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Unit Lindd 1

YUl

UnitiGoals)

What You Should Learn to Do
1. Greet people and give responses: first
meeting and meeting again
. Exchange personal information: name /
address / telephone number / job / study
. Introduce people to each other
. Meet people at the airport
. Say goodbye to others
. Greet people in different languages
. Write a business card

What You Should Know About

. Etiquette of meeting and introducing
people

2. Etiquette of exchanging business cards

. Basic sentence structures

2014.7.22 12:16:04 PM



‘ Unit Lindd 2

4 Section | Talking Face to Face

Imitating Mini-Talks

Speaky and| Recite)

1 Work in pairs. Practice the following mini-talks about greeting and introducing people.

1)

2)

3)

)

5)

Meeting People for the First Time

A: Hello, David Green! I'm Lily Zhang.
B: Hi, Miss Zhang! Nice to meet you.

A: Nice to meet you, too. Mr. Green.

B: Oh, please call me David.

Exchanging [ NS

A: How do you do, Prof. White? Glad to meet you.

B: How do you do, Prof. Wang? Glad to meet you, too.
A: Here is my business card.

B: Thanks. This is mine.

Introducing Friends

A: MayI my friend Lily? She is from Class One.
B: Oh, hello, Lily. 'm Jack from Class Two.

C: Nice to meet you.

B: Nice to meet you, too.

Meeting People Again

A: Hello, Waters. How are you these days?
B: Fine, thanks. And you?

A: I'm fine, too.

Saying Goodbye

A: Thank you for the nice party, Lin. We really had a
very good time.

B: I’'m glad you enjoyed it.

=

Thanks for inviting me.
B: Thanks for coming.

3
3
o
)
2
)
3
~
2
:
a
]
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Unit Lindd 3

Acting out the Tasks _
Speaky and| Rerformj

2 Work in pairs and act out the tasks by following the above mini-talks.

Introduce an English

teacher to your Greet your business

classmate. partner, Mr. Johnson,
at a trade fair.

Studying Business Cards _
Studyl and| Imitate)

3 Business cards are very useful for introducing people. Read the following cards
carefully and try to use the information to practice short dialogues.

I’'m Michael Breen. Please

Sample 1

call me Michael.

Department of Social Linguistics

Pittsburgh State University ’

Dr. Michael Breen
(Dean)

b
Address: 1701 South Broadway, Pittsburgh State -
University, Pittsburgh, KS 66762
Tel.: 316-231-2750 E-mail: alright@263.net

Fax: 316-231-2756
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My name is Li

Tiegang ... . Sample 2

Binhai Electronics Ltd.
Li Tiegang
Electronic Engineer
Address: No. 50 Changjiang Road, Binhai City
E-mail: ltg6@hotmail.com
Tel.: 0411-4673XXXX
Mobile Phone: 1362512XXXX

Following Sample Dialogues e
Imitate) and} Perform)

4 Read the following sample dialogues and try to perform your own tasks.

Meeting People for the First Time

Lu Yang: Hello, nice to meet you. My name is Lu Yang.

Michael: How do you do, Professor Lu? I'm Michael Breen. Please call me Mike.
Lu Yang: Welcome to our department, Mike.

Michael: Thank you. Here’s my card.

Lu Yang: Thanks. So you are here for the research project?

Michael: Yes, I am.

Jack: Excuse me, are you Mr. Li Tiegang?
Li Tiegang: Yes,Iam.

Jack: How do you do, Mr. Li? I'm Jack Green from Zhonghua Technical School.
Li Tiegang: Nice to meet you, Mr. Green. Welcome to our company.

Jack: Thank you. Here is my business card.
Li Tiegang: Thanks. This is mine.

‘ Unit Lindd 4 @ 2014.7.22 12:16:11 PM



Unit Lindd 5

Meeting People Again

Lu Yang: Hij, long time no see, Mike. Do you remember me?

Michael: O, it’s you, Professor Lu. How nice to see you again. How are you?
Lu Yang: Very well, thank you. How is your project?

