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6.0 OBJECTIVES 

After going through the unit, you should find it easy to 

8 start casual conversations, 

a introduce yourself and others, 

a bring a conversation to an end, 

8 take leave of others, and 

a pronounce the sounds represented by the letters 'a', and '0' especially the'weak 
forms. 

6.1 INTRODUCTION 

In the previous block you learnt about some basic concepts for communication in 
English. In this unit you will get acquainted with some, of the ways in which you 
can expikss yourself informally with friends, classmates or colleagues in English. 
You may have to do this, if the people around you speak a language different from 
your own. There are times when you may be in a group where the qommon 
language for communication is English. 

The tips in this unit will help you get prepared to communicate well in such situations. 
We cannot really predict what you will need to talk about, but we can help you with 
some commonly used phrases and expressions. 

We also provide you with samples of conversation from fiction, as one form of 
exposure to the conventions of everyday speech. You can in addition observe others 
speaking and notice some of the ways in which things are said. A colleague 
remembers how as a small child she waited with great curiosity to see what a 
group of visitors to her home would say as they took leave. The person who had 
brought the visitors usually spoke the language of their own home with them. But 
on that occasion she had brought other, English-speaking friends with her. When 
they were ready to leave, she said, "So, shall we go?'instead 
in their own language. As you work through the suggestions 
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similarly note the equivalences and differences between the kind of expressions you 
use in your other languages, and English. You can also watch movies or television 
serials and chat shows in English. Remember, what you say should be appropriate 
to the situation you are in and the kind of relationship you share with the people 
you speak to. 

6.2 GREETINGS 

Let us first look at a sample taken from a novel of a conversation between two 
old fiends meeting after a long interval of time: 

'Hello!' is a common form oS greeting among friends. L 

There can be variations in the tone in which it is said, depending upon the emotional 
state of the speaker and the degree of intimacy between the people eniaged in 
the conversation. In this case we can see that the two friends are overjoyed at 
meeting each other. The comment on physical appearance reflects the degree of 
intimacy bemdn  the two. There is also a reference to Raj's feelings of nostalgia 
about the days he spent in Mumbai. 

f 

The next move in the conversation is the offering of a drink. Notice &at thik is not 
a full sentenc'k: "But first, tea or coffee?'Expanded it means "Will you have d tea 
or coffee?' 

Informal speech usually has half-sentences and phrases but because the speaker 
and the listener are face-to-face, much of the conversation is understood through 
facial expression and gestures. 

Here is an exchange of greetings between a librarian and a library member: 

Notice the respectful tone of the librarian and the politeness of the member's 
response to it without being overfriendly. "How are you?" is responded to with 
"All n g 6 ~  thank you". Oq more commonly, "Fine, thank you". This could be followed . . 

. by "And how are you?' 
I 

Let u.y now look at a slightly more f o m l  exchange of greetings between two 
r' ' neighbours: , . . . . .. . i 



a "How do you do?' is a common greeting, especially among the British. "How do 
you do?' is not a question. It is a greeting. The response to "How do you do?' is 
"How do you do?"s example shows the kind of exchange that could take 
place between two neighbows used to seeing each other regularly. It also reflects 
concern felt by one for the other. 

Now look at this example: 

"Hi!" 

"Hello." 

"Why, what's the rmrer'?'' 

"Nothing" 

Tome on; get it off your chest." 

'1Th.nks. it's nothing rcally." 

. a Notice how the effusive greeting "Hi!" by the first speaker is responded to with a 
stiff "Hello" by the second. Notice that the exchange is nqt open. The second 
speaker obviously is not in a mood to talk k l y .  

a "Hello" is less informal than "Hi!". We use "Hi" with veiy close friends, not 
generally with older people or people who are superiors at work. 

a The word "Hello" is also the most frequent greeting with which one receives a 
telephone call. 

a "Hello", "Hullo", "Hallow, are variations of the same word. 

Other ways of greeting are: 

"Good Morning" "Morning!" In the second instance the word 'good' is not 
uttered aloud but is,understood. 

"GQOCI Evening" 

"Nice to see you!" 

"Hullo, seeing you after a l ~ n g  time.' 

"Nice to see you after so long" 

"Hi, it seems ages since we met! How are you?" 

"Delighted to see you!" 
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How do we introduce ourselves to people whom we' have never met before? 

"I'm Vinita Shukla. How do you do?' 

"Hello. I'am Naresh Tripathi from Convensys. Nice to meet you". 

"Have me meet before" I'm Renu Vyas" 

"Tarun-George. I have a vague feeling we have met somewhere". 

"Was it at Indian Institute of Science, Bangalore?" 

