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Name Cards o

Exploring Ideas § {3?;

1. Suppose you are at a business party, intro- )i\i(\

cluding your name, position or title, the ,\}'\{
\.5'(-

duce yourself to those who are present, in-

company you work for, your phone number, -
email, fax, etc.

2. One way to learn words is to make vocabu-
lary charts. You can make a chart that lists
new words by categories or topics. What new vocabulary did you and your
partners use in the introduction? Add the words to the following chart.
Some words are given as examples.

Occupation Title/Position Address
teacher professor street
salesman manager district
engineer

Leading In

A name card, which is more often called a business card, usually bears such
personal information as one’s work place, professional title, address, telephone
number, fax, cable, email address and so on. Today it has become a must for
people to exchange name cards in social activities.
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Sample Study

Sample 1

Sample 2

Sample 3

endonmorris.com

...web design, e-commerce & Internet project management

Brendon Morris

brendon@brendonmorris.com www.brendonmorris.com
tellfax: +44 (0)20 8384 3674 mobile: +44 (0)7957 242 660
19 Bear Road, Hanwarth, TW13 6RB, London, UK

e_ FOREIGN INVESTMENT PERTER TEVERE CO., LTD.

Teppory Rayley

Marketing Manager

Add: 550 Sichuan Road (w) Shanghai Tel: 021-65347892
E-mail: jef2002@hotmail.com Fax: 021-65347878
Mobile: 13958040375

e SHANGHAI AUTOMOTIVE TECHNOLOGY
e & RESEARCH CENTER

Add: 380 Huaihai Road

Chen Liiun Shanghai P.R.C.

Tel: 021-54824332(0)
Executive Vice Director 021-68436724 (H)

Senior Engineer Fax: 021-24370748

Postcode: 200658




Words & Expressions

1. e—commerce: the activity of buying and selling goods and services and doing
other business activities using a computer and the Internet

2. project: a carefully planned piece of work to get information about doing
something, to build something, to improve something, etc.

3. automotive: concerning automobiles

4. executive: having power to carry out decisions, laws, etc.

Tips on Writing

1. Be sure to include the following key elements in a name card:
1) full name of the person
2) institution he or she works with
3) his/ her title or position
4) telephone or fax number, e-mail address
5) address
2. Print the name of the person and work place in bold to attract attention.
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Practice 1

Here are some words and expressions often used in the name card. Do you know

how to express them in English? Give it a try.

oo) Fou e [N

532 137
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Practice 2

Here are some names of companies or addresses, but there are some mistakes in the
capitalization. Can you correct them?

1. Jovan & Rogy electrical holding Co. ltd.

2. ford motor company

3. global debt recovery services
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4. economic development corporation
5. 1040 avenue of the americas, 24th Floor
New York, NY 10018

Practice 3

You are the secretary of Dalian Science and Technology Developing Co., Ltd. Can
you help your manager to translate his business card into English?
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: 35 :0411-84652883
1116021 :0411-84681792
:sjm_dl@yahoo.com : 13332278856

Practice 4

Design a business card for Mr. Yang, the personnel manager, according to the
following ad.

Glory Trans Co., Ltd. Shenyang Branch is seeking for an OFFICE ADMINI-
STRATOR to assist in the office administration duties. Interested candidates please
send your detailed résumé in both English and Chinese to Mr. Yang Pengfei, Per-
sonnel Manager, Personnel Department, 26th floor, Happy Valley Complex, 156
Huanghe Street, Postcode: 110034.

Email: pengfei@hotmail.com
Tel:  024-86576278 13609874303
Fax: 024-86596855




Greeting Cards

Exploring Ideas §

1. Do you know what holidays are celebrated in the USA
and China? Try to figure them out with your classmates.

Holidays celebrated in the USA Holidays celebrated in China
New Year New Year
Valentine’s Day the Spring Festival

April Fool’s Day

2. Do you know how people usually celebrate these festivals? Share your
information with your classmates.

Leading In

People don’t send many greeting cards nowadays because of the access to
emails or telephone calls. Nonetheless, a card with a handwritten line or two can
add a lot of pleasure. For most people, receiving a card is as good as receiving a
gift. Therefore, greeting cards are still used on many occasions. Some businesses

send greeting cards to their customers as a goodwill gesture.
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Sample Study

Sample 1

Sample 2

Have a great day!

Wishing All Waller Kinsfolk
A Merry Christmas
& a Happy and Prosperous 2004!

¥ Fi _

L g
from

Jocelyn and Marty Sanders




Happy
Mother's

day!

Tips on Writing

1. Choose proper greeting cards for different occasions.

2. Begin the greeting with “To” and end with “from”, but these are not always
necessary.

3. Capitalize the words that you want to stress.

4. Use different tones when writing to different people.

Useful Expressions

May you have the best Christmas ever.

May the joy of Christmas be with you throughout the year.
To wish you the blessings of a joyous Christmas.

Season’s greetings and best wishes for the coming year.

Gtk W o

We wish to show our gratitude and thanks with a small gift.
Happy Teacher’s Day!

S

I want to wish you love and happiness on your birthday.

7. May your birthday and every other day be filled with happiness.
8. I look forward to greeting you on your wedding anniversary.
May you have many golden years.
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9. Your years of hard work have paid off. Congratulations!
10.I can’t think of anyone else who deserves this more than you do.

Practice

Practice 1

Sometimes we are puzzled about the choice of words. Can you choose the
appropriate word for each sentence?

1. A Christmas from all of your students. (merry, happy)

2. the joy of Christmas be with you throughout the year. (wish, may)

3. Season’s and best wishes for the coming year! (greetings, congra-

tulations)
4. Best for the new year. (wishes, greetings)
5. We all wish you in the new year. (succeed, success)

Practice 2

Translate the following sentences into Chinese.
1. Your years of hard work have paid off. Congratulations!
2. May your birthday and every other day be filled with happiness.
3. Send you our everlasting feeling of gratefulness and thankfulness on this
special day.
4. May the blessings of Christmas be with you today and always.
5. I can’t think of anyone else who deserves this more than you do.

Practice 3

1. Your friend Liu Fan got promoted to chief editor of China Daily. Write a
congratulation card to him.
2. Write a card to your mother on Mother’s Day.

Practice 4

People are exchanging e—cards today. Have you ever given it a try? Send an e-card

to your friend. You will find it really fascinating.
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