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% Warming Up

Match the pictures with the words given below.

rest room waitress registration form

guest book reception room bellboy
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W Listening and Speaking

(Dialogue 1 \qf%

(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?

Q

: Let me see. My name, visiting time, the number of my ID
card, my phone number... All right, I’1l do it.

: Thank you for your cooperation.

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

& QO ® 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.

(Dialogue 2 \qf%

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

W: Welcome to China! Excuse me, but aren’t you Mr. Simon from the United States?
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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.

New Words

receptionist /r1'sepfonist/ R

respectively /r1'spektivli/ il A5 H ML, Al E
expect /1k'spekt/ MR, 458
complete /kom'pli:t/ FEIL

cooperation /kau'ppa'reifon/ HE, ME
signature /'signatfa/ B, B4

bellboy /'belbor/ R, 1120
attendant /a'tendant/ M55 bt Fee

guide /gard/ ]

pleasant /'plezont/ A NWRRY, &P
attention /a'tenfon/ HE

Phrases and Expressions

visiting card ZIE

ID card Bk

take...with gpooosoofE I

floor attendant RS bt

have fun oA 2%

China Youth Travel Service o EE AR T
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[@ ) Useful Sentences

1. Good morning. May I help you?
B4, A AT L B

2. Do you have an appointment?
TR A LG ?

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

4. Could you sign your name here, please?
TR LT

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

6. Would you please wait here for a little while?
T LA — 2 LG

7. Let me show you to your table.
BRI DE o

8. Are you Mr. Green from Singapore?
TR FUBT IS AR AR A 1 7

9. How many pieces of luggage do you have altogether?
LRIl Z 117

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

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

[@]) Work Alone

Listen to dialogue 1 and decide whether the following statements are true (T) or

false (F).
( ) 1. The guest is here to see his friends and his wife.
( ) 2. The visiting card includes the guest’s name, phone number and his name card.

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

@D Listen to dialogue 2 and fill in the blanks.

1. My name is Wang Hong, a from China Youth Travel Service.

2. Thank you for us at the airport.
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3. , please. Now please follow me to the bus.

(I Complete the following dialogue using the words and phrases given
below.

[ single room reservation stay ninth of course }

A: Good evening, madam.
B: Good evening. [ havea
A: And your name, madam?

B: Anna White.

A: Mrs. White, yes, a

B: That’s right.

for three nights.

A: Could you just stay here, please?

A: Thank you, madam. Here is your key. It’s Room 905 onthe floor. Would
you like a porter?
B: Yes, please.

A: I'll just call him. Enjoy your

[@) 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.




G4
“:Q Unit1l Reception <=

¥

Reading

(Pre-reading f%‘g?

Work in groups to discuss the following questions.

1. What are the basic rules in business introductions?

2. What should you do to respond to the introductions properly?

(While-reading fg’g

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.

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. I enjoyed
meeting you.” or “Goodbye. It was nice meeting you and talking to you.” or “Goodbye. |

look forward to seeing you again.”
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New Words

proper /"propa/ adj. GRTib]

communication  /komjunr'kerfon/ n. i, bR

unless /an'les/ conj. [ IEZN

client /klaront/ n. B

request /rikwest/ v R, iR

basic /bersik/ adj. AR

introduce /untra'djuzs/ V. et

male /merl/ n. B s

female /"fi:meil/ n. ks MEMEE)

attract /a'traekt/ v. 5|

respond /r1'spond/ v [m]2%5 5 [\l

approach /a'proutf/ v Eilr, fEiE
n. Titks LR

trust ['trast/ n. fFAE, 158
v. ARfE

respect /rr'spekt/ n. B

party /'pati/ n. —J5

repeat /r1'pizt/ v iyl

conversation /kpnva'seifon/ n. TR, Sk

Phrases and Expressions

first name H5

stand up ik

shake hands ET

talk to sb. YN

look forward to doing sth. IR

0 \ (3
((Post-reading {Ha

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

( ) 1. It’s OK to use first names in business introductions.

( ) 2. In business introductions, the basic rule is that a less important person is
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introduced to a more important person.

( ) 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.
1. You must obey the b rules.
2. He shouted to a attention.
3.Hea the bird quietly.
4. The message was peace, unity, love and r
5.C is difficult when people don’t speak the same language.

6. Could your what you said, please?

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

necessary.

L shake hands look forward to stand up first name talk to

1. The man’s is Graves.

2. You should with her when you first see her.

3.1 paying you a visit next week.

4. so that I can see how tall you are.

5. He turned aside to someone else.

X FENHIEARFLIL

1. BT 4 sh &

e R TRINREA, BREEREAGRN

2. i E R ALIE R Fm B 3K B )

R RPN CALILR, FALAFAE NS LI R G R RER, RELE
PREOIEZIETE, RFOAL LRI TNEFFR,

3. BEAURT 8]

S50 B A RAUIRK AT L B AL

4. BALESL

BEWMABENZN, BEARRATRERBX ARG R TER L, AR AR T
WBEFAREE, AREFENEZ,
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B A RE T B SNSRI, L@ T eI,

5. AN

NEE, UABARSES ZANE, BABAR EKBE AT TR,

6. MHINIRE, RFBF, FFXBL A,

BEARERF, B RERAE T HBWARRE TS F G EM, SRR T8 —
W 36 5 T o

KEFAL R, BizE—kA3A, deRBE A T HZEMNAGA ., 4o F B i
B, RS sFEATE,

7. B8 EHE

BRAEANE, BHBEARPITE, RHGEETENEL, ZHFTEORE .

W Grammar

Basic Sentence Conversion ( F:7/a) B4 )

e
(Sentence Patterns (S

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.

o 50
(Exercises \%

According to the examples given above, transfer the sentences below

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

10
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2. She is going to clean the room.
]

@D Translate the following sentences.

1 PRI TR TARE.

Writing

Poster (5:41%)

VAT FHORAS 0 ) KAEARAT SR L RS DA SRR S50 sl ) — s A AL ) 5 i
FWIER, A AR BC LA L i L g 51 g

-5

TEHROE TP A G BN R ARE, W Football Match, Film News35 74 DL 7R 4l
HINE, oW Poster (MR ) &7,

IESCGRATEEEE HARNZE . IRt . Mol . SIne . AR R IRy 4

HH A B 2 4 RO T

HEIN FEAN T 17, FAETA.

BEHSR

TR R T HARR T B Rk, R T, ZRAER NS REZMER,
DURSIE H RO IR A ws ) . Aimsih R RGN X Seh SRR

11
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kLI R R AE PE, A b )—SE ERE B W E RO AT, I BLAE R
ML RS SRR S R A

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

-

(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!

@D Write a poster according to the following information.
FHESETI0H25H (A1) e L7 e B2 IhReI T Rt 2. CIRiRHLEk) , X
IR ZZ BN R o

12
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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.