'"That's right. I pid< my Master's there 2004-2006". 

'"That's it then. I was doing my research there; same time" 

"Sudhir Shah. Come for the intervjew?" 

"Yes. My name's Dina Vakil. You're from?" 

''Swat. And you? 

"Vandodra. Are we too early". 

"It's better this way than late". 

"I agree". 

Those are Some of the ways in which we introduce ourselves to others. Notice we 
, 

do not refer to ourselves as Mr or Ms or Dr. 

Do not say, "I'm Mr. Sudhir Shah". 

While speaking we use contracted forms: 
"I am" "I'm" . 

"My naqe is" "My npe's". 

'Now read this conversation and notice the way these. two f r i e d  talk to each 
othel: Notice the welcome, ,, the introductions,' the way an invitation is extended, 

w 
accepted and declined. 
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Here are some ways of leave-taking. Notice the polite responses by the hosts. 

... "He hasn't come yet,". "I think I shduld leave. " 

"Do sit for a little while more. You have waited for so long. He should be back 
any minute. Can I get you something to drink?" 

... "No thanks.. . ." 
"Did he know you were coming?" 

"No, I thought I would take a chance. I'll go now. 

"Oh, I'll tell him you came. Would you like to write down a message?' 

"No, I'll call later. Thanks." 

"I must leave now." 

"It's getting late. You have a long way to go." 

"Yes. Hope you get well soon." 

'Thanks. Thanks for coming to see me." 

6 3  PROI!WWIATIQN PRACTICE 

The relationship between the spelling of a word and its sound in English is not ' 
regular. 

A. The letter 'a', for example, has different sounds in these common words: 

take 

start 

Can 

among ......................... ,. ............................................................... 



The letter 'a' when it is pronounced by itself rhymes with the 'a' in take. But in 
phrases like 'a book', it rhymes with the 'a' in 'among'. When 'a' is pronounced 
in this short way, it is called a 'weak form'. Also note that in the word 'any' 'a' 
has the sound 'e' as in 'egg'. 

Read these aloud. The italicized 'a' has a short sound: 

Son: Observe that man. When he speaks a whole nation listens: 

Father: A man of importance eh? 

Son: No, a radio announcer. 

There was an Old Man who said, "Hush!" 

I perceive a young bird in this bush!" 

When they said, "Is it small?" 

He replied, "Not at all! 

It is four times as big as the bush." 

Notice how the sound of 'a' changes in the following pairs of words: In the 
words in the second column the final letter is 'e' changes the sound of 'a' to sound 
like 'came', 'date' etc. 

can cane 

ban bane 

man mane 

dm - pane 

van vane 

rat 

mat 

at 

fat 

hat 

rate 

mate 

ate- 

fate 

hate 

sham 

Sam 

dam 

shame 

same 

dame 
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Notice these pairs: 'a' before ck is usually pronounced as in 'rat'. 'a' followed 
by 'ke' is pronounced like 'take'. I 
back 

tack 

rack 

lack 

sack 

bake 

take 

rake 

lake 

sake 

B. Let us now take the letter '0' and see the ways in which it is pronounced. Here 
are some common words: 

come ........................................................................................... 
1 

two .............................................................................................. 
......................................................................................... comma 

1 
took ............................................................................................ I 
note ............................................................................................ I 

word .......................................................................................... 
t 

4 c k c t t V b r v ~ 4  

P i c k o w - h  tbaliabalowdwite tkmngInathcsaunQof*o* 
tbeyrbpe* 

wmc mu- to do, h oanmm 

form of t%pw3m c4mm w m  otbaft b k  mtils 

s~madrtrsways b t q i w  - m-- 

df waFk also md db cupobbEl 

&390 8POd WQId - 
In the phrases 'tea or coffee', 'or' is pronounced with a weak sound. Another 
example of a weak form of '0' can be heard in 'of course'. 

Read out this simple rnyme wim three different sounds for o : 

Two or three Smiles 
And two or three frowns 
W o  or three Miles 
To two or three towns. 



Read these aloud: 

What keys won't open doors? 
Don-keys, mon-keys, tur-keys. 
Where do ghosts go for fresh air? 
To the sea ghost (coast). 

A lemon and an orange were on a high diving board. The orange jumped off. 
Why didn't the lemon? 
Because it was yellow. 

Why do wallets make so much noise? 
Because money talks. 

Read this poem noticing the digerent sounds represented by 'a' and '0'. The 
weak sourzds are in italics: 

Mr. Nobody 

I know a funny little man, 

As quiet as a mouse, 

Who does the mischief that is done 

In everybody's house. 

