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% Warming Up

Match the pictures with the words given below.
rest room waitress registration form
guest book reception room bellboy

3. waitress

WA ERER
REGISTRATION FORM OF TEMPORARY RESIDENCE
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@@%ﬁ@m Listening and Speaking

(oW
(Dialogue 1 @

(G=Guest, R=Receptionist)

R: Good morning, sir. Is there anything I can do for you?

G: Oh, yes. I am here to see my friends Alice, Tom and his wife Lily, and their room
numbers are 302 and 501 respectively, They just called me and now are expecting me
in their rooms.

R: One minute please, sir. Would you please complete this

visiting card?

(@)

: Let me see. My name, visiting time, the number of my ID

card, my phone number... All right, I’ll do it.

: Thank you for your cooperation.

: OK, anything else?
: Yeah, Mr. Smith, your signature here.
OK.

QR Q

: Please take this card with you, Mr. Smith. Our bellboy will show the way and please
show the card to the floor attendant.

G: Thank you for your help.

R: You are welcome. Have fun with your friends, Mr. Smith.

G: Thank you.

Translation
i by, oA IREe R4
BN W), RIERBIRAIH AT ZI 2L, HW AL ZEFRiA], MAT60 55 RS
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(o
(Dialogue 2 &

(W=Wang Hong, S=Mr. Simon)

W: Welcome to China! Excuse me, but aren’t you Mr. Simon from the United States?
S : Oh, yes.
W: Good morning, Mr. Simon. My name is Wang

Hong, a guide from China Youth Travel
Service.

S : Glad to meet you. Thank you for coming to
meet us at the airport.

W: Glad to meet you , too. Mr. Simon, how was

your trip?

S : Fine. We had a very pleasant trip.
W: Is everybody here now? Our bus is outside the airport.

S : Oh, let me see. Yes, everybody is here.

W: Attention, please. Now please follow me to the bus.
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Translation
it AR BI R E TR, NSRS EDR A TE SR AR
Pa5E: W, FE
Ek BRE, WS4 T, hEEERITHR ST

Pi5E:
Pi5E:
Pi5E:

Fit:

TR PLILBNR . BHERARA LI E AT
IREEILBNR, PUSIEE, kiR a7
Ao FATBEIRIF L
BN ? AT 4 AR
RER, X, BPAHLE.

TR, AT EAE,

b S

1. Is there anything I can do for you? £ 1A FRHE M ARME AN 2

X2 F i s — )i kB B9 4] (T LA What can T do for you? B Can 1 help
you? B¢ May I help you? 5§ ), J TR . L. RWE. W8R. DhfibEy s, 2
XTI BN . AR SOy BEIRAFC Gy FRAT LIRS ARG FRAE A VR e A ang? {3
BARE LB & mE, Bl

—Is there anything I can do for you? A {1 AFK G AR AL 7

—VYes. I'm Jane Smith and I have a reservation. 4f-. F&J&f - @&y, A1

ey,

—What can I do for you, madam? J A, L SA47

—I’m looking for a dress for my daughter. FAE BT & JL KA IEAAKE

2. Would you please complete this visiting card? /REEE T X 5K K i iERD 7

complete Z°8 “HE; SERL”, JEKWBhiEl, RIS “fill out”. fI4N:

You simply complete the application form. {8 HFF I H %K

3. Have fun with your friends, Mr. Smith. FWRIIATA N IBCAS 0, & e

have fun &R “Bef3 IO, SEARMTR”. 2SI A F 847 have a good time /enjoy
oneself, iUl

Have fun with your holiday, Miss Li. B3, 2=/MH.

