Unit 1
Receiving Foreign Guests

5
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Section 1 Objectives

After learning this unit,you should be able to:
(1)Get acquainted with manners as well as key points of meeting foreign guests,
(2)Grasp the strategies of getting along well with other people and being warm-hearted

and considerate to make your clients or business partners comfortable,

Section 2 Project Introduction
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Section 3 Background Information

1. The art of hosting clients

Good Communication and consideration with clients is not an altruistic pursuit. It is a
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critical issue facing all business today. Companies who fail to recognize the fact and respond
accordingly will be put at risk not only about their reputation and bottom line but also about
their very survival. Strong companies make etiquette and ethics—good management and con-
science in business—a core value and a strategic imperative. They emphasis on demonstrating

good manners and making your clients feel pampered.
2. Information about meeting guests

When meeting foreign businesspeople at the airport,you’d better take the following fac-
tors into consideration.

Business Attire

It is usually advisable to wear a business suit because clothing can often tell more about
a person or situation than does direct verbal communication. It can also help you present
yoursell in the most {avorable aspect.

Greetings

Greeting is accompanied by an introduction and a warm handshake. In business circles,a
business card is generally expected but not always a necessity. Academic and professional ti-
tles are sometimes used in business circles,and you should be careful to note it whenever is
the case.

Conversation

You may lead the topics to talk among the foreign businesspeople. Inquiring about the
journey,weather and rest will be safe topics, but you should avoid initiating some personal
conversations.

Useful Sentences

(1) Excuse me, (but)aren’t you. .. (from)?

If I’ m not mistaken,you must be. .. (from)?

You must be. ..

You are. .. .aren’t you?

(2)Introduction

Self introduction:

I’m... from...

May 1 take the liberty to introduce myself to you? I am ...
(Please) Allow me to introduce myself. I am Huang Mei, the secretary of Dalian Changjiang
Clothing Company.

Let me introduce myself ...

Introduce another person:
Mr. Wang . may I introduce you/let me introduce you/allow me to introduce you to Mrs. Wu,
the assistant manager of our company.

Mr. Wang,1’d like you to meet Mrs. Wu,a good friend of mine.

I don’t think you two have met before.

Introduce a group:
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Please allow me to introduce (present)my colleagues. This is. .. ,this is... , the last but not
the least, this is. ..

Now,1’d like to introduce my people to you.

(3) Thank you for taking all the trouble of coming to Shanghai to meet me at the air-
port.

It is very/extremely kind/nice of you to come and meet me at the airport.

Thank you for meeting me at the airport.

(4)You must be very tired after your long flight.

You must feel fatigued after a long journey.

You must be too tired after such a long trip (flight).

Other useful sentences

Did you have a good trip?

Did you have a pleasant trip?

Did you have a good (nice)journey?

How was your flight?

Did you have a (smooth,nice,comfortable)flight?

Did everything go all right?

Is this all your luggage? Let me help you with it.

Let me carry the luggage for you.

Section 4 Model Conversations

Conversation 1 At the airport

Useful Expressions
(D partner n. fKH; [RIK s Al £ 5 Be
e. g. Spain has been one of Cuba’s major trading partners.
(2)baggage n. 1725 B H s K i AUHR
e. g. The passengers went through immigration control and collected their baggage.
luggage n. (Br) ()72 () [ 4H
(3)expect v. HEH iUkl ZK U (R & & 4E
e. g. I do expect to have some time to myself in the evenings.
(4) parking lot {5435
(5) considerate adj. {4 . AT 5 TRIBRAE 25 FE R 2 1)
consideration n. % &, %< ; BRI, 5C0 5 5 ; 24
e. g. She is always polite and considerate towards her employees.
The old man treats people with kindness and consideration.
(6)jet lag ®ATHS 22 [ N o B 22 8%
e. g. Owing to jet lag.] lelt so tired.
But I rarely have a huge problem with jet lag.
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(Dstart for 2 5% ; S BHiTE; Ak 51 HHGEh &
e. g. It looks like rain,let’s start for home.
(8)accommodate v. [i]«+++-- B Ab s 298 5 {5535 07 5 T AT AR L IR0
e. g. The hotel can accommodate up to 500 guests.
Useful Sentences
(Dplease allow me to introduce myself.
(2)We have been expecting you to arrive.
(3)We have been looking forward to your arrival.
(1)How was is you journey/flight/trip?
(5)1 hope you’ve had a pleasant journey.
(6)1t is very considerate of you.
(7)Thanks for meeting me at the airport.
(81 can manage it all right.
(9) You must be very tired; Did you feel jet lag?
(10)1 need to have a rest to overcome jet lag.
(11)We accommodate the same hotel you lived before.
Conversations
@y
A:the host B:the guest
(At Dalian International airport, A is meeting a business partner,Mr. B from America)
A:Excuse me,sir, but are you Mr. Blake from New York, America?
B:Yes,I am,
A: Welcome to Dalian. Allow me to introduce mysell please. 1 am Zhang Qiang from
Dalian Changjiang Clothing Company,and very glad to meet you.
B: Thank you,Mr. Zhang,glad to meet you,too.
A:Let me take you to your hotel to have a rest. Is this all your baggage?
B:Yes.it is all here.
A:May I help you with your baggage?
B: Thank you very much
A:We have been expecting you to arrive,how was the journey?
B: It was good.
A:1 wish you enjoy your stay here in Dalian, and if you need any help, please let me
know.
B: Thank you very much.
A Our car is waiting outside in the parking lot. Let us start for the hotel.
B:OK,it is very considerate of you.
2
A:the host B:the guest
A:Good morning, Mr. Blake. It is so nice to meet you again. We haven’t seen each other

since the last meeting for several months. How was your flight? Did everything go all right?
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B:Good morning,Mr. Zhang. It was very good,it was comfortable.

A:How long did it take?

B:More than 12 hours.

A:lt is a long way to China,isn’t it? You must be very tired;did you feel jet lag?

B:1 don’t think it affects me too much,and I can deal with it.