There's no one ever sees his face, 

And yet we all agree 

That every plate we break was cracked 

By Mr. Nobody 

'Tis he who always tears our books, 

Who leaves the door ajar 

He pulls the buttons from our shirts, 

And scatters pins afar; 

That squeaking door will always squeak, 

For prithee, don't you see, 

We leave the oiling to be done 

By Mr. Nobody. 

The finger marks upon the door 

By none of us are made; 

We never leave the blinds unclosed, 

To let the curtains fade, 

The ink we never spill; the boots 

Are not our boots - they all belong 

To Mr. Nobody. 

.C. Now notice these wo& with the letter 'u' in them: 

1 just .............................................> ............................................... 
............................................................................................. full 
........................................................................................... unite 
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sure ................................................................................... 
pure . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

In this unit, we looked at some of the ways in which we greet, introduce, welcome, 
invite, accept or decline invitations and take leave. 

As already mentioned these are not formulaic phrases to be learnt verbatim but 
indicate ways in which common everyday communicative functions are performed. 

You would have noticed that conversation does not begin or end abruptly. Politeness 
principles suggest gradual beginnings and endings. 

We also noticed the different sounds represented by the letters 'a' and '0'; especially 
the weak forms. 

I .  Read these extracts from the novel Not a penny more, not a penny less by 
Jeffrey Archer. Say which situation each extract describes - leave-taking or 
parting, greeting, or greeting and extending an invitation. Can you guess 
what the social relationship is between the speakers? 

1. 'See you in the morning, Professor. Thanks for a great evening.' ' My pleasure. 
I'll pick you up at 10 a.m. Sleep well -you have a full day ahead of you tomorrow.' 

2. 'Good morning, David.' 'Good morning, Bernie. I thought I ought to let you know 
I spent the evening with a friend at Oxford, and he may invest some money in the 
company." That's fine, David, keep up the good work.' 

3. 'Good morning, Mr. Silverman." Bernie, please call me Bernie. Take a seat.' 

4. (on the telephone) 'Hi, Lloyd. Didn't know you were in Monte . . .why don't we 
get together? . . .8 p.m.? . . . Great, I'll see you then.' 

5. 'Well, that seems to be all. Thank you for your cooperation. We may be in touch 
again some time in the future. We'll keep you informed of developments, and I 
hope you'll do the same for us.' 'Of course, Inspector. I do hope you have a safe 
journey back to town.' 

11. Comment on the situations described in these extracts from Jamila Gavin, 
The Wheel of Surya. Say who the speakers are and what they do (apologize, 
introduce themselves or others, etc.) 

1. "I'm so sorry to intrude like this", said Tom awkwardly. "Let me introduce myself. 
My name is Tom Fletcher. I'm a teacher in India, but over on leave [in England] 
to see my parents . . . " 

2. 'Are you Jaspal Singh?' she demanded. 

Jaspal nodded. 

'Come with me then', and . . . she marched him over to one of the line-ups in front 
of the class teachers. 

'Class 6', announced the teacher. 'This is a new boy. He comes from India. His 
name is Jaspal Singh.' 



6.7 ANSWERS TO CHECK YOUR PROGRESS 
Informal Interpersonal 

Functions 

1. 'Can't believe it! How nice to see you after such a long time!' 

'Good evening! So glad to see you' 

'How lovely! You are just the person I was thinking of' 

'Sweta!How are you?' So good to see you' 

'Good morning! Vintex Consultants.' (on the telephone) 

3. take: basic may later ways conversation exchange 

start: after aunt barge party 

can: casual back chat gradual thanks 

among: a group around as well as addition accepted about 

call: small also watch what 

4. come: communication some from others 

you: two do soon 

' occasion: obsebe here or there: cup of tea 

comma: form colleagues brought on off novel 

took: to look good 

note: notice old hope exposure 

word: work. worthy worse world 

Answers to the dgnment 

I. 1. [Leave-taking or parting] [A professor and his guest, perhaps a professional 
colleague] 

2. [Greeting] [Colleagues at work: Bernie is David's superidr or senior] 

3. [Greeting] [A boss and a newly appointed person] 

4. [Greeting and extending an invitation] [friends] 

5 . .  [Leave-taking or [Ad Inspector and a person who has helped him 
in his inquiries] 

11. 1. Tom is a teacher. He is speaking to someone who doesn't know him, so 
he introduces himself and apologizes for his unexpected visit to\their house. 
He is a little embarrassed. 

2. Jaspal is a new boy from India, and this is his fiist- day at a school in 
England. A teacher takes him to his class teacher, and the class teacher 
introduces him to the class. - 