4. My name is Wang Hong, a guide from China Youth Travel Service. F& /& £k, [
HAEIRA TAE 1 2

#41A) a guide /£ Wang Hong FY[RI1F . 40

I’'m Li Lei, a student from No.1 Middle School. F &7, —Hag2aA,
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5. Glad to meet you. 1R = 24 WL EIR
LEVR”, E TR LT, HEIZh Glad to meet
F Nice to meet you. /How do you do? /How are you? H: [0

glad to meet you E N “fR 5240
you, too. FJ Y UL Ta 1Y [l g i
“A1 Nice to meet you, too. /How do you do? /Fine, thank you. %141l :

—Glad to meet you, Miss wang. £/NMHAR =524 WK

—Glad to meet you, too. 11 =24 WLEIR

6. Attention, please. i+ & o

=N =

HERE", HTURE R TR BUNA T

Pay attention, please. /Focus your attention please. /Everybody attention please. 7|4l

attention, please =N

Now, everybody attention please. FLAE, BN AFEE T .
New Words
receptionist /r1'sepfanist/ n. R 5t R
respectively /rr'spektivli/ adv. ﬁ?’jﬂ]ﬂﬁ % Fe, shA iﬂl
expect /1k'spekt/ v W,
complete /kam'plit/ v SERY,
cooperation /kau'ppa'rerfon/ n. E1E, PME
signature /'signatfa/ n. B, B4
bellboy /belbor/ n. 5, 1185
attendant /o'tendont/ n. M55 51, Fe
guide /gard/ n. ]
pleasant /'plezont/ adj. A NI, EFiE Y
attention /o'tenfon/ n. TE
Phrases and Expressions
visiting card ZIE
ID card E=gns
take...with ipoooooohii?
floor attendant &R B
have fun BoAs %
China Youth Travel Service AR A T
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[@] ) Useful Sentencesi)

1. Good morning. May I help you?
R ESF, A anT AR B g 2

2. Do you have an appointment?
TR A L7

3. Would you please complete this registration form?
REH— P EIC R ?

4. Could you sign your name here, please?
TIBAEIXAE 45

5. ’m sorry. The manager is not in at the moment.
XA, SN,

6. Would you please wait here for a little while?
TR LR SF — 2 L

7. Let me show you to your table.
BRI ST

8. Are you Mr. Green from Singapore?
TR B I A% AR e A i 7

9. How many pieces of luggage do you have altogether?
BRI Z 17

10. Your luggage will be delivered to your rooms in the hotel.

FT2R 23k B ARAET S 1 b o] HL A o

[@] ) Work Alone )

Listen to dialogue 1 and decide whether the following statements are true (T) or
false (F).
(T ) 1. The guest is here to see his friends and his wife.
(' F ) 2. The visiting card includes the guest’s name, phone number and his name card.

(T ) 3. The bellboy will show the guest the way.

@) Listen to dialogue 2 and fill in the blanks.
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(Il Complete the following dialogue using the words and phrases given below.

‘ single room reservation stay ninth of course }

A: Good evening, madam.

A: And your name, madam?

B: Anna White.

B: That’s right.

A: Could you just stay here, please?

like a porter?
B: Yes, please.

N Bate Wl
(@) Pair Work )

First listen to the two dialogues and repeat, then role-play them in pairs.

@D Make a new dialogue with your partner according to the following situation.
A visitor wants to see Mr. David Brown from Australia. The receptionist checks
the guest lists, calls to the room and then asks the visitor to wait in the lobby for Mr.
David Brown.
Key: (V=Visitor, C=Clerk)
C: Good morning,sir. Is there anything I can do for you?
V: Oh, yes. | want to see my friend, Mr. David Brown from Australia.
C: And your name, sir?
V: Tom Black.
C: Mr. Black. Let me check the guest lists. Yes, there are you. I'll call the room. Can
you wait for one minute?
V: Of course.
C: Mr. Black, please go to the lobby. Mr. Brown will be there.
V: Thank you for the help.
C: You are welcome. Have fun with your friend, Mr. Black.
V: Thank you.
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% Reading

5. &
(Pre-reading ‘;\%

Work in groups to discuss the following questions.

1. What are the basic rules in business introductions?

(1) Don’t use first names in business introductions, unless you are requested to do so.

(2) A less important person is introduced to a more important person, whether male or female.
2. What should you do to respond to the introductions properly?

(1) Stand up.

(2) Shake hands.

(3) Greet the other party by repeating the other party’s name.

(4) Say goodbye when you finish your conversation.

e
(While-reading Q%

Making an Introduction

The proper introduction can be a good beginning for future communication.