A:Then you’d better start for the hotel,and this time we accommodate the same hotel
you lived before Shangri-l.a Hotel.

B:Oh,that’s great;the hotel is nice,thanks for your consideration.

A:You are welcome,it is my pleasure. Let’s go.
Conversation 2 On the way to the hotel

Useful Expressions
(Dtrunk n KEFERITER T G0 8T
e. g. The trunk of a car is a covered space at the back or front in which you put
luggage or other things
The tree trunk was hollow inside.
(2)impress v. E[J; 4eeee+- PITRZNEN G s fHi 841
e. g. I’m very impressed with the new airport.
(3)attach importance to B ; T EM; A EE
e. g. The old man didn’t seem to attach any importance to the question
(4)negotiation n. W IR F ; 51k ;8 ad
e. g. We consummated an agreement after a year of negotiation,
They tried to gain time by spinning out the negotiation.
(5)project n. I H , AR TR BRI CAA D PR 5 58 0 H
v IO T s RS R S
e. g. We began work on the project in May.
The project is still in the early stages.
He just hasn’t been able to project himsell as the strong leader. (fibAR A< ¥ HE
B —A A S AT
(6)go sight seeing £ W
(Dkilometer n. [ & ]TFK, A K
e. g. One li is equal to half a kilometer
(&) traffic jam n. ZEZ5, 2ZIH P ZE
e. g. We were stuck in a traffic jam.
(9)smoothly adv. - 0 ; T M ; A s A s
e. g. The workmen are very cooperative,so the work goes on smoothly
(10)reserve n. PRAF i & o A7 s LR JUEdr 4, ARG s TOURT Il 5 i i i
vt. i B s PR s THEY
vi. 3T

e. g. I’d like to reserve a table for three for eight o’ clock.
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We’ll reserve the ticket for you till tomorrow noon.
We should seek common ground and reserve differences on this issue.
(1) suite n. Bz ; E[H]
e. g. He invited me to his suite. The luxury takes your breath away.

Useful Sentences

(1)1t has been settled.

(2) After you.

(3)We attach great importance to city planning and landscape engineering.

(4) After our business talk and negotiation, we may go sightseeing around the city.

(5)If there is no traffic jam,it goes smoothly.

(6)We’ve reserved a suite for you.

(7)We hope you will enjoy your stay here.,

Conversations

A:the host B:the guest

A: 1’1l put your baggage into the trunk. (After arranging the baggage) OK.it has been
settled, please get into the car,after you.

(on the way to the hoteD

B: The climate in Dalian is always so pleasant,and the environment here is nice, when I
was here last time,the beauty and tide of the city impressed me a lot.

A:Yes. We attach great importance to city planning and landscape engineering. Trees,
grass and flowers are planted everywhere possibly.

B: It is enjoyable to drive in the beautiful city. If only I could live here for some

time. Last time when I came here,it was a too short time for me to visit anywhere.

A: After our business talk and negotiation, we may go sightseeing around the city.

B:Good. How far is it to the hotel?

ATt is about 47 kilometers.

B:Not so far,half an hour’s drive or so,isn’t it?

A:If there is no traffic jam,it goes smoothly.

B:Is the hotel downtown?

A:Yes, we’ ve reserved a suite for you at Shangri-la Hotel. It’ s one of the best in

Dalian. We hope you will enjoy your stay here.

Section 5 Conversation Practice

1. Stimulate a conversation with your partner based on the following situation

You wait at the airport on behall of your company—Veeko company—and welcome an
American businessman who comes to China to visit your company. You will greet the guest
and introduce yourself. You also arrange for the transportation and take the guest to the

hotel.
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2. Pair work

You are the sales manager of Dayi Beverages Corporation,and you are now at Dalian air-
port to meet Mr. Tylor,a businessman from the United States coming to attend the Chinese
Commodities Fair. This is his first visit to the Fair. You have never met each other be-
fore. You greetings to each other and on take him to the hotel by the car. You talk about his

journey and have some other talks on the way to the hotel.

Section 6 Exercise

1. Translate the following English into Chinese orally.

(T hope you will have a pleasant stay here.

(2)We’ve been looking forward to your arrival.

(3)Thank you very much for coming to the airport to pick me up.
(4)You’ve had a long day. / You’ve had a long flight.

(5)On the whole we had a smooth {light.

(6) You must feel jet-lag. Would you like to have a rest?

(7)Let me extend our warm welcome to you.

(8)1If you need any help.don’t hesitate to ask me.

(9)Would you like me to take the luggage for you?

(10)Now shall we go and collect your baggage?

2. Making up dialogues according to the following materials.

Dialogue 1

A :Excuse me, but are you (AR 5 s F B9 Jon S
n2)

B:Yes,I am Jon,

A:Nice to meet you. Did you have a nice flight?

B: Yes. €37 TH7 N
A :Good. Our manager, Mr. Zhang,asked me to pick you up, (HF
NS E= O

GEFIE R P22

B: Thanks,it is very kind of you.

A AT FERAE SN S T 5 5.
B:OK. Thanks for pick me up here.
Dialogue 2

A': Nice to meet you!
B: (IR 24 L3450 !
A (FTEAFANFIZLH) , and my name is
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Zhang Ming.

B:1’m Jenny Brown of O. P. T Corporation. (X TR
2R

A:Thanks. Uik E A7

B:1 had a pleasant flight,except for a little jet lag.

A GEIEARE — YR ) 2

B:No.I attend the International Exhibition Fair in Beijing last year.

A; OB @il 7 X 4 T2

B: Yes. 1 visited some famous places such as the Great Wall and the Forbidden City.
They are marvelous. I think there are many places worth visiting.if only I had more time.

A:Yes,it is an amazing city which you should take a long time to explore and travel.
3. Orally translation.

(D752 AF SRR A £ E B Mike SeAM5? FJ& K% A UG 2 7Rk 55 5
AN A2 DA IRIRFAANIA LS.

