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1.

1.

1

1.

Fundamentals of Social English

Face-to-Face Communication
1
General Etiquettes
1. .
2. .
3. . .



1.1.2
Language Capabilities

Y b
, Hello
o b b
o
. b
o
b ’
o b
b
b .
o
b



1.1.3
Speech Tips
1. .
200 s 150 o
2. o s N

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

7:00 o
1d like to ) N ;
dinner seven this evening ,
3. o s
y dinner , o

s , dinner

1) Let me sece.

2) Let me think.

o



mean

wrong,

3) Tll think it over.

o

4) Let me consider it.

5) It’s like this, you see ...

6) Let me put it this way.
7) Well, how can I put it?
’ ?

*

1) Hello. My name is ...

------
o

2) Excuse me. Are you from England?
?
3) Hi! How do you do?

o

1) Sorry to interrupt you, but ...

’ b

2) By the way ...

oooooo

b

1

s No, what I said was

1) Thank you so much for having helped me with

the bag, I mean, the box.



2) Please come to my house at half past five, I
mean, half past seven.
5:30, 4 7:30 o
3) Let’s meet Vera, I mean, Velma at the airport.

’ b ’ o

1.2
Phone Communication

1.2.1
Etiquettes for Receiving and Making Calls

1. o

86, 0, o
o : (212)
987-0086, ) 00+ 1+ 212 +
9870086, 0012129870086, , 00
.1 »212 » 9870086

o b



D

This is Li Lan.
2) Zheng Hua speaking.
3) Meng Xiangru of Tianjin, China.

b

1) Hello, is that 981-0039, please?
° 9810039 7

2) Hello, is George Clinton there?
o . ?

3) Good afternoon. Is that Mary speaking?
?

o

1) May I speak to Mr. Cowley, please?

o

2) I'd like to speak to Professor Baker?

o

3) Hello, is John Smith in?
. ?
, HGHO ’

s

o

1) Good morning. Jiang Feng speaking.
2) Good evening. 320-7382.

o 320-7382,
3) Hello. 390-8762. Wu Yuan speaking.



R 390-8762., o
9. , Who are you?
1) May I ask who’s calling?
?
2) Who is speaking, please?
?
3) Can I have your name, please?
?
10. ,
1) Just a moment, please. I’ll call her.
2) Hold on, please. T'll get him for you.
3) Please hold the line. She’ll be here in a minute.
11. ,
o :6127701 612 7701,
0 O Zero,
double, : 6127701 six—one—two—double
seven—zero—one, six—one—two—seven—

seven—zZero——one,

1.

12. , past to, :4:23
four twenty-three, twenty-three past four,
2.2

Etiquettes for Absence or Non-Availability of
the Target Person

b o

1) I'm sorry she’s out right now.