Don’t use first names in business introductions, unless

it is the office customer, a business client or customer who
requests to do so.

In business introductions, there is one basic rule: a less
important person is introduced to a more important person,
whether male or female. Once you are introduced, you’ll
attract other’s attention. Now, you should respond properly.

1. Stand up. No matter you are a lady or gentleman,

you should follow this rule. Approach and look at the other

person with a smile to show respect to the party.
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2. Shake hands. Shaking hands is to show your trust and respect to the other party.

3. Greet the other party by repeating the other party’s name. You can say, “Nice to
meet you, Mr. Brown.” or “It’s a pleasure, Mr. Brown.” or “How do you do, Mr. Brown?”’

4. Say goodbye when you finish your conversation. You can say, “Goodbye. |
enjoyed meeting you.” or “Goodbye. It was nice meeting you and talking to you.” or

“Goodbye. I look forward to seeing you again.”

Translation

W YA FIEAR AT R AR

BN A — AR 4, BRAERDAERF, Bl el - i skix
2.

RIS AT, A— AT ASerEs, PR B S AN A A .
— B AR, RSB BRI . T ORARRIZAE 2R

Lok, ANBIRIESEEE R+, RERNOZESF X — 50 . &I e R
EXTTT, ARG 7 ()8

2. BT BTN T X BRI S E,

3. FRIFXT 7 B 44 TR BRXS Iy A THARE o URAT LA, AT RisesE, R WK, 7
o e, ORI, T Bk e, RE. 7

4. GERYARI RN A . ARATRAUE, IR EGE IR, PRI, 7 B IR
FWRIFHIRAEHR, B0, 7 80 B ERRILEIR, AR, 7

RS v

1. Don’t use first names in business introductions, unless it is the office customer, a
business client or customer who requests to do so. 554 h— A —k 4, BRiE
SEIVARERF, R P B i BRI A

(1) first name &4 “&7, 802 V9H AL B — 5. Joif i 2 38 5 i first
name ( 44 ), middle name ( H[0] 4% ), family name (1) 20 i, — M Z5H) 24 + H B
&+ 1k, (BIERZY G MR AR 22 AR, 1 George Water Bush — it 5 1l George
Bush.

10
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(2) ZEi# I\ A] who requests to do so 1, requests FHEEE =22, 2 N AEA7iA the
office customer, a business client or customer F1F or &, or "R IHEEM A EBAK, 2
i p¥, and, W ZfiAH request.

2. Once you are introduced, you’ll attract other’s attention. — HARBEAZIRT, VREESI
U

attract other’s attention & “W5 I ABEE”, WA draw one’s attention, T
attention [} —255 15804 : pay attentions to ({7, FH) /focus one’ s attention on (F
HEREIIENTE 17 ) /call attention to ( Mty ) 5, Hi4n.

A light and whistle are provided to attract other’s attention. — > B8 B LT AN 0E IR 5 |
(LN

3. Shaking hands is to show your trust and respect to the other party. #2217 T [a] %] J
FRREITE 5%,

(1) shaking hands K82 RVE 18, BTSN HREOEA. Filn.

Talking with you is my pleasure. FIMRIRE, FRIRFEE,

(2) to show your trust and respect A Zfia A EXNERIE, BHh K T RIMROGEES
T, .

Looking at the other person with a smile is to show your attention and respect. [ fi{Z%
BEMITIER T RIS 5 E

4.1 look forward to seeing you again. KB EEREFK WK .

look forward to B2 “BrE, WifF”, to RMJridl, JE MR IAEEh 41 Filhn.

