HANDOUT 1:  INTRODUCTIONS

. 
INTRODUCING ONESELF (more formal and polite to less formal)

Person 1:  Hello,  I’m____(name)________ .  Nice to meet you.

Person 2:  Nice to meet you, too.  I’m ___( name).  

 Other introducing expressions (from relaxed to more polite)

Nice to meet you.  ( Nice to meet you, too.

Glad to meet you. (  Glad to meet you, too.


I’m pleased to meet you.  (  Pleased to meet you, too.

It’s a pleasure to meet you. ( It’s a pleasure to meet you, too.  

INTRODUCING ONE PERSON TO ANOTHER  

Person 1:  Person 2, this is Person 3.  Person 3, this is Person 2.

Person 2 (to Person 3):  Nice to meet you.

Person 3 (to Person 2):  Nice to meet you, too.  

_________________________________________________________________________________
TITLES

	Mr. 
+ last name only
	for all males

	Mrs. 
+ last name only 
	for females that are married

	Miss 
+ last name only 
	this is only used for never married females

	Ms. 
+ last name only
	this is used for females if she's married or not


If you don't know the name = Sir or Ma'am (never Miss!)

INTRODUCING ONE PERSON TO ANOTHER (from more formal and polite to less formal)

· Mr. Smith, may I introduce you to Mr. Jones, a friend of mine? 

· Mr. Smith, I'd like you to meet Mr. Jones.  Mr. Jones is __(job/relationship)_
· Mr. Smith, this is Mr. Jones, who's __(job/relationship)___

INTRODUCING ONESELF (more formal and polite to less formal)

· How do you do? May I introduce myself? My name's ... I work for 

· Good morning. Allow me to introduce myself. My name's ... 

· Hello. I don't think we've met. Let me introduce myself. My name's ... 

· Hello. Haven't we met before? My name's ... 

· Hi. You're Mr. Smith, aren't you? I'm ... 

POSSIBLE RESPONSES AND REPLIES 

· How do you do?  (Note: the answer to “How do you do?” is often “How do you do?”)

· I've been looking forward to meeting you. ( I’ve been looking forward to meeting you too!

· It’s a pleasure to meet you.  (  It’s a pleasure to meet you too.

· I'm so (glad/happy/pleased) to meet you.  ( I'm so (glad/happy/pleased) to meet you too.

· It's nice to meet you. ( It’s nice to meet you too.

· Pleased/Glad to meet you.  ( Pleased to meet you too.

· Hello / Hi 

TITLES

	Mr. 
+ last name only
	for all males

	Mrs. 
+ last name only 
	for females that are married

	Miss 
+ last name only 
	this is only used for never married females

	Ms. 
+ last name only
	this is used for females if she's married or not


If you don't know the name = Sir or Ma'am (never Miss!)

HANDOUT 2:  COMMON EXPRESSIONS
	Common Expressions
	Common Responses

	What does __X__ mean? 
	It means___ (definition or translation here).

	
	

	How do you spell____? 
	(say the letters) 

	
	

	Is that right? 
	Yes, that's right. / No, sorry, it isn't. 

	
	

	What's this/that in English? 
	It's a ____.

	
	

	Is this/that a _______? 
	Yes, it is. / No, it isn't. 

	
	

	I don't know. 
	 

	
	

	I don't understand. 
	 

	
	

	Excuse me. 
	Uh-huh/Sure/You’re excused

	
	

	Could you repeat please? 
	Certainly, (then repeat)

	
	

	Could you write it please?
	Of course (then write)

	
	

	Could I go to the restroom (bathroom)? 
	Sure/Yes

	
	

	Speak more slowly, please. 
	Okay  (then repeat and speak more slowly)

	
	

	What's it about? 
	It's about ____.

	
	

	I'm sorry. 
	That's okay. 

	
	

	Thank you. 
	You're welcome. 

	
	

	Goodbye.
	Bye.  See you next class!

	
	