(2) S AL i i85 E W LA

O —UORBIRE ., B BRI,

() XA FRATTAS T2 8 T A% LR S R

G RIS 7 P AT 2RI,

(O MLIAHBEES T N 20 50 28 B AN SRR B B A @ 35 28 /NP BB RN T IX T

(D A BBARTE LI A R

QOB HAES M5 - FoATT—E B 5 FH 5 e

(D IEFRICIEA F L5k e

CLO) BRI e 400>

4. Situation.

Mr. Jones is on a visit to your company and you have just picked him up at the air-
port. On the way to the hotel, you are having a free chat with him. Saying something personal
about yoursell and him, tell him something about what you see on the way, the change that

have taken place to your city or your company,ect.

Section 7 Supplementary Reading

Conversation 1 meeting a guest at the airport

A:Excuse me,are you Sam Bradley?

B:Yes,I am.

A:T’m Liu Haiyang, the assistant general manager. On behalf of the general manager, I
am glad to welcome you. How are you?

B:Fine, thanks for meeting me here.
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A: My pleasure. Did you have a good trip?

B: My flight was cancelled at first because of the heavy snow. Thank goodness, finally we
had a [ine day,and I’m here now.

A:That’s not too bad. Well, what do you think of the weather here?

B:1t’s much warmer and I feel comfortable now.

A:I’m glad you like it here. Mr. Bradley, what do you do in your company?

B:1” m on the market research department.

A:Oh,so you are going to do some market research here, right?

B:Yes.we intend to set up an office here.

A:1 pleased to here that. Now let us head for the hotel.

B: OK.

A:This way, please.

B: Thank you.

A:You are welcome.

Conversation 2 meeting a guest at the airport

A:Excuse me,sir,but are you Mr. White {rom Britain by Flight 3137

B:Yes, I am,

A:Please allow me to introduce myself first. I’m Liu Hua from Dalian Import and Ex-
port Corporation,and I am here to meet you.

B:How do you do.Mr. Liu? I am glad to meet you.

A:How do you do, Mr. White? We’ ve been expecting you for quite some time. Now
you’ve come,let me extend our warm welcome to you.

B: Thank you. It’s a pleasure to have an opportunity to come here.

A: The pleasure is all ours. We hope your visit will reinforce our business relations. Is
this all your luggage?

B:Yes.it is all here.

A:May I help you with it?

B:Oh.thank you. That’s very kind of you.

A:How was the journey?

B: It was not bad.

A:Anyhow,it’s a long way to China,isn’t it?

B: Yes.,it is. But I’ll be right by tomorrow and ready for business.

A:1 wish you a pleasant stay here. If you need any help, please don’t hesitate to let me
know.

B: Thank you.

A:Now,Mr. White, if all is ready,we’d better start for the hotel.

B:1’d like to. Let’s go.

A:This way,please. Our car is waiting outside.
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Conversation 3 introducing the guest to boss

A:Let me introduce our office director Mr. Wang to you.

B:How do you do,Mr. Wang?

A:How do you do, Mr. White, welcome to Dalian.

B: Thank you. I have been looking forward to the trip. It is very kind of you to pick me
up here,

C(Mr. Wang) : It’s pleasure to meet you and I really appreciate what you have done for
promoting out mutual trade.

B:1t’s nice of you to say so.

C(Mr. Wang) : I believe we’ll do better in this part in the future. Did you have a good
trip?

B: Yes.very pleasant {light.

C(Mr. Wang) : Very good,let’s start for the hotel for you to have rest.

Related information

Inapproprate topics when meeting a foreign guest and chatting with him/her:
age

address

marital status

income

property

religion

experience

political views

prices of personal belongings
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Making Phone Calls

Section 1 Objectives

After learning this unit,you should be able to:

(1) Learn the routine formulas which are used for making business calls and how to
make social phone calls including making appointments. leaving and taking a message,
putting someone through and so on.

(2)Grasp some useful expressions as well as telephone manners and etiquette.

Section 2 Project Introduction

Situation: K% VLA R R 5 EAMRZ F0 4 Al T g 1l 55 6 & POl 55 1
o, 5 3ET7 Al B RIS VB AR K
Task : 5 LU VL IRCEAT PR mI M55 A 53R B 53 15 51 R o i it Al 55 AH G R EL 9 1

Section 3 Background Information

Golden Rules

Plan your calls by making notes beforehand.

Talk slowly and clearly.

Listen carefully to what the other person says.

Note down important details (numbers,spellings.dates and times.etc. ).
Check back that you have understood important details correctly.
Follow up the Phone call with a fax,e-mail or letter,and confirming the details.
Before Making A Phone Call

Before making an outgoing phone call, make sure you always have:
Specific reasons or objectives for the call.

The correct documents in hand.

A message pad and pen/pencil near the telephone.

The phone number/extension.

The name of the person you are calling/a second contact.i. e. Secretary Name.
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A note of the points you wish to raise

Ways of Answering Telephone in the Company

-Good morning/afternoon! Golden Star International (=company name).

-Hello, Sales Department (= name of department).

-Peter Johnson (=name of manager in own olfice).

Ways of Finishing Telephone Conversations

Bye.

Goodbye.

OK.bye.

1’11 get back to you later on.

See you on Thursday,then. . .

OK,thank you for calling. 1’1l make sure you get a new price list immediately. Bye.

Making Business Phone Calls(Making Business Calls)

Do’s

-Make clear who you are and the name of the company. Create a welcoming atmosphere
at the very start.

-Know your office departments and the people in it. Have a list in your hand including
departments, names, extension numbers and specific job titles.

-Always CONFIRM that you have (or have not)understood each point that is raised.

-Make sure you sound POLITE and AGREEABLE.,

-Make sure your expressions are BRIEF.

-Make sure you sound EFFICIENT—your company’s image may be at stake, even if
you’re just taking a message.

-Smile while you’re talking. Your listener can ‘hear’ your smile.

-Send a follow-up e-mail,fax or letter to confirm any important details (especially prices
and numbers) ,so that you both have a written record.

Don’t

-Don’t leave a phone ringing for more than four rings

-Don’t try to be funny—you may be misunderstood.