Michael: It’s going fine. 'm here to present the project report.

Lu Yang: Good. I'm also here for the conference.

Michael: Really? It’s a small world.

Li Tiegang: Hello, Jack. Haven't seen you for ages. How’s everything?
Jack: Hi, Mr. Li. What a pleasant surprise! I'm fine. And you?
Li Tiegang: Very well, thank you. What brings you here?
Jack: I’m here on business. How are things going in your company?
Li Tiegang: Not bad. How about you?
Jack: Just doing well. Would you care for a drink?

Putting Language to Use _
Spealky and| Complete)

5 Imagine you are meeting an English teacher from the USA at the airport. Read aloud
the following dialogue with your partner by putting in the missing words.

You: Hello, are you Prof. Smith from the United States?
Mr. Smith: Yes, Robert Smith. Please call me 1 .2 for meeting me

at the airport.
You: My 3 . Welcome to China. My name is Zhang Lin. 4
my card.
Mr. Smith: Thank you. Here is mine. And 5 my wife.
You: 6 , Mrs. Smith?
Mrs. Smith: How do you do? It’s nice to meet you. Please 7 Mary.
You: How was the 8 , Mary?
Mrs. Smith: Well, it was OK, although a little tiring.
You: Then let’s get your luggage and go to 9 now.
Mr. Smith: O, thank you. It’s 10 of you.

@ 2014.7.22 12:16:11 PM




‘ Unit Lindd 6

Speaky and} GCommunicate;

6 Imagine you are a new employee ( ) at a joint venture ( ). Mr. Smith is the
general manager there. You meet him for the first time at the company’s canteen ( ).
Fill in the blanks according to the clues ( ) given in the brackets. Then act it out with
your partner.

You: 1( ) . Are you Mr. Smith?
Mr. Smith: Oh, yes. Simon Smith. Are you a newcomer?
You: 2 ( ) . I'm a graduate
from Binhai College. My major is marketing.
Mr. Smith: Very good. 3 ( ) .
You: I’'m happy to work here. I know 4 ( )
Mr. Smith: And you may also know I’m a lover of Chinese food! 5 ( )
You: 6 ( ) . But I don’t have a card yet. As I go online,

I can give you my e-mail address.
Mr. Smith: That’s OK. Let’s take a seat at this table. I'll take down your e-mail address.
You: Thank you, Mr. Smith. 7 ( liying@yahoo.com.cn)

< SECTION |1l Being All Ears

Learning Sentences for Workplace Communication -3

Listen) and| Repeat}

1 Listen to 10 sentences for workplace communication cross-referenced with their
Chinese translations.

1) Hello, nice to meet you. Mrs. Waters. 1) sy, WERIGRE>:, REETRA.

2) Excuse me, are you Mr. Green from  2) XA, i ) £ M R A5 AR G
England? A9
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3) I'm Jack Green from Canada. Here is my
card.

4) Glad to meet you, Paul. Here is my card.

5) How are you, Jack? Nice to see you
again.

6) Welcome to our college, Dick.

7) Hi, long time no see. Do you remember
me?

8) What a surprise to see you here.

9) O, it’s you, President Kong. Nice to see
you again.

10) My name is Richard Washington. Please

3) AMIIERRIATE - K. KR
2R

4 RE, WEWRRES. KRR A

S) ARve, VRIFAD? PR WRIRE &%,

6) WGUDRENFA 1R, Wy,

7) B, ARKEERIL T . IRIEICASHEIL?

8) 1EXHIFIWREAMTE

9) ML, RAEEF, LK. RESERIL
2l

10) FenyEARE - ARREG, win B A

call me Richard. Hr.
excuse Canada college
surprise president
Listen) and} Match)

2 Listen to the following sentences for workplace communication in Column A and match
each one with its Chinese version in Column B.

a. WREF, 209, ARESERIENR,

1) How are you? Nice to meet you.

2) Hello, this is Professor Kong, our
president.

b. Wl ANV, ARIEICHRENG?

