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Fundamentals of Social English

1.1 0gogdaog
Face-to-Face Communication
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1.1.1 0000
General Etiquettes
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s. Uooooooobobooooboobooboobobon
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gooboooooobboooooobbbooooooobn
gpoboooboood

. UOOOODDOODODODDDODDDOODDDDDOOO
gobooboobooboboobboboboon

7. 000opopDoDoOooObODbOOboObOObObObOODbOO0
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g. U0o0ooObODbOO000oobooooooooooo
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1.1.2 O00O0OO
Language Capabilities

goboooobooobobobooboobboboo
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1.1.3 0000
Speech Tips

000000000 0ooU0oooooooooooooo
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1. 0000000 o0ooDooooooooooooog
O000000o0o0ooDooDooooooooDooooog
O000000o0ooooDoooooooooDoooog
O000000o0oooDooDooooooooDoooog
200 00 000000000000 0OO0O0O 15000000
oo00oDoOooOoO0o0o0ooooooooooooooOog
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2. 0000000000000 00000DOO00O0O0
000000000000 oDoooooooooooog
oo00oDoOooOoO0o0o0ooooooooooooooOog
oooo

I'd like to invite you to a dinner at seven this evening.

ocoooooov, 0000000
OO0 TdliketoDODODOODOOOODOOODODOODOO
dinner seven thisevening 00 0000000000000
ooo

3. 0000000000000000000000O0
OO dnner U0 00000000 OOOCOOOOOOO
0000000000000 000000 dinner D0 OOO
O000000o0oooDooDooooooooDoooog
o0o0oooooooooooog

10 Let me see.
goooo

2) Let me think.
ooOooo



3) Il think it over.
oggoooo
4) Let me consider it.
oggoooo
50 It’s like this. you see
goooooooo
60 Let me put it this way.
ogoooo
7) Well, how can I put it?
Omoooan
4. U000 O0O0O0OO0DO0O0ODOOO0O0OOOO0OOOoOooOooOon
godooobooooooobobooooooooooo
oooooon
10 Hello, My name is
OO0000 seeens
20 Excuse me. Are you from England?
ooooooooooo
3) Hi! How do you do?
ooo
5, J00000oobO0doooooooobooooobooa
oooooooooooo
10 Sorry to interrupt you, but
goooooooooooo
2) By the way
goooooo
3) That reminds me
ooooooooon
6. UIDDODODOOOODUOODODOOUOODODOOOO 1
mean O OOO0O0O000O0OO0OODO No, what I said was
wrong O O
10 Thank you so much for having helped me with
the bag. I mean. the box.



goooobooboooooooobobboooogo
20 Please come to my house at half past five. 1

mean . half past seven.

O 5:30, 00000 7:.3000000

3) Let’s meet Vera. ] mean. Velma at the airport.

oooboooobDommmoooooo

1.2 0000
Phone Communication
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1.2.1 0DO0OOOooOOoOoO
Etiquettes for Receiving and Making Calls
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987008600 0012129870086 0 U O oo O ODOOODOOO
o000 O00000OCRRk1z0000000O0O0 9870086
oooooboboooobooobooboboooboboooon
ooooobobooooboon

2. 000000000000

. ooobobooooboobooobooooobon
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4. DO0OO0OOO0OO0OOODOODOODOObOObOObOOO



Oodooooboooboooboooooooa
5. JO0d0oOooooboooooooobooooooo
OrmQOoonoog
10 This is Li Lan.
goooad
2) Zheng Hua speaking.
ooooad
30 Meng Xiangru of Tianjin: China.
ooooooooooo
6. OO OODODOOOOODOOODODOOO
10 Hello . is that 981-0039 , please?
OO0OO00O0ODO 98100390 O
2) Hello. is George Clinton there?
ooooooo -.0oogn
3) Good afternoon. Is that Mary speaking?
godoodoooad
7. d00dooooodddoooooooooa
ooo
10May I speak to Mr. Cowley . please?
goooooobooo
2) I'd like to speak to Professor Baker?
goooooobooo
3) Hello. is John Smith in?
ooo0o0 -.00ooan
§. 00000000 HeloOODOODOOOOOODOO
goodb0oodoooobooboobooboooooooboooa
oooooon
1) Good morning. Jiang Feng speaking.
goooooooa
2) Good evening. 320-7382.
goooDboOod 320-7382,
3) Hello. 390-8762. Wu Yuan speaking.



