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Culture & Etiquette
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F{1&R40IE, firstimpression \REZE, EE.ALL, You never get a second chance to make
afirstimpression, J|VIMEIRRAE—R, @WEEE XS, A, RiME PR, E—
AOFTHHTEZE, REZFE. Hair should be well maintained; face well shaved; ties
properly tied; pants should not drag the floor; shoes should be polished. And no white sox,
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Mark: Good morning Mr. Miller, it's a pleasure to meet you again.

Miller: Nice to see you.

Mark: Shall | meet my colleagues?

Miller: Sure, come with me.

Miller: Cathy, | would like you to meet our new comer, Mark, he just graduated from Beijing
University.

Cathy: Nice to meet you, I'm your schoolfellow.

Mark: Oh, yeah? That's great! | am new to the working world and would appreciate your
guidance.

Cathy: That's all right, I will try my best to assist if you need any help.

Mark: Great!
Miller: Well, as other guys are still not in, I'll introduce you to them later.
Mark: Al right.

FAA—E % Mark — el IEEhB g — (iR &R, TEAEETERE, HIE TR
Mark —#f, 15X HEZIEH,

Scene 2 EEFAEYRITIEE
Miller: Welcome!
Mark: Thank you, I'm delighted to be working here, Mr. Miller.

BTk, WERE5 Scene 1 18R, BiSEEELHENREARNA, (RERT TE L
XAz SN, T AR T ENE T

Could you introduce me to the colleagues? ( #&REFEF N BRIZE11D? )

| don't know anyone here. You'll have to introduce me. ( XEHAFENIAIR, HEAH

ENB, )

Scene 3 BMARANZBBEC
ﬂ‘[eﬂ%ﬂﬁ’]u 2. I'm Mark.
L. Let me introduce myself. My name's Mark.
BEILE. EERZEH. Good Morning. Let me introduce myself. My name's Mark Lin

and I'm new here.

Scene 4 TREASHMEFE
Miller: I'm glad you'll be working for us. We're like a big family here. We all work together as
ateam.
Mark: That's great. I'm eager to start.
Miller:  Well, let me tell you about some of our policies and practices here.
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All right. That will be a big help. I'm fresh out of college.

We requite all our employees to arrive for working on time and we insist that they
keep their lunch hours to a reasonable length.

| understand. That seems easy to follow.

Employee character is very important to us. We expect everyone here at C&C to be
industrious, cooperative, honest and open-minded.

I'm very glad to hear that. | think | possess all of those qualities.

We also try to do the best we can for our employees. We feel obligated to provide a
safe working environment, and we make every effort to listen to our employees'
concerns.

That's very admirable. That's also one of the reasons | wanted to work here.

Now, perhaps you have some questions. Is there any additional information | can
provide?

Yes, as a matter of fact. | have a few questions.

Certainly. Go ahead!

Will | be required to have a medical examination before | start work?

Yes, definitely. But the company will cover the expense.

And would | have to go through special training or preparations for the job?

Yes, you would. Our company believes in employee training and self-improvement.
And would it be necessary for me to work on weekends?

No, that wouldn't be necessary.

And one more question: do employees here have to go through a probation period?
No, they don't. Once you are hired you have the same rights and great privileges as
other employees.

| see. That's great.

Do you have any other questions?

No, | don't think so. You've been so helpful.

All right. I'm glad to hear that.

Well, I've probably taken up enough of your time.

We'll talk again soon.

I've enjoyed talking with you. Thank you very much.

You're very welcome.
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FYEEER UL, R—EEILBRIXEIE, 55K, TH—T, A Glad to meet you.s§ Pleased
to meet you. th g8, {RIZATTILEE. It was very nice to have met you. F0 It was nice meeting
you. RN ABRENEZ G, FeESH T, =T H—HiE: Hope to see you again.
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Wisdom in the mind is better than money in the hand.

MhELNR, MEIFhHEEH,

All things are difficult before they are easy.

RENFTHEFo

Keep conscience clear, then never fear.

gL, Bk R,

Four short words sum up what has lifted most successful individuals above the crowd: a

little bit more.
UAMET R AR 7 IR B
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—MRit, FEMAREBBERET, Bt ENIZIRITEXET, BEHASEL. HER
WA, BERUEFRAKEE, EAENER2LW, NF0 Daisy ¥xEE, SERZEM
Daisy, 2 Daisy 3, X5i=& Daisy FiZE? Tl Z AEBRFH CFR K, S AR SXIE?
WRYFIE, FABEUNECBERIES T, BAME?