-Don’t interrupt other people,let them finish what they want to say.

-Don’t talk too fast.

-Don’t do other tasks at the same time when you are on calls. Concentrate on the calls!

-If the call was transferred,don’t pass a client from one person to another.

-Don’t leave a caller on hold for a long time. If you are going to take time to help a caller
as for their telephone number and call them back when you are able to help.

-Don’t pretend you have understood if you haven’t.

-Don’t rely on your memory,make notes during a call and rewrite these notes immedi-

ately for the records.
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Section 4 Model Conversations

Conversation 1 Calling to make an appointment

Useful Expressions
(Ddisturb vt. T3, Wit ;s 5850 ; AL (5% 5
e. g. I’m sorry to disturb you,but can I talk to you for a moment?
(2)refreshed adj. YKEZ KRG 5 310 refresh A 220 ME L0 iRIE
relresh v. (VRS YRR ; IR 38, BT 45 L) S
e. g. I think I’1l just refresh mysell with a cup of tea before I go to meet the children.
John felt refreshed after a quick plunge in the lake
(3)attendant n. JR55 A 51 A5 5 B L B35 PEFE)
e. g. The girl attendant has set about cleaning the room.
She was interrupted by the entrance of an attendant.
(4 obliging adj. 2k T BB HFLEHY
oblige v. Bl , 5 IE ; 5458 55 5 (H IR FE R
e. g. He is very obliging. He’s sure to help if you ask him.,
We’d be happy to oblige.
(5)reception n. 451 s W s A 23 s HE1RAL
e. g. We arranged to meet in reception at 6 30.
(6)banquet n. BL2%, BREL GERE ; BIH . AT
e. g. The banquet is being held in an atmosphere of {riendship and cordiality.
(T hospitality n. B 334% . 3 s (R ARSI B IEE
e. g. The natives are noted for their hospitality.
Useful Sentences
(1)May 1 speak to Mr, Blake, please?
(2)This is Johnson speaking. Who is that calling?
(3)Our managing director will host a reception banquet in your honor tonight.
(4)Thank you for your hospitality.
(5)This is Zhang Hong speaking {rom LD Company.
(6)And 1 will phone you also.
(7)Would you mind if T put off our appointment to next week?
(8)Would it be OK for you to meet me at the railway station this afternoon?
(9)That’s great! See you then.
(10) When and where shall T go?
Conversations
A:Hello,may I speak to Mr. Blake, please?
B: Hello. this is Johnson speaking. Who is that calling?
A:This is Zhang Qiang. I hope I don’t disturb you. Did you have a good rest last night?
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B: Yes,thank you. I had a very good sleep and 1 am now feeling refreshed.

A:How do you like you room in the hotel?

B:1It is comfortable and the attendants are quite obliging.

A: 1’ m glad to hear that.1’ d like to make an appointment with you, if 1

could. Mr. Blake.

B:Sure.

A': Our managing director will host a reception banquet in your honor tonight. Would
that be convenient?

B: Yes, thank you for your hospitality. I am looking forward to meeting your General
Manager.

A:Let’s make it seven o’clock then,and 1’1l pick you up at 6:40. Is that okay?

B:Yes,of course. Thank you for calling,see you this evening, good-bye.

A :Good-bye.

Conversation 2 Asking to speak to someone

Useful Expressions
(Dhold the line ANHEWTHLIG ; W2 A
e. g. Hold the line. I’ll see if he is in.
(2)mark n. BER 5105 s ST s Rt
vt eSS s R s Gy eeeee FT93 s eeeee W IR
e. g. Don’t turn back the corners of the pages to mark your place.
The spilt coffee has left a mark on the table cloth.
(3) unit price FLN A%  BAHY
e. g. We can negotiate the unit price for large orders.
(4)copy n. Bl it s 43 s HRPVSERD F 1 5 A HEED I T AR
v. Bl 15 s AV E I
e. g. I will send you a copy of the report.
Please copy down all the words on the blackboard.
(5)take over i s 345 s i eeeeee SR AR T AETR
e. g. Have a rest. I’ll take over.
Wang was sent to the hospital, You had to take over his work.
Useful Sentences
(1>Who’s that calling please?
(2)Please just hold the line for a few seconds.
(3)1 am calling to ask about. . .
(4)Mr. Jim, Wang Ming is on the line and he wants to speak to you.
(5)Can you put me through to Extension 1147
(6)1 appreciate your call.
(7)The line is open/through.

(8)You are wanted on the phone.
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(9Don’t hang up.

(10) A long distance call for you,Mr. Bake.

Conversations

A:Chang Jiang Clothing Company. Good morning,can I help you?

B:1’d like to speak to Mr. Zhang Qiang.

A:Who is that calling please?

B:Jon Blake of International Trading Company.

A:Please just hold the line for a few seconds. (speaking to Zhang Qiang) Mr. Zhang,
Mr. Blake is on the line.

B: Thank you. (taking over the phone) Hello, Mr. Blake, this is Zhang Qiang.

A:Good morning Mr. Zhang, 1 am calling to ask about the contract that 1 faxed to you
yesterday morning. Did you see the mistake that I marked?

B: Oh, yes, Mr. Blake, I saw the mistake about the price,it should be $ 450 for unit
pricesnot $470,and I have made a copy [or you with the correct number on it.

A:Yes.that’s the right number. Thank you,Mr. Zhang.

B: You are welcome.
Conversation 3 Asking for putting through

Useful Expressions
(D extension n. fif &, 4K S SB[ B2 A2 5] 5 3G /0L
e. g. The pupils disliked the extension of the term.
She can get me on extension 308,
(2)advance v. ()BT ;4270 s Ak s 52 14
e. g. Can you advance me two dollars on my salary?
1 signed to him to keep away,but he continued to advance.
(3)dispatch v. JRif , P EE ; GRE ) % H LB, T 45
n. (EEF SR IRTE 5 20F s I3, PR b 2
e. g. I’ll advise you of the dispatch of the goods.
We have to ask you to dispatch the consignment immediately
(D delivery n. f&15, $3b ; [ ] GEZO B A 5 4306 5
e. g. The strike caused a great delay in the delivery of the mail.
Useful Sentences
(1) The line is engaged.
(2)Shall T take a message or will you call again later?
(3)1 will check with the dispatch department and see what they can do.
(4)Who’s calling please?
(5)Hang on a moment.
Conversations
A:Mr. Lee B:Mr. Davis C:operator
A:Can you put me through to Mr. Davis of the Sales Department, please? The extension
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is 112.