Oo0o00go 390-87620 00000
9. 00 000D0DODODO0O0O Whoareyou? 00000
ogooooo
10May 1 ask who’s calling?
ogoooooao
2) Who is speaking. please?
goooooo
3) Can I have your name , please?
goooooao
10. Jdddddoooooooooooooooo
gooooddooooooooo
10Just a moment. please. Il call her.
goooooood
2) Hold on. please. Ill get him for you.
goooooood
3) Please hold the line. She’ll be here in a minute.
gooooooooao
11. 0000000 oooooboooboooooooa
O000Ce127701 00000 61200000000 7701,
000000 o00O0O0O OOODO zeroUOOOOOOOO
gooooooooooooobooooobooboon
doubleld 06127701 O O O O six—one—two—double
seven—zero—oneld O O O O O six—one—two—seven—
seven—zero-—one
12 000000000000 past O tod 4.2300
OO0 four twenty-three (0 O 00 O twenty-three past four,

1.2.2 O000OOOO0OOOO
Etiquettes for Absence or Non-Availability of
the Target Person

1. 000OobOOobOobobooboboobobobonDo

10 ’'m sorry she’s out right now.



goomooood
2) What a pityd Gao Chang has just gone out.
oooo .ggooood
30D'm terribly sorry Yang Fan is out at work now.
gooboobooooooono
2. 00000000 bo0o0oboboooboobooon
ooooon
10May I take a message?
gooooooooao
2) Would you like to leave a message?
gooooooood
3) Can I ask her to call you?
dooooooooooo
3. 000000000 booboobooooooboooo
doodoooooooao
10Can 1 have your name and number, please?
gooooooooooooo
2) Where can he contact you?
gooooooon
3) What number are you calling from please?
gooooooooao
4 oo ooooboboobooooooan
god
10 Good. Pl ask her to call you as soon as she’s
back.
gooooboooobboooobooono
2) Right. T’ll let him know when he’s in.
gobooooooooon
30 Fine. Ill ask her to phone you as soon as she

comes 1n.

ooboooooooooboooon
5. 00oo0obOoO0ooooooobooOooOoooobooOon



oo0o0ooooooogo
10 Could you tell me when he’ll be back?
oooooooooooooo
2) Can you give me some idea what time he’ll be in?
goooobooooon
3) What time do you think he’ll be back?
gdooooooooooa
6. U0 ODDOODDODODLODODODOODODODODODOODOO
oodo
10 No, thank you. It’s not urgent. I’ll call back
later.
Jo000oooDUoooDOooooooooooon
2) Yes. Could you ask him to call me back? This is
Xiao Gang and my number is 728-3275.
gdoooooboooooooboooooooa
O 7283275.
30 Could you let her know 1 called? This is Yang
Wencai.
JdoDooooopoooooOooooo

1.2.3 0O0OO0OODOO0OO0OO0OOODOO

Etiquettes for Handling Wrong Numbers and
Other Problems

1. 000000000 oObOo0d0dd0ooooooo
0do0bdo0obodooodooooobOoonooooooa
ooododooodgooood

10Pm afraid you’ve got the wrong number.
oooooooooon
20 ’'m sorry you have the wrong extension. Hold

the line and Il transfer you to Mr. You



Yonghal.
goboboooooogoboobooooooon
gooboobood

3) Sorry . this isn’t the number you wanted. This is
239-3321.
goooooboboooboooboboan
2393321

2. 00000000000000000OOOOOO0

oobooobooboobobooooboooboobobooon
ooooooon

10Pm terribly sorry I've got the wrong number.
odoooooooooooo

2) Sorry. I must have dialed the wrong number,
0doooooooooooono

3) 'm sorry . I’ve been misrouted. Is that 371-9233
please?
doobobobobooobooonbg 37192332

. J0000obbbo0ooobboooobbobooogo
ddoodooooooooooooooooo

10 ’m sorry it’s a bad line. Please hang up and I'll
call again.

ooooboboooooobooooooooooo
ood

2> Pm sorry I can’t hear you clearly. Can you hang
up and call back?

ubooobooooooboobooobooon
oooog

30 I'm afraid it’s a bad connection. Can you call
back?

ubooooboooboobooon



1.3 0000
Mail Communication
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1.3.1 OO0O0DOOOO
Etiquettes for Letters
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2. 0000000000000 00000000OO0OO
oboobobooboobooooooooon

3. 00000000 b0ob0oboboboooboonog
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1.3.2 O0OOOOO3Od
Components of Letters
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1.3.2.1 0 O
The Heading

do0ooooooooDooboooooooooooo
0doo0ooooboooooobooobboooooooooo
gooooo

0doo0oodooooooboboooooooboooooo
0doo0ooooboooooobooobboooooooooo
000000000 m@moboomooooog
0000000 0oooooooooooooooooooono