We look forward to hearing from you soon. F&A T 225 AN A BT 21448 14 9]

New Words

proper /'propa/ adj. E=1ib!
communication  /komjunr'kerfon/ n. A, bR
unless fon'les/ conj. BRAE, dnRA
client [klaront/ n. g
request /rikwest/ V. Rk, Ik
basic /"bersik/ adj. FEARHY
introduce /mtra'djuzs/ v. e

1"
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male /meil/ n. Bk e shY)
female /fi:merl/ n. ks MEMESY)
attract /a'traekt/ v 05|
respond /r1'spond/ V. [BIZZ5 5 [ml)
approach /a'prautf/ v BT, ST

n. itk BB
trust ['trast/ n. fFAE, 159

V. AAfE
respect /r1'spekt/ n. B
party /'pati/ n. —
repeat /rr'pizt/ V. G-l
conversation /kpnva'serfon/ n. LR, e

Phrases and Expressions

first name HF

stand up uhiE K
shake hands =T

talk to sh. GIEYNTSTT
look forward to doing sth. IR

o A
( Post-reading \‘%

Read the passage and decide whether the following statements are true (T) or false (F).

( F ) 1.It’s OK to use first names in business introductions.
(T )2.In business introductions, the basic rule is that a less important person is
introduced to a more important person.

( F ) 3. When you finish your conversation, you can say “Nice to meet you.”

@D Fill in the blank in each sentence according to the first letter given.

12
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(i) Fill in each blank with an appropriate phrase given below, changing the form if

necessary.

[ shake hands look forward to stand up first name talk to j

1. The man’s first name is Graves.

\‘}w

KXFENFEARIFLL

1. T4 &

e R RINREBEAN, BEERBEANGBA

2. i % R ALIE R Fu B 3K B )

IR R KALIL AR, TR MDA AR T A RIER, RELE
TRAEORFZERE, EF LA LRI TRIFFR,

3. HEAURT 1)

G056 T2 RALIKK AT SR B A ALY

4. BIESL

EAMEBENZA, BHEAR LT AERBGIAV ZE BT EH L, RAIKEN, /2
THEFARER, ARBFENEZE,

AR ST R T AR SRR, L@ R T AL

5. AN

WG, MANBARBES LANGE, BANBAR E KB E LTI,

6. MENIRIE, RFEF, FHRILH,

BRAMERF, BIRBAAE T HMRREFAFH TN, BHRIER FH—
GG P

13
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KB AALFE, RiEw—kAAA, wREAT, HERANAGLA, X T B o
Wi, pYAEFEA T,

7. BEE

BIEANG, ZRUNEARBITE, ZHIFEEATEOEN, ST TEORE.

% Grammar

Basic Sentence Conversion ( L7 /h) AU55 L )

O S
(Sentence Patterns \“%

I have not finished my work.

Did they go swimming yesterday?
What is in the box?

He is your teacher, isn’t he?

Stop now!

The work has been finished.

KT HEAM TS, F EERRIA SR ER | BER A, —Bh) S5H
AR E R, LA T 8hm) Sl i) i B = A

—. BRiRA (declarative sentence): FARBFIAEL, GEEENEE.

e.g. 15 & He is a student. She likes this book.

755 1 am not a student. We did not agree with her.
—. BEA (negative sentence):

L AR A ST Shin O R shiEl . B Slial s s A shiE, W e T S i) S

not.
e.g. He is not my brother.
I have not finished my work.
They will not come.
14
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2. WA T RIE TR SR AT shinl, AUEVE T Sial AT B SR not.
e.g. She does not like the boy.

I did not go to the movie last night.
TR InBhshia Al not 5, J5 T IR Sh IR EAR UL

=. %¥iaf) (question sectence):

1. — % %En) 4] (general question): H Yes &Y, No [FI%5 %) £ [n] 7]
(1) HESHY
e.g. Are you Chinese?
Did they go swimming yesterday?
Can you help me?
(2) BELH
e.g. Is he not a student? =Isn’t he a student?
Will you not come? =Won’t you come?
2. ¥R EEN) A (special question): ANTTH Yes ¥ No > [F125 19 £¢ ()4 .
(1) SRR A8 e W)
e.g. What is in the box?
Whose book is on the desk?
(2) SEIIR] + — R EEm )iy
e.g. Which do you want?
Who is he?
Whose book is this?
When did you come back?
3. PEHEEEN) M) (alternative question): H or FESEIR M B PIER4, DIEEPE, B R
e B ) B IR R L, ANEER] Yes a1 No 1%,
e.g. —Shall we go on Monday or (on) Tuesday?
—We shall go on Tuesday/On Tuesday.
4. ]2 B 5 A] (disjunctive question): FIZERRIRAIZ I, X BRI A B0 0 S SE 2 H AR
FRY%EM] .
e.g. He is your teacher, isn’t he?
You don’t like the movie, do you?