3) Hi! My name is Peter Green. Glad to
meet you.

. (EXHEEFIIRE AL ARE .
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‘ Unit Lindd 8

4) Hello, John. So glad to see you again.

5) Good morning, Mr. Smith. How are you

doing?

6) Hi! Jack. Do you still remember me?

7) May I introduce my sister to you?

8) What a surprise to see you here.

9) Welcome to our college. This is my card

10) Are you Mr. Black from America?

d. WOUSRBIBA b, KREHIZ
e Wil FRIUGEAT - HEAR. AREENNR,
f. B SEERIAR eSS 7

g BbhF, WS, —DIEIn?

h. Gl DLEAR 2,

o1 IR TR G — P RREIHEH.

jo el XARELEER, AR,

Listen) and} Respond]|

1) A) How do you do?
C) 'm fine.
2) A) Great. Thank you. And you?
C) How are you?
3) A) Yes, I'd like to.
C) I'm from Beijing.
4) A) You’re welcome.
C) 'm Helen. Nice to meet you.
5) A) Pleased to meet you.
C) It doesn’t matter.
6) A) Thank you.
C) Yes, fine.

B) Good morning.
D) It’s very nice.

B) Yes, I am.

D) How do you do?
B) Never mind.

D) Nice to meet you.
B) Certainly.

D) Go ahead.

B) I'd love to.

D) Not at all.

B) Good luck.

D) I don’t think so.

3 Listen to 6 sentences for workplace communication and choose their right responses.

2014.7.22 12:16:18 PM



Unit Lindd 9

Handling a Dialogue B |
Listen) and} Decode)

4 Listen to a dialogue and decode the message by finding out the correct choices in the
brackets according to what you have heard.

John 1 (Thomson, Simpson, Timpson) is an overseas student in China. He is from
England. He studies Chinese in the university. And Lin is a 2 (first-year, third-year,
fourth year) Chinese student at the university. The two young men meet for the first time.
They introduce themselves to each other with 3 (pleasure, pressure, politeness). John is
doing his Chinese 4 (project, program, product) at the university. Lin is going to graduate
a year later. He intends to further his study in the UK by working toward a 5 (bachelor’s,
master’s, doctor’s) degree. Both John and Lin are online. From now on they can also keep

in 6 (reach, speech, touch) through the Internet and help each other at any time.

Understanding a Short Speech / Talk s

Listen) and} Complete)

5 Now listen to a short speech / talk and fill up the blanks according to what you have
heard. The words in brackets will give you some hints.

Good morning, everyone. It’s my honor to introduce 1 (whom?) to you.
Professor Waters is from 2 (which country?). She will teach us English
3 (when?). Professor Waters is an experienced teacher. She has taught
English 4 (where?). She is a very good teacher and she is really an expert
in 5 (what?). She is the author of 6 (what?) in this field. So,
itis a pleasure for us to have her as 7 (who?) here. Now, let’s welcome her to
say 8 (what?) to us!

@ 2014.7.22 12:16:18 PM ‘




Listen} and} Match)

6 Listen to the speech / talk again and complete the information in Column A with the
right choices in Column B.

tell the students how to greet people.

i , say goodbye to Mrs. Waters.
Th f th h is t
IR B EE SRR introduce a foreign teacher to the class.

&0 oo

invite an American friend to visit China.

the United States.
Canada.

Professor Waters comes from .
Australia.

e o oo

England.

to students from many fields.

, in many different countries.
Professor Waters has taught English ) ) )
@& to experienced teachers in China.

e o o oB

for a number of years in England.

knows well how to teach English.

is a new hand in writing books.
Professor Waters ) .. <
writes books in different fields.

e o oo

is very good at speaking English.

a thank-you speech.

i h.
This speech is i e
a welcome speech.

e o oow

a closing speech.