Building 12 . Suite 312

72 Nanchang Road

Huizhou . Guangdong 516000

The People’s Republic of China

00DO000ODODO0oO0oO0oDOoooDO 7200 120 312
Omadoo .516000

1.3.2.2 0O O
The Date
ooodooOoOooooooDoooooooooooaoad
ooooopoooooOoOooooOooo0ooooooono
odooopooooObOooooOooooooooooo
ooodooOoOooooooDoooooooooooaoad
O00000Cz20000 ¢0 10 ODOOO 10 June 20000 O O
00ooooOoooooooooOooooooooon 2000



060 100000 June 10, 20000 0000000000
0000000000000 6/10/20000 00000000
000000000 O 20000 60 100000000000
0 20000 100 0000000000000 st.nd.rd.th
0000o0oO0oooooon

1.3.2.3 0000
The Inside Name and Address

goddddooooooooooooooooon
godoooooooao

goddddooooooooooooooooon
goooooooood

goooooooooooooooooooaoan
Mr. Ms..Dre. 000000000 OOOOOOOOOO
gooad

Mr. Zheng Haoran. Director

Personnel Department

Shumei Textiles Industries

3 Xingiao Road

Wuxi . Jiangsu 214001

00000214001

oodooooooo 3o

goooooooooooao

ogoooo

1.3.2.4 0 O
The Salutation
Jo0dooooDO0oooooooooDoOoooOooo
Jo000doDoooooUooDU0oOoooDOoOoDooOoOoooa
Joodd0oodoDoDOoooDOooooooooog
00000 Dear Mr. (Ms. \Mrs. .Dr. .Miss,Professor
Jo000doDoooooUooDU0oOoooDOoOoDooOoOoooa
O Dear 00000000 DODODOOOOOOODODOOOO



gdoooobooooooa

1. J0doooobooboooooboooobooooa
OMO00 FloraQuain 000000000 Dear Flora O
UM OO0 Dear Ms. Quain,

2. o000 oooooooooo
Dear Mother ,Dear Grandfather .Dear Uncle O O

. 0000000000 b0o0ob0b00U0Odn Dear
Brother ,Dear Sister \Dear Cousin 0 0 0 (M M O O O Davy
Wang UOUOUOOMMOO Dear Davy 0 O 0O

4, 00000000 DODO Dear Mr. and Mrs. 0 00O
oooo

5, 0000000000 Dear Mr. ... and Mr. O 0O
Dear Messrs. and 0000

6. 0OOD0OO0ODOOO0ODOO Dear Ms. +. and Ms. O O
Dear Mmes. and 0000

1.3.2.5 0 O
The Body
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000000 500000000 000 Dear Mr.
O Dear Ms. 0 OODO MOOO

Jo0dooooDU0oooooooooDooooOooo
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1.3.2.6 0OODODO
The Complimentary Close
Jooddo0Doo0ooooooOoOoooooooooo
oododdoDooooooooooooooooooooon
00000000 oooooDUoooUoooooooogoo
0000000 ooooDoooDUOoooOoooon
00000000000 Goodbyell OO OOO



000" Dodo0o0000mWooooooooooon
0o00000d0oo0o0doDoooooooOoooooOogon
000000 SincerelyD0 000000000 OOOOO
Oooao

1. J00ddo0do00opoooooooooooooo
O MO Respectfully. Respectfully yours. Very respectfully
yours

2. 00000000000D00O0O0O0O0O Truly,Truly
yours, Very truly yours 0 Respectfully,Respectfully yours,
Very respectfully yours

3. 00000000000 DO0O0O0O Sincerely,Sincere-
ly yours.Very sincerely yours

4, 00000000000 Cordialiy,Cordially yours,
Very cordially yours [0 Affectionately, Love . Best regards,
Best wishes,Kindest regards, Warmest regards,Regards,

5. 0000000000000 0O0O Gratefully,Devot-
edly, Affectionately 0 Sincerely
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The Signature
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1.3.2.8 0 O
The Attachment
000000000 o0mOoooD0moooo
0o0Do00ooOdooodoooOoobOooooooooa
Enclosure [0 Attachment 0O 0O O0000O0O0OO0OOO



1.3.29 0O 0O
The Postscript
0oOo0ooDOoooooDooooooooooooon
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1.3.3 OOO0O0d
Styles of Letters
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The Indented Style
00000000000 2.7 000000000000
o0o000o0oOoDooooooDOooDooooooooog
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1.3.3.2 0O0OO
The Blocked Style
0o0oDo0o00ooOo00dno 2.8000000000000O
000000000000 ooooDooooooo
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1.3.3.3 000
The Modified Style
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1.4 0000
Internet Communication
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1.4.1 0O000O
E-mails
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