C:Hold the line please...1’m sorry,the line is engaged. Shall 1 take a message or will
you call again later?

A: 1’1l call again.

(a few minutes later)

A1 would like to speak to Mr. Davis,and 1 just called,is the line open now?

C:Just a second,1 will put you through.

A:May I speak to Mr. Davis?

B: Speaking please. Who is calling please?

A:This is Lee from Chang Jiang Company.

B:Oh.hello, Mr. LLee. What can I do for you?

A:1’m calling to inquire about products we ordered from you. When can we expect de-
livery?

B:1 would say August at the earliest.

A:Can you try to advance it to July?

B:OK,1 will check with the dispatch department and see what they can do.

A:When can 1 hear from you?

B: 1’1l call you back tomorrow morning,will that be ok?

A:Fine. Thank you very much.good-bye.

B: Good-bye.

Conversation 4 Leaving and taking a message

Useful Expressions
(D available adj. F] I s B 209 AT 2 WK s OREE  EESH) AU
e. g. We are doing our best with the limited resources available.
Mr. Leach is on holiday and was not available for comment.
(2)urgent adj. S8 MR H s BRIK Y s B ) 5K
e. g. The earthquake victims are in urgent need of medical supplies.
There is an urgent need for food and water.
(3)in person EH .22 &
e. g. You can vote either in person or by proxy.
(Dreach v. GEHFFEIEIT HIH PR, BRLE
e. g. Has the doctor told you how to reach him or her in emergencies?
(5)call ... back [FIHL I
e. g. I’1l call you back after dinner.
(6)a training course ¥EITREE ; B5iI|BE
e. g. A good training course will pre-empt many problems.
Useful Sentences
(1DDo you know when she’ll be available?
(2)You may try her mobile phone.
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(3)1 made a note of that and I’ll make sure she gets the message as soon as I can reach her.

(4)1In case he comes back,would you please tell him to call me back as soon as possible?

(5)He is not available right now,may I take a message?

Conversation

A': Good morning, this is Gavin speaking.

B: Good morning, this is Clement Oscar from GuanKee Marketing department. May 1
speak to Ms. Carol, please?

A:1 am afraid Ms. Carol is on a training course.

B:Do you know when she’ll be available?

A:1 am afraid she won’t be back until tomorrow.,but if it’s urgent,1 can take a message
to her this alternoon.

B:1’d rather talk to her in person. It’s something rather urgent.

A:Oh,then you may try her mobile phone.

B:1 tried, but the mobile phone is off all the time.

A:Then what can 1 do for you?

B:In case he comes back,would you please tell him to call me back as soon as possible?

A:OK. What is your number?

B:1t’s 87667451.

A:OK.,and how to spell your name, sir?

B:1t’s Clement Oscar,C,L,E,M,E,N,T-—Clement,and O,S,C,A,R—0Oscar.

A: OK, thank you, Mr. Oscar.] made a note of that and I’ 1l make sure she gets the
message as soon as | can reach her,

B: Thank you very much.

A:You are welcome. Good-bye.

B: Good-bye.

Conversation 5 Closing a call

Useful Expressions
(1) Human Resource AZF#k; A J17EIR

e. g. Please submit your resume to our Human Resource Manager.
(2)annual adj. B4R —F01Y

e. g. The annual rainfall in this area was less than 50 mm last year.
(3)conflerence n. 21118

e. g. The conference was attended by delegates from 56 countries.
(4)checklist n. ¥ 5L Ky 325 #5055 s H W

e. g. The following is a checklist which help you determine when it’s time to move on,
(5)venue n. =17

e. g. The Grand Hotel, venue of this week’s talks,is packed out.
(6)confirm v. [ IBAIA , FIE ;s UESE s (A %05 (I

e. g. Please confirm your acceptance of this offer in writing.
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(T)reservation n. (8 ; FTT, T2 ; (7 B4 Hb . & R
e. g. I’ll call the restaurant and make a reservation .
(8)go over v. Bk ; Bl 750 B N BN s il BRSOk
e. g. Let’s go over the draft once again.
(9 run through WL R 558 ; Bl 2 ad - oee s (O FE - T 5
e. g. Please run through these names again from the top of the list.
Useful Sentences
(1)Shall T just run through my checklist?
(2)1t’s going to be a busy couple of days.
(3)Do you want me to just go over the arrangements for the reception?
Conversations
A:Anna speaking.
B:Hi.Anna,it is Jon [rom Human Resource department.
A:Hello,]Jon.
B: How are you?
A:Fine. A bit busy though.
B:Oh,I am calling to check il everything’s all set for the annual conference next week.
A:1 got your fax this morning and everything is fine. We’ll be seeing you on Sunday
evening.
B: Oh,well, great. Shall I just run through my checklist? Venue confirmed hotel reserva-
tions. . .
A:Umm. .. Do you want me to go over the arrangements for the reception?
B:Yes.it’s going to be a busy couple of days.
A Certainly it is. I am sorry, Jon, but I must go now. Someone’ s just come in for a
meeting. Thank you for phoning. I’1l see you on Sunday.
B:Oh,all right. Goodbye.,
A Bye.

Section 5 Convesation Practice

1. Stimulate a conversation with your partner based on the following situation

Mr. Harry Sampson.an Australian businessman arrived in Dalian yesterday. He phones
his friend Mr. Zhang Qiang.the vice president of Changjiang Clothing Company, to make an
appointment with him sometime this week. They are going to talk about customers’ com-

ments on Changjiang clothing.