10
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4 SECTION Il T7rying Your Hand

Practicing Applied Writing B

Write; and) Simulate;

1 Read the following two samples of Business Cards and learn to write your own.

National Board of Employment, Education and Training

Michael Smith
Professor / Chairman

Address: 12 Farrell Place Tel.: 62-267-7362

PO Box 9880 Fax: 62-267-7360

Canberra City, ACT2601 E-mail: mismi2002@yahoo.com
AUSTRALIA

Foreign Affairs Section, Binhai Municipal Government

Li Ya’'nan PhD
Deputy Chief / English Interpreter

Address: No.10, Beijing Street, Binhai City, P.C.: 116000
Fax: 0411-2655XXXX

Tel.: 0411-2655XXXX

E-mail: lyn001@163.com

i1
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Write; and' Create)

2 Translate the following business card into Chinese, using the data bank in the
Workbook for reference.

Binhai Electronics Ltd.

Li Tiegang
Software Dept. Manager /
Electronic Engineer

Address: No. 50 Chang Jiang Street, Binhai City
Post code: 116023

Tel.: 0411-4673XXXX

Fax: 0411-4708XXXX

E-mail: 1tg6@263.com

3 Write an English business card according to the information given in Chinese.

98
116023
0411-4708XXXX
flie03@263.com
1361431 X XXX

12
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4 Fill in the passport with your own personal information, using the data bank.

P CHN | 148442749

Name in full
Sex Profession Marital status
Date of birth Place of birth

Date of expiry

Identity card no.

POCHN < < < <K<K <K<K<K<K<K<K<K<K<K<K<K<K K<< <K<

1484427499CHN6507208F050302819202102< < < < < < < < < < < <90

Writing Sentences and Reviewing Grammar |

f \Wiﬁdawioan‘Fammur'

1 FiEHBIE +EIB) (+K1B):
Animals can’t speak. (F+iH)
Mary runs every morning. (F+HE+HR
They speak English. (F+IB+E)
I gave him a visiting card. (F+iH+BE) R+ HE)
She loves dogs very much. (F+HE+EHR)
2 EE+RIE+RIE
Self-introductions are important.

3 There be A=

There is a map of China on the wall.

Unit Lindd 13 @ 2014.7.22 12:16:223 PM ‘



Wiite; and] Apply Rules;

5 Analyze the following sentences to see which pattern they belong to.

1) Both men speak loudly and clearly.

2) An introduction usually includes a greeting and a handshake.
3) My e-mail address is lin@campus.com.

4) They will just wave goodbye to the whole group.

5) Our department head will give a dinner to welcome you.

6) You could simply call me Wang.

7) In her bag there is a passport and a pen.

Write; and| Correctj Mistakesj

6 Correct the errors in the following sentences.

1) The manager for them prepares some beautiful gifts.

2) Could you tell to me something about their cultural background?
3) Mr. Wang has left in their mind a deep impression.

4) Do they always wave to you goodbye in an informal way?

5) There are always some people talk happily in the park.

6) There has some water in the glass.

7) On the door has a big red Chinese word “Happiness”.

8) The girl looked the small animal with pleasure.

9) He gave to her some lovely flowers.

10) The streets always have many cars run nowadays.

Write; and} Translate;

7 Translate the following sentences into English.

1Y)

2)

3)

14
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 Unit One, Hollo, Hil.

4

5)

6)

7)

Write; and] Describe) aj Picture)

8 Write a short passage of about 100 words to tell a story or about an event related to
the picture given below. Some useful words and phrases have been provided to help
you. You may start the passage with the sentence: Chinese New Year is also known as
Spring Festival.

the first day of a new year:

according to the Chinese lunar calendar:

be regarded as the most important traditional holiday:
Chinese people. home or abroad:

many special customs;

pay a new year call ( ):

greeﬁng with a unique gesfure:
bow to each other with their hands clasped:
offer best wishes:

a happy and prosperous new year.
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4 SECTION IV Maintaining a
PASSAGE 1| s

The Business Card: a Social Faux Pas

You, like most people, probably have been in such a situation
where you are being asked for a business card, and while reaching for
it ... and ... oops ... “I'm sorry, I must be out at the moment” or “they
must be in my other bag” or “I left them at the office, I'm sorry,” and the
conversation continues on with some sort of story about how this “never
happens to me” or “I knew I was forgetting something this morning ...”