HIFRFEEEANS MBS, FRIMNIHINASBHFRFSEARRMAS XL BRAE,
BHASIERIER, MRIF—REHLE "4 "kt SFH, BUURER, EWEFs0
LY oA, Every Office has its own protocol for who is called by his or her first name and who
is called by his or her title. New employees should follow suit, after listening carefully to how
people are addressed. G MIAEXFARIFE AL FHEFRITAM/ b8 kA8 B EES >
o FIATEBMESR, FEAAS EHEFRITH,
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Scene 1 BRMFIHEXEZF

BRI, BEh—, THERRXET, BEAXENLT, AARKBE ARTLT,
THIRFLELR, PRDIER LR RKIEN, WRABEEALI BT S —{ Mike, Ann, Vivian,
RIFABE—DBREFIT XL, TR VEENET,

HFIRHRXLZE

1. Ashley EBE “kKEAREWMIN", Ashley XIPMEFAANNNRE, —MNEBER
MEASFERESFI AR, GKRS, BEREDRS, HEBERAE,

2. Amanda kB TiE "E", BAEBEZEYN. Amanda R EHA, AMBAAMRSE.
EMXAM, MEBEH,

3. Brittany 7RI T XHEER "REFE=", INBFBANBRREHLER, BHET,
MARYE, BNSEZ/N\ES, REBE,

4. Jennifer JREE/RT34E ERE, MXABEEN LA, AR A IR Jennifer
BT —NERIMNE T, AMTHAN Jennifer XN FIFHETE,

5. Jessica FAKIEPH “ME", RN ALTFHEE, KIBHAIAA Jessica 2 EIE
SR L, thBEAAAEEDTEMHFANER LE, BEANABEHEEIAZRA

6. Katherine JEBFAE “4iEH)" —id, Katherine EMRERNE T, AN
FHWMEL, —REW. i, 4T RHSntitE, g &R, #E8E, —2%E
A, KE. FXI, XBEHF.

7. Megan AL EXPE “FAN" BE, Megan LANENREG/ BERBNLEZ, e
. THBHS. BERE. BEX,

8. Nicole FRAE “MAIBIANT o ATE Nicole LbEPEEEEE, EiBF/\. EMNER
%, WMERE, EEZE,; TEW. FANNRTHTE —RRIZ. ISR,

9. Sarah FEFIBFH “Ax", HBANREZERT. BHE. G TE. FARBR,

10. Stephanie EIFEREFEE, F "BE. . FENRE" R, BARKT EMW.
mE. R W, CEAER, BRERNRL, GENEERE L.

IR BL

1. Alex £ Alexander (985, AN Alex 25324 E. BEFEMSKNSET, BRA.
E. SAEE,

2. Alan %, ZEH—HMEFA, I Alawn, IT{UF Alan, &3k, XMEFE TR A Allan,
Allan. Ailin, Ailon %%, Alan 8% Z AT EE Aylwyn = Alwyn ( #EEHIIR ) IEE,
FrA B R ER A AR,

3. Chris 4 Christian, Christopher {85, Chris 28 AMEIR2INRERITVEER B,
BRBA. oTEXH#,
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MM ETHH AT A, BEE. BEAmMAECHER,

5. Kenny 72 Kenneth 8985, Kenny #iAAREBHNEEBZ, FRALEREERRL
HER, REEHENEARELTLNHNETFE A,

6. Ryan (B/R=1E) “/NETE", Ryan R BHERNB T, KERERANREE,

7. Sidney (%X ) BIXEMARHETE R, Sidney XNEFS ABRKBRHEEKNER,
RBRNER, BREAINA Sidney 2R 1E5 B NZMIBHRZ A,

8. Simon FHAEA, BEAUWE, Simon HMIEREBBMNBF, TS HEELHEIND
%, ERPEmMEENED,

9. Steven [E Stephen, Afi1iB#H4 Steven a0t HENWETF, s HrEL,
MHHEFIE,

10. Vincent (1T ) “fEAR" s AEBHHIAIAA Vincent Z5TE T RBMRAUBEA, BE
HEMAR, At A AIAA Vincent 2 HEHITE A,

LK, BRI Mark XPEFHAE, AMTAA Mark 21551, EERERHBEA, K
. BkBH, MERMUHAAR. ¥ESEIAZAY Mark I,

Scene 2 AMAIRFICFRFHEF
Ni—EZF, Mark B RIMEEHE K Cathy 7, i ECHERELEEZHEIL

SNEFENET, TESR—NIE, MERIEME, T&, Cathy HEM—DINE:

Cathy: | have a simple way to remember names.