2. Pair work

Student A: Your secretary has made an appointment for you to see John Miller,a man-

agement consultant of H&M. But now you have no time to see him/her, phone his/her office
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and cancel the appointment yoursell.
Students B: You work for H& M, a company of management consultants. One of your

colleagues,John Miller,is out of the office at the moment. Take a message for him.

Section 6 Exercise

1. Translate the following English into Chinese orally.

(1)Just hold the line a second.

(2)I’m calling to see if you have any time to meet with me to discuss your sales plan
next year.

(3)1 have something very important to go over with Mr Wang. It’ s urgent. I have to
reach him before 2 o’ clock.

(4)Using the telephone for company business has many advantages over writing letters.

(5) A long distance call for you.Mr. Baker.

(6)1 am calling about the contract my secretary delivered to your office yesterday morning.

(7)What if 1 call him now and tell him that we want to cancel the order?

(8)Business calls are regarded as the most important link with customers.

(9)In a business call you don’t need to spend time talking around the subject. Just get to
the point as you would in a business letter.

(10)Since every day quite a few people transact business over the telephone, establishing
a positive telephone image is obviously important to the success of the company.

(11) A lot of our business work, such as taking orders, checking progress, contacting suppliers.
requesting and giving advice ,and hearing complaints,are done all over the telephone.

(12)Our manager is tied up at the moment. If you want to leave your name and phone

number, 1’1l have him call you back as soon as he’s available.
2. Making up dialogues according to the following materials.

AW R AL 7

B: & Mike, /& Frank M3?

AT AR B 28 Mike? IRABILENR T VRX BRI AT A W87

B FR T HELF 1Y WHIHR Frank., FRGRIT T LR ETEATRARBI T , — 28R 4T LIE SR T
FFFEE IS 7 (frequent buzzing) » T H.%& A3E0T,

A FRARGE S 1L AT HIEIR T LK,

B FRb LRS54 1T We , b A2 T HL iG55 74 (telephone directory)

AA AT SRS A e

B:M%, Frank, TAE#HAT1HE AR B4

A TAEBEIAERAL A FRBUTE B A2 2] A FRAR T ik

B: B ? fRogft2n

A TRIEMNZE 27 BE (an adult college )2=TFEML, — & F =10 AR,
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B RAIGE ARE?
AERFEAEE . BATER 3] TADIIZRIE . REAREVGX TR AR HL A R 46 2 AT 1 552
PHRAREF

B X WA SR M AR T, RATEBENINGE I A% . TRk AR
FIH & AR A Susan, FIL!
AR TE IR . 0L

3. Orally translation.

(DA HCES) AFH RSB

I AT LRI FHL LA 752

() THFEEGEAFERD . A — TS8P E .

(DXIARE, HL, RAHEBINE S0 Ed STk
B RZMAATT, FENRE A A LS.

O FATETE T i — g2

(DRI K TP A B,

(8) R LSe35 ) % ) rL G L B

(OB TE LA TR B g, TR TR SA5)E 57667351 ¥ 208,
ORI —E R T T .

CIDARAT LLHBE L 9 i) FAILI & o 7R

A IATFZ 5 TAE, TR A E it RGO 5L U iR R AESRORIEE H i
AT R I F TR T

4. Situation.

You ring up Mr. Blake and invite him to attend a cocktail party in honor of your newly
appointed CEO next Friday, 6:30 p. m. at Crystal Hotel. As Mr. Blare is in a meeting, you

leave a message to his secretary and ask Mr. Blare to call back to confirm with you.

Section 7 Supplementary Reading

Conversation 1 Making or handling arrangements/appointments

A:Hello, this is Anna speaking.

B: Hello, this is Robert Bush from BGC Trading.

A:Hi.Robert,nice to hear from you. How’s everything?

B:Great. You know,1 am planning to come to New York the next week.

A:Really?

B:Yes.I’ll have a meeting with a client in Boston on Tuesday the next week. I was ho-
ping we could arrange to meet up either before or after.

A:So you have to be in Boston on Tuesday? That’s the 7th.

B: That’ s right. Now I could stop over in New York on the way in—about would be
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Monday. Would that be possible?

A:l am afraid I won’t be in the office on Monday.

B: Well, the other possibility would be to arrange it alter Boston on my way home.

A:When do you plan to leave Boston?

B: Could be either Tuesday or Wednesday morning, but 1 would like to catch a flight
back to l.ondon on Wednesday evening.

A: OK. Well, it could be best for us if you could fly in on Wednesday morning. I’ll be a-
ble to pick you up at the airport,and then we could show you the new trade center.

B: That sounds good. But do you think you could fax me an itinerary for the day,that’s
Wednesday the 8th?

A:No problem.

B: Thank you. Then 1’1l see you next Wednesday. Goodbye.

A:Bye-bye.

Conversation 2 Changing an appointment

A :Good morning, Mr. Smith’s office. Can I help you?

B:Good morning. This is Justin Wong {rom Cozy Step Company. I have an appointment
with Mr. Smith at 2 o’ clock. tomorrow afternoon, but I am sorry I can’t keep our appoint-
ment because 1’1l be sent to attend an urgent meeting at the head quarter.

A:Would you like to cancel it?

B:No.I wonder if it’s convenient to put it off to Thursday afternoon.the same time.

A:Let me check the diary. Sorry, but Mr. Smith won’t be free until 3 o’ clock on Thurs-
day afternoon. Would 3:15 be all right?

B: That’s fine. Thank you very much.

A:You are welcome. Goodbye.