Missed connections are missed opportunities for business. Business
cards are a useful marketing tool, and an easy one to have with you at
all times. Not having your cards can be seen as being unprepared to
market yourself and your business. Don’t start that new contact leaving

® them thinking “that person is already unprepared”.

“Never leave home without it ...” There are so many things we
often have to remember in this go-go world we are living in ... but your
business cards should ALWAYS be with you.

Here are a few tips for you to go take care of this right now, so you
don’t get caught in this situation:

<> If you don’t have a job, get Networking Cards.

< If you are employed, and haven’t had new cards in 2 or more
years, it could be time for an update: info update and photo update ...

<> Perhaps set a goal of handing out 5 cards a day.

<> Practice what you will say when handing them out. On a daily
basis, there are so many opportunities to do so. Grocery store lines,
coffee shops, waiting on your car wash, meetings, and even the dog
park!

<> Ask your network to network with and for you also by handing
out a few!

Work smarter, not necessarily harder!

go take care of = go and take care of, 184
FRBPH “ERIN . EENFEEOED,
go5ENFiEMALY, Ha®igXand=to,
16
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social faux pas

business / networking card ( )
reach for ( )
be out (of)

at the moment

continue on

get caught in

it is time for ¢ )
hand out

on a daily basis

not necessarily

\. J

Read} and| Thinkg
1 Answer the following questions according to the passage.

1) Have you got your business cards or networking cards? If not, why not?

2) How do you understand the title of the passage 7he Business Card: a Social Faux Pas?

3) Why does the author say “missed connections are missed opportunities for business”?

4) Can you explain the tips in your own words?

5) What does the last sentence mean?

Read| and} Complete;
2 Complete each of the following statements with words or phrases from the passage.

1) Have you ever been in a difficult where you have to make silly excuses?

2) Itis not polite to keep silent when others want to have a with you.

1irg
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3) I go to the grocery store only once a week. I have some to help you keep
vegetables fresh.

4) American people would use the word “ouch” when British people say

5) Chances never favor minds.

6) This pop band performs worldwide hundreds of times each year.

3 Fill in the blanks with the proper words or expressions given below, changing the form
if necessary.

[
|
[ at the moment reach for continue on get caught in out of
|
| time for hand out not necessarily take care of leave without
|
|
| 1) The 2008 Beijing Olympic Games were such a good the world to know
' more about China.
: 2) The change of a city is a change in its becoming more beautiful and fashionable.
! a faux pas situation where I was introduced as the General Manager but
' “Assistant Manager” was printed on my card.
: 4) Of course I will what you feel about it, but business is business.
| 5) The professor encourages us to opportunities instead of waiting for good luck.
I 6) Do you believe that love could even when the beloved is away in the other world?
: 7) Never giving thanks to your teachers who have helped you all the years.
| 8) The freshmen could help the tickets for the college’s “Do It Yourself Show”.
I 9) Sorry, I can’t give you an answer . I need to think about it further.
: 10) Another story? Oh, children, my mind is any stories at the moment.
Read) and| Translate)

4 Translate the following sentences into English with the words or expressions given.

1) market

2) employee, not
necessarily, update

3) go-go, right now

@ 2014.7.22 12:16:225PM
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4

5)

6)

continue on, some

sort of story, be caught in

missed, set the goal, leave without

on a daily basis, not necessarily

Read| and| Simulate)

5 Pay attention to the italicized (

Chinese sentences by simulating the structure of the English sentences.

You, /ike most people, probably have been in such a situation where you are being asked
for a business card.

Your company, /ike many others, probably has been in such a situation where it is being
blamed for the poor quality of the products.

I'm sorry, our manager 7zust be out at the moment.

D sorry, it must be out of children’s reach.

I knew I was forgetting something this morning.