Mark: Really? Can you tell me?

Cathy: | have an acronym ( EFE45 ) that helps me.

Mark: What is it?

Cathy: An acronym is an abbreviation formed by using the first letter of words in a phrase or
name.

Mark: | see, abbreviations.

Cathy: The acronym | use to remember names is FACE. F stands for focus.

Mark: Yes, but it's difficult. And A?

Cathy: The "A"is for ask. Repeat the name in the form of a question. For example, if you are
introduced to Bill, you can ask, "Bill?"

Mark: Doesn'tit strange?

Cathy: Of course not. It is natural that you would want to verify the name and make sure you
heard correctly.

Mark: It makes sense. Then, What is the C representative?

Cathy: The "C" is for comment. Make a comment about the person's name - a comment
that connects the name to someone or something that you can recall later.

Mark: You mean that if somebody tell me his name is Bill, and | can say "Bill? As in



President Bill Clinton?"

Cathy: You are clever. It is also a conversation starter so now you see why you don't need to

worry about what to say next. It comes naturally.
Mark: Yeah. And the last letter E?
Cathy: "E" stands for employment. Employ means to use the name in conversation with the

person. Using the name helps you remember it.

Mark: You are great, Cathy, can you repeat the meaning of FACE?

Cathy: | am happy to repeat it. First you focus and think only of the other person's name.

Next you ask or repeat the name in the form of a question. Then you make a

comment about the name. Finally you employ or use the name while you are

speaking with the person.

Mark: Ok, I've got that, Thank you, Cathy, | really appreciate your help.

Scene 3 Xf[EIZEHIFRIE
FHFE X, Mark RIZEI/AS], B2 Buchwald S st AT MITIRNE, KRG, BABT
T X ERFZ T AEIFRITE EHIE .

Mr. Buchwald:

Mark:

Mr. Buchwald:

Mark:

Mr. Buchwald:

Mr. Buchwald:

Mark:
Mr. Buchwald:

Mark:
Mr. Buchwald:

Welcome!

Thank you, I'm delighted to be working here, Mr. Buchwald.

Call me Buck, will you? My name is Reginald Buchwald but everybody calls
me Buck. It's easier.

I'd prefer to call you Mr. Buchwald. Isn't it rather disrespectful to make a
nickname out of one's family name?

Well, President Eisenhower was known as Ike. Everybody in this company
all the way up and down the line is called by his or her first name.

It's been our tradition ever since the company was small. And don't worry
about the 'disrespectful’ business. OK?

I'l try.

Good. But when there are outsiders, like business people from other
companies, it might be good to address your higher-ups as Mr., Ms. or
whatever is appropriate. To those outside the company, it may be interpreted
as a sign of flippancy ( 355, 1L ) orlax ( [A1#89 ) discipline. Get it?
Yes, sir. Thanks a lot.

(Laughing) And don't 'sir me either.

IRAFKE R R ERENRFR, RATHEIE UL T, MRBEIE], BIREE
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There is no certainty, only opportunity.
RE—ERER, RETRIEN,
Failure is never quite so frightening as regret.
EE RIS AR B2 1R 18,
It's what you do right now that makes a difference.
{RINFE P8 2 B IR 89 K5
It's not who you are underneath, it's what you do that defines you.
HRAESEHAEE, EEZNZROFMEATA.
| L,
. Lessqn;;%" Using Polite Language in the Office DR ZEILIRAE

EMARZAIFEHAGIE T RALEH, TRAIFEEHNIET REREAR. oo, LRI
FRKZE, R F A E MR R A e, ARSURAF AR T, “TR3('Go away"F
FAAiE, XBME, —&)"Could you give me five minutes?" BERA- bbb s AR AL
Ak, #GAFELNOIUAE, SHRORGT R HER, X R BRGIMEIHAETIA
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KESLHNZAMREL, XEFIEP HEERZEE 5P — LT IS, 40: thanks,
hello, hi, sorry %, BT ELHIFLIRAE, 2RI 5 RREMITHE, — A<t "Excuse
me", MAB—TS1K: "God bless you!", &G, EHRE1LIEME1—4). "Can | help you,
please?", FEEZEAME, EMIEFIEXMEBNENES, FrlTEEXHE
ELAEIE, XEERIESILFUR N AATL,