Conversation 3 Calling to invite someone to a birthday party

A:This is Peter Smith. May 1 speak to Mei?
B: This is Mei.
A: Hi, Mei. We are going to celebrate Jacky’s birthday tomorrow evening. Would you
like to come?
B:1’d love to. But who is this Jacky?
A:He is one of my friends. He is kind and warm-hearted. You will like him.
B: OK,where and when shall T go?
A:The Bluepoint Inn at 6:30 p. m. Don’t worry. I will go to pick you up.
B:That’s great! You are so nice. And one more thing,what shall I bring to him?
A:Don’t worry about the gift. It is just a get-together.
B: OK.
A:T will go to pick you up at 6:10. Is that OK with you?
B: That’s fine. See you then,



< 024  ERFSIIESIE
A See you.
Related information

The art of making phone calls

Voice and attitude

People at the other side of the line may not see your face, but they could sense your atti-
tude because your tone of voice will influence your way of expressions. To make your voice
sound more pleasant,try the following ways:

(1) Speak with a rising inflection.

(2)Talk directly into the mouthpiece and speak with clarity.

(3)Slow down if you are used to speaking rapidly.

(4)Cough or sneeze far away from the phone.

(5)Try to speak politely.

Tips of Making Calls

Call people at the best time. Normally, we don’t make phone calls after 10 p. m. or be-
fore 8:00 a. m. ,unless we have emergencies,or we know that our call is expected. In the day-
time, you might want to choose the best time for your calls,too. Try to figure out when the
people you want to call will be available

Leaving a message

If you leave the message on the answering machine, be sure to state your name and num-
ber slowly and clearly at the start of the message. In giving a number to someone who is an-
swering your phone,the number should be spoken in groups of two,three or four digits at a
time, with a slight pause between.

Wrong Number

Ask politely, “Is this Mr. Chen speaking?” or “Is this 89456723?”“It”s impolite to ask”,
“Who is this?” or “What number is this.anyway?”,then apologize sincerely,Don’t end the
conversation without saying anything,or keep asking the other side of the line, “How could it
be? I’m sure I dialed right...”

Answering Calls

Promptness in answering greeting warmly. The greeting is “Good Morning” until 12 a.

> alter that,in businesses that remains

m. ; “Good alternoon” until 6 p. m. ; “Good Evening,’
open later. Simply “Hello” as an answer generally makes the caller wonder.

Be attentive while answering the phone

Taking messages

Remember to put down the message on a piece of paper. Don’t rely on your short-term
memory. Messages should be written briefly, and they should be explicit. Both the caller’s
name and phone number are indispensable to the message which were written down.

Don’t forget to return the calls promptly when you get the messages.

Don’t leave the messages on the desk for days and forget all about it. Twenty-four hours

is as long as a call can go unreturned without violating good manners,



Unit 2 Making phone calls € 025 @

Screening Calls

Busy executives often ask their administrative assistants or others to make screen
calls. When you make screen calls, you must exercise great tact to hide the fact that you’re
doing that,otherwise the caller will feel unloved.

Appropriate: Mr. Smith isn’t able to take calls at the moment. May I ask who’s calling?
Inappropriate: May 1 ask who’s calling? (‘This may make the caller feel shunned. )

Being Interrupted on the Phone

If you are disconnected when other people interrupt your call. “Will you excuse me for a
minute? There” s someone on the door.” and continue the call with “Sorry to keep you
waiting. ”

If the phone interrupts your talk,don’t pick up the phone while you’re still having the
original conversation. He would get the feeling that you’re very busy and that his call won’t
get your full attention.

If you’re in someone’s private office and your conversation is interrupted by the phone
call he receives, should you remain or leave? Most office phone systems have voice mail,
which automatically records a message from a second caller if you are on the phone. A second
call is coming. Your responsibility is to the first caller, who should never be left on hold for
more than thirty seconds. If the incoming call is extremely urgent or from overseas, explain
to your first caller why you must hang up and set the time you’ll call back.

Closing a Call

If you want to end a call.don’t feel uneasy about it. Leaving matters hanging will only
waste your time. You could naturally close your call with a conclusive statement: “OK, I
think we all agree this work could be completed ahead of schedule. Shall we talk again, maybe
tomorrow?” or “I’ve had a clue of this project. I’1l call you back when I need the details. ”
After that,you could end the conversation with “It’s really nice talking to you. Good-by” or
“Have a nice day. ”

Who Hangs up First?

It is considered courteous to let the person who is called hang up first or a lady hang up
[irst when she has been talking with a gentleman. I the talk is between you and a customer,
let the customer hang up first. But this courtesy is not imposed. If the two people have
finished talking and have said good- bye, they are not usually sticklers about this fine
point. What is more important is to put the phone down gently. It’s discourteous to slam a
receiver and deafen the other.

Handling Complaints

Listen patiently and don’t interrupt.

Be sympathetic.

Finding Suitable Places for Phones

In the street:it is wise to get away {rom that settings to avoid yelling at the phone. If
you have to make the phone calls in the street.try to stay away [rom the cars and the rushing

pedestrians.
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In other public places: At business and social meals alike, making or receiving a phone
call at the table is both inconsiderate and intrusive. Please switch the phone to a silent or a vi-
brate mode. If you have to take the call,excuse yourself from the table and take it in the re-
stroom, the lobby,or step outside.

In the car:please pull over to the side of the road. The use of a portable speakerphone,a
build-in phone or a wireless headset with Bluetooth technology will lessen the risk. But don’
t take chances. Your phone conversation in the car endangers not only your life, but also the
other innocent people’s lives.

Using a speakerphone

A cardinal rule:immediately tell the person on the other end of the line that you are
using one. I he or she expresses any hesitation, explain why you feel it necessary to be on
speaker. If others are present,identify them at the very start of the conversation

The participants should then introduce themselves so that the person on the other end
can begin to link voices to names.

Close your office door before making any call using a speakerphone.

If you share an extension

When answering a phone share by others,state the department name before giving your
own,

If the call is for someone else,say “just a moment please” before handing over the
recelver,

If the person isn’t in.tell the caller when he’s expected back,if you know,and offer to
take a message.

If the person is in a meeting or on vacation,say so. Otherwise,don’t feel you have to ex-
plain his whereabouts.

Transferring calls

First give the caller the correct extension in case she is disconnected.

Then tell the person to whom the call’s being transferred who is on the line and why she
is phoning, this spares callers from having to repeat themselves.