They have gone to Japan, haven’t they?

15
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M. #7{E5 (imperative sentence): FREMFWBAMESE, HHTEES, —

M EmgEEIE,
1. vi. Stop now!
2. vt + BEiE Give it to me!
3.Be + F£ift Be careful!
4. Let 5| 5 Let me try.

Let’s stop smoking.
FER: M AR E, 18 EHLERTTIIN Don’t,

F. #BA (passive sentence): HBIZhiEIbe Nk H15hiA T =5 R R

e.g. The cup is broken by him.
The work has been finished.
I am asked to answer the question.
L “He closed the door. ” A, &— T &g B AR L -
MRri&%]: He closed the door.
155E4]: He didn’t close the door.
%E[M)/] . Did he close the door?
What did he close?
He closed the door, didn’t he?
Did he or his sister close the door?
#1fdi4] . Close the door, please.
Don’t close the door.

#i8)A]: The door was closed (by him).

(o
5 (e
(Exercises \%

According to the examples given above, transfer the sentences below

into different forms.
1. T have finished the work.

2. She is going to clean the room.

16




. 1 ”
<g Unitl Reception 2‘@

@I Translate the following sentences.

LOEEPRIT 4R TARME.

Let’ s start work at once!

4AREAT 7T AEFIRG?

Writing

Poster (74)

VR FRAS N KRBT SRR . HL R DA S BRFEETE s i — il 5 B AL ) s )
ML, A AR RE DAL A 5] 7.

&

TR E P AR A RN BAE K FARE,  UFootball Match, Film NewsZ8 A DL
RINES, o BPoster (TR ) SEFFE,

IESCGRAEEEE HARNZE . IRt . Ml . SIne . UK R Iy 45

HE TR P RS B A4 38 A R A

HIIG FEAN T 17, L TM,

EBEHA

MR R T HABR R ) B Rk, BT, BEoRMER NS REZMER,
PLERINE H RO . I A 4im6ih KSITE S, W S Eeh SR .

it SR B E A, TR S E R B TR, I BT
T HTRIE S RS SRR 5 RN iR I

17
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2
(D
Friendly Volleyball Match

All Are Warmly Welcome
Organized by the Students’ Union of our school, a friendly volleyball match will be
held between French Department team and the team of English Department on volleyball
court at 3:30 p.m. on Friday, May 29, 2020.
The Students’ Union
Tuesday, May 19

-
0] ()
(Exercises ‘\‘%

Translate the following poster into Chinese.

You won’t want to miss this!
EXCELLENT INTERNATIONAL FOOTBALL MATCH
China vs. Korea
Place: Capital Stadium
Time: 3:30, June 10, 2020
Fare: 25 yuan
Please book tickets at the Reception Office (Tel: 4679561)

Everyone is welcome to come and cheer for the teams!

AERET!
BRI ERRBIKE S
T ElvsEAtF

A HEAE S
BffEl: 20204F6 H 10H T30
A 2570
TR LS (HLIE: 4679561 )
KA ARG A ERBA T !

18
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f1) Write a poster according to the following information.
FHEETI0H25H (A1) M b7 G E R AHZ IIREIT e Pl 2. (iR ) ,
MR GEH BAEWLE -

A Free Film: The Wandering Earth

All Are Warmly Welcome
A famous film The Wandering Earth will be freely played in the Multifunction Hall of

the Library on Friday, Oct. 26, 7:00 pm.
The Students” Union

Monday, Oct. 21

ﬁ 'Z JUST FOR FUN

Husband and Wife

The owner of a bakery was closing shop on a stormy winter’s night when a
man came in and asked for two sweet rolls. The baker amazed that anyone would
come out in such weather for just two sweet rolls.

“Are you married?” he asked.

“Of course,” replied the customer, “Do you think my mother would send

me out here on a night like this?”

19