HBtba, WEFL&G, BMEBEAER, Mhiilth&3RR: Isntthat lovely! Oh, look at that! &
ZE2F F great, terrific, gorgeous, fantastic FEKMERIF, XHFAREHHNEE, MaEf A
XA —EB . Fit, EHEAILIIES, NTFRAMEERRK,
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Scene 1 SEEFRIF

FRES, YR Mark BiERE1—R2A%,
Mark: Hi, Are you guys going to lunch?
Cathy: Yes. Would you like to join us?

Mark: Okay.
Cathy: Mark, | need to tell you something while it is on my mind, you used the expression "You
guys”.



Mark: Yes, but | learn it from my American colleges.

Cathy: | know they do, but that doesn't mean it's correct or polite.

Mark: Why?

Cathy: Because the word "guy" is an informal term that refers to a man or boy. People today
use the plural "guys" without regard for gender. That is not correct usage of the word
and it demonstrates a lack of polish. If there are male and female, you could have
simply asked, "Are you going to lunch?" Or you could have said, "Are you ALL going
to lunch?"

Mark: | see, thanks a lot.

Scene 2 AREEIE

Cathy: Mark, | have noticed that when someone says "thank you", your response is always
"no problem."”

Mark: | often heard it, isn't it right?

Cathy: No, lots of people say that in response to "thank you". However, that is not the correct
reply. The correct response to "thank you" is "You are welcome." "no problem" is only
acceptable when someone asks if you have problem with something.

Mark: | getit, thank you.

‘JaldELD
I

Scene 3 BAEE
Mark:  Excuse me?
Stranger: Yes. Can | help you?
Mark:  Yes, please. I'm looking for Mr. Macmillan's office. Do you know where it is?
Stranger: I'm sorry, | don't know, but the guard over there should know.

Scene 4 SHET
Mark: Excuse me, madam?
Stranger: Yes. What can | do for you?
Mark:  I'm new here and | can't seem to find the lunch room.
Stranger: Oh, it's right downstairs. I'm going there myself. Just follow me.

Scene 5 EIRIM
Terry: Hithere! My name's Terry Graham. You're new around here, huh?
Mark: Yes. My name's Mark Lin. | just started a couple of weeks ago.
Terry: Well, if there's anything | can do for you, let me know.
Mark: Thanks, | appreciate that!
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Scene 6 [EIfERIE

John: Hello, Mr. Lin.

Mark: Hi, John. How are you feeling today?
John: Much better, thanks.

Mark: Glad to hear it.

M ERR—EEIGRONATINE, EYIAMENIE, (RIEETRESAE,. SR, RE

ZICEMANEMUEXLE, FERENROE—ENEERTNDEIE,

FEHBEEIL NP, SRFBEMEN, FEAFMEEEABRNA. 5L, BRI

HAEL?" FESMEHAt—AE, REBMME, (REFEACKIIANRBE, XAHE, RETUAET
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Pattern 1: May | do sth.?
f5140: May | come in, please?
May | use your telephone?
May | have your attention, ladies and gentlemen?
Pattern 2: Do you think | could do sth.?
f5l70:Do you think I could send a fax of these proposals to our branch in China?
Pattern 3: Is it all right if I do sth.?
Is it all right if I call my office to see if there are any messages for me?
IRBAMERIRAB B EBRE T, WRIRRESE R LT, BATLOR: Certainly

/Sure /I'd love to. WRREBAT M (i), HEARE, BAELBSHEFERHER, 1EARK
FWRBBSERTREA o FTA, IREZEALXMEE. I'm sorry but...tEZ0:

I'm sorry but my spelling is terrible.

I'm sorry but we aren't allowed to smoke here.

weohbrp, BMER LS, EBXRTEHERESN, WEFEERTRGE:
Will you...?

Would you like to...?

Would you mind doing sth?

Would you be so kind as to...?

I wonder if you would...?

I would be grateful if...

| would appreciate if...
WRTEIXEAF, FERSABMAN FENEEIEKIRNEER, REEMHENRE

SKIERZEK, EEdn: | wonder if you could do me a favor by posting the letter in the post office on
your way home? XENERTEKRFEIT, M FEXEaE: Wil you follow me and go this way,
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