERECEBITRE.)

. How do you do, Mr. Zhang? 5 A #J % L 1 &% T #8 " B How do you do,
2] & . F§ How do you do , #4 A 2 [8] [5] 4& %} J7 4 B 7] F§ How are you, 4%
— B ot (6] /5 B B A4 it i How'’s everything B How are things (going)
with you,

. Can’t complain. WAPHEFIHEAR, OBFFHEERREBELTFTIR
X% 17V, X 4. Haven’t seen you for a long time. (JFFARRT .)

. What can L.do for you? b AT LA B ARBEWE, XUNGTFER
Can 1 help you? (REEH BHAIG D)

. Id like to drop by today to talk over our contract. I'd like to & I would
like to HEBER, BXRHMEENESB, e g Id like to change my
room and go somewhere else but it’s so cheap where I am. ( RBHEAHB
M, BB E, BRAEHEL LB MEFEE ) drop by BRBUE
EFWGEA), A drop round, e.g. Il drop by when I've finished the
shopping. (RESFERTFMEREER.)

. T have an appointment with the Sales Manager at 10,00. 5 A% #5F Sk
%, —MFAZELAE, FHAREV, U4RNN ARSI BER. R
AL HREMT .

make an appointment W4y

fix an appointment with sb. 5% A44
keep one’s appointment P4

fulfil an appointment By

break an appointment R

cancel an appointment BHEAS

. He’s available on Tuesday or Friday. available 7R A%E, ZAKN, 7
M5 AR, . e.g. The doctor is not available now. ( BERZEH
AED

. T could’t make it this week. make it REEAA, IRNERR"HED
Bi#, etk dy”, e.g. Come round for drinks on Sunday, about 5;00.
Can you make it? (B XA S ELGRBGILIF, KEBAEKB?) make it F 7
BRI . e.g. After failing the exams three times, I realized
T'd never make it in accountancy. (ZWREHKMUE, RERVRBABAKE
LERRT&HIHED

. What’s your family name? family name ### K, X # ¥ surname, # ¥ A
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By % 5% 4 first name B} given name, % 8 AZE first name F! family name
Z (B} i£H —4* middle name, e.g. James Michael Parks
10, Please help yourself to whatever you like. help oneself to food or drink.

HH S EREIE; help sb. to food or drink. B FIAFKHBH.

11 Dialogues

)

A: Hello, John!
R, AW

B: Hello, Mary! Haven’t seen you for a long time. How are
things going with you?
Wi, BW! FARRT, BEBELAH?

A: Very well indeed, thank you. I just returned from a busi-
ness trip. And how are you?
WL, Wi, RAMBAZEERX., HRiFG?

B: Can’t complain, thanks. Remember me to Robert.
widBE, Hil. RRERF AR,

A Sure, thanks. Bye-bye.
—EHB, Wi, Fi

B: Bye.
FR!

2

A: Good morning, sir. What can I do for you?

B P, 4. BEBAIGHFTG?

B: Good morning. Id like to see the manager.
Biwy, RELEZH,

A: Have you made an appointment?
HEALG?

B: Yes, 10 o’clock this morning.
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BHE, 4K EF 10 K,

I see. May I have your name, please?

HET. FERRENEERZHFG?

Kerry White. I'm from the Ocean Shipping Company.

RE M, REDAFEEHAAN,

Oh, yes. The manager is waiting for you at his office. I'll
show you there.

W, WT. GMEEMEEE, BREEE,

Thanks a lot.

S

3

Good afternoon. Can I help you?

TH, BEEG?

Yes, I'd like to see someone here about a new product our
firm has developed.

2, RERRRABREA, AB-TRIONLARAFRAH—W
e dh .

Do you have an appointment?

BTG ?

No, I'm afraid not, but I'm sure someone in your account-
ing section would be interested in seeing what T have to of-
fer.

BA, REFY., FEBRMERR TN LI RIWF ™=
BBXNEBH .

I'm sorry, but all equipment purchase is handled by Mrs.
Andrews in the ordering section. Let me take you to her of-
fice.

AR, FIAFWERGFERHRUANZEBEN TR
. RESEZHHHPLAZE,

Many thanks.
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2.
@

Excuse me, sir, but are you Mr. Michael Smith from the
United States of America?

HRSE, BRRERNWERR - SHEHEEG?

Yes, but I don’t think we’ve met each other before.

B, BRRBRIOUWBARLLEE.

No. My name is Zheng Qing. This is my card. I’'m from
the Textiles Import and Export Corporation. I've come
here to meet you on behalf of the Corporation.
BAE.RURE, IRRNWEH . REGAGHFEHOLTM,
REARRDEL.

Thank you very much, This is the first time I have been in
China. I hope to establish a firm business relationship with
your corporation.

EHBRE . ARRE-VORPE, REEMHRA R B EH
Bl HRE.

I’'m sure we’ll have a pleasant cooperation. You must be
very tired from a long journey. Tll accompany you to the
guest house first.

REERINMVAERESAMRY . 23 KBRS, B—%
MRT. REMEEREHE,

Many thanks for your considerateness.

FERBHEHABETR.

III Exercises

Exercise 1 mind + M\A; 3h&iR; AELEN

Do you mind if I close the window?
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No, not at all.

Would you mind if I took one of the pictures as a keepsake?
Certainly not.

You mustn’t mind if they are strict with you.
Of course not.

I’m sure she wouldn’t mind your going with us.
Really?

I don’t mind you joking.
Thank you.

I don’t mind whatever you do.
It’s very kind of you.

I don’t mind whether they agree or not.
Neither do 1.

Would you mind passing me the book?
No, not at all.

Exercise 2 I’d like to do sth.

What can I do for you?
Td like to leave a message.

What would you like to do?
1’d like to see the General Manager now.

Is there anything else you want to do?
Yes, Id like to sign the contract with you today.

What do you want to do?
Id like to be a salesman.

Can I help you?
Yes , please. I’d like to apply for the position of Sales Manager
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in your company.

Well, what do we do next?
I’d like to have taken you round the radio factory, but I must ful-
fil an appointment,

I’d like to establish a long-term business relationship with your
corporation.
Thank you for your kindness.

Exercise 3 wonder + M A

I wonder what these products are.
They are new electronic devices.

I wonder if you have got our business letter dated April 25 from-
Nanjing.
Yes, we have.

I wonder how you came to miss our advertisement for skilled
workers.
Sorry, I {forgot to buy the paper yesterday.

She wondered why they hadn’t ordered the new-type air-condi-
tioners.
Because they knew little about the new device.

1 wonder whether you would mind starting our business negotia-
tion from next week.
Certainly not.

1 was wondering if you would open the L/C now.
Yes, I’ll do that.

They wondered what they should do if they couldn’t deliver the
goods in time.
They should compensate for the customer’s loss.