She knew she was speaking too much at the meeting.

Not having your cards can be seen as being unprepared to market yourself and your
business.
Not showing a smiling face can be seen as being unfriendly to others.

) parts in the English sentences and translate the

o
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PASSAGE I}

Don’t start that new contact /eaving them thinking “that person is already

unprepared”.

Don’t talk back to the new boss /eaving him thinking “that person is too proud”.

tell jokes

Never leave home without it.

Never /eave your friends without a goodbye.

How to Greet People in Different Languages

Have you ever stopped to think about how many people are saying
“Hello” to greet each other today, and in how many different languages?
If you want to say “Hello” to everyone on the planet, you would have to
learn at least 2 796 languages and greet at least 6 500 000 000 people.
Here are some of the ways of saying “Hello” around the world. Hola in
Spanish, Ciao in Italian, Nihao in Chinese or Bonjour in French, and
many more!

Sounds hard to learn to say so many “Hellos”? Don’t worry! It seems
that nowadays the English word “Hello” is getting accepted in more and
more cultures. Besides, you can find some other ways to greet people,
too. Here is a simple, and amusing, way to greet foreigners wherever
you might travel around the world.

A friend of mine who travels widely does not say “Hello”, but she
tries to learn to say “Beautiful” in the local language. She can use it to
“greet” a mother holding a baby, or to “greet” an old lady watering her
flowers, or to “greet” a lonely salesman showing a photo of his family.
The ability has earned her friendship all over the world. So why not —
when even one word can bring about such pleasure?

Fun, isn’t it? And we don’t need to pronounce those different
local greeting words accurately. With a hearty smile, it can be well

2014.7.22 12:16:225PM



understood and appreciated. The “Beautiful” greeting is like sunlight

that melts the coldness between people. So instead of complaining

about a foreigner’s misunderstanding and unfriendliness, let’s learn to

say “Beautiful” in the local language whenever and wherever you travel

around the globe!

f Wihdbw‘on|U§efﬁI’Ei(pressibns'

say in (a language)

have you ever (done something)
get accepted

stop to think about

another way to (do something)
don’t need to

why not

complain about

instead of doing something

A

1\

Read) and} Judge;

6 Are the following statements true or false according to the passage? Write T/ F

accordingly.

1) According to the passage, saying “Hello” is more and more accepted in the world

as the way of greeting.

2) In France, people say Bonjour to greet each other.

3) The author’ friend finds it unpleasant to greet local people with “Hello”.

4) A mother will be happy to hear a foreigner praising her baby, even with a strange

accent.

5) Salesmen often have to leave their families to do business alone.

6) Instead of greeting in words, now more people choose to simply give a hearty smile.

7) Itis a must to pronounce the greeting words accurately to get a friendly reply.

8) Itis in fact not very difficult to make friends with a foreigner.
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Read) and} Translate)

7 Translate the following sentences into Chinese.

1) Have you ever stopped to think why many people are complaining about all the

pressure in life?

2) If we want to make friends in the company, a simple way is by giving them hearty

praise.

3) A friend of mine learns to say “I love you” in the local language wherever she travels.

4) So why not — when even a friendly smile can bring about such a good result?

5) The old lady did not speak Chinese well. But she said “Nihao” with a hearty smile.

6) Smiling is like sunlight that could melt the coldness between people.

7) Instead of complaining about all the hardships in life, let’s learn to find and make more

fun every day!

Try to find different
ways people say goodbye
in different languages.
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4 SECTION V Appreciating Culture Tips

Discuss, Appreciate and Comment

Adverﬁsing Slogans

Save Money, Live Better.
Wal-Mart

RIRID

We mine for progress.
MMG

MIMIG FRotress”
A FRBRL A

Impossible is nothing.
Adidas

Al 388 1 Hr

Good to the last drop.
Maxwell House Coffee

2= H7 B /R WNHE

No business too small, no
problem too big.
IBM

El PR AL RS 2 7

Let's learn to ctpprecictfe

progress

too small

too big
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