The cell phone

Don’ t let your phone ring if the ringing will disturb others around you. Meetings,
presentations, plays,and movies—these are all times when turning the cell phone ofl ( or at
least setting it to vibrate)is mandatory.

Don’t take your phone out and start using it if there is any possibility the people around
you will be bothered by your use of it. Also,don’t assume they won’t listen to your conver-
sation,

Absolutely never say anything confidential, personal, or private if others can overhear
you. Instead, stop the conversation by telling the other person you’ll call back when you can
talk privately.

Speak quietly. Most people’ s phone voices are consistently louder than their regular

voices. When speaking on a cell phone, you need to be especially careful not to shout—other-
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wise you’ll end up sharing your conversation with everyone in the waiting room.

Don’t overdo it. One brief conversation isn’t likely to disturb anyone, but an hour and a
hall of continuous use may drive those around you crazy.

Answering machines and voice mail

Straightforward: Short and sweet is the goal—your [ull name, your company name,and a
request that the caller leave a message “This is Miguel Hernandez at Johnson-Cowles. Please

leave your name number and 1’1l call you back. ”



Unit 3
Traveling on Business

N

Section 1  Objectives

After learning this unit, you should be able to:

(1)Make a traveling agenda.

(2)Get acquainted with the process of making {light reservation,checking at the airport,
going through immigration and customs, claiming baggage and checking in and out at a ho-

tel.

Section 2 Project Introduction

Situation : PRIl 55 714 iR 2, R TTMRA B4 55 A\ 5328 0 25 BT 52 2 AK A BT e 1) He A [ ¢
s T AT LS5 BT SR IR
Task : 35 LIV 55 N 3 B A7 ZHE I ZE A0 G L

Section 3 Background Information

1. Terms related to business travel

Reservation Filg

® international flight [ R PE
domestic flight N BE
flight number iyt
round-trip ticket FERALEE
one-way ticket PATRAL S
first class LA

business class KRN

economy class Z3re . N
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At the Airport TEHLS

® passport EiRdic

visa 2k

embarkation card VN ATRE IS S
disembarkation card HEIESER
arrival lobby ABERIT
departure lobby HEERT
gate number BHL TS0
boarding card HHLIE
business visa [ 95 25 IE
airport tax HLHL

® check-in counter BHES

Clearance {5 e}
® customs service area 3§Eﬁiﬂiﬂ‘
® currency declaration VTN

® duty-[ree goods o B 7

® dutiable goods o BB R i
Baggage Claim 1725\ %0

® baggage/luggage 112
checked baggage BT rt OF
luggage locker TTETF A
carry-on baggage T4
luggage tag T2

® |uggage cart TE%E

At the Hotel TEjift)i

® check-in Bt AfE

® check-out time 1B B3It [E]

® room service % b g5

® [ront desk &
°

wake-up call FEL T I T i 55

2. Information about business travel

Business travel abroad can cultivate new customers and promote relationships and com-
munications with current foreign representatives and associates. In modern international bus-
iness,developing the career ladder often brings with it an obligation to travel more {requent-
ly. It usually includes issues which are dealing with flights, hotels,and car rentals. Frequent
business travel—by whatever mode of transport—can be extremely stressful,and may take
its toll both mentally and physically. A well-planned itinerary enables a traveler to make the

best use of time abroad.
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Section 4 Model conversations

Conversation 1 Booking a ticket

Useful Expressions
(Dprefer  v. BEEWCGHTF 32385 45 T BAL O PESEAL
e. g. The majority of people interviewed prefer TV to radio.
(2)economy ticket £ 2%
economy class(FHLZ) LT, S
e. g. How much does it cost for economy class?
(3)departure n. BFF, 5 &= Az
e. g. His sudden departure threw the office into chaos.
(4)an open return [WIFEA 2 B AURE S
e. g. I’ll need an economy ticket with an open return.
(5)check in 282 {iR ) ; IpFE O T4
e. g. Do you know your check-in time? (YRF1IE IpFEEA]TFLE ) B} [R] L 2)
Useful Sentences
(1D1’d like to check in,please.
(2)Do you have a seating preference?
(3)1’d like to have a seat by the window,and in the {ront, please.
(4)Would you prefer the smoking or non-smoking section?
(5)We book early to assure ourselves of seats.
(6)Do I have to confirm my plane reservation?
(7)1t is just the matter of the schedule,that is,if it is convenient [or you right now?
(8)How many ports do we need to call at on our passage to Dalian?
Conversations
A:the clerk B:the traveler
A: Hello, this is the United Airlines.
B:Hello,I’d like to book a ticket to L.os Angeles for next Monday.
A: Which flight would you like to book? When are you planning to leave?
B:1 prefer a morning flight.
A:OK.,just a second and 1’1l check the schedule. We’ ve got UA002 for Los Angeles
leaving at 9:30. Is that all right?
B:Yes.that’s perfect. I’d like an economy ticket with an open return.
A:May I have your name please?
B:Michael Woods.
A:So,one economy class seat with an open return to Los Angeles for next Monday,
January 06.2014. Is that right?
B: That’s right.
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A:Now you have been booked.

B: Thanks a lot. What time do you start to check in?

A:Two hours before departure time. And you need to check in at least one hour before.
B: Thank you.

Conversation 2 At the ariport

Useful Expressions
(1)a seating prelerence &V Fi) IR LT

e. g. Ground Hostess asks: Do you have a seating preference?
(2)smoking section W4 X.

non-smoking section WA A& ; ZE AR X

e. g. Do you prefer the smoking section or the non-smoking section?
(3)carry-on luggage Fi FH#EH7 1745 FHRITES

e. g. How many kilograms of luggage can I carry with me?
(4)boarding card I ZiIE, FE KU

e. g. May 1 see your passport and boarding card, please?
(5)prior to 7ER] - JBAG. Heeeee e

e. g. The duty to protect my sister is prior to all others,
Useful Sentences
(DT’d like to check in, please,
(2)Do you have any luggage to check in at this time?
(3)What’s the boarding gate for this flight?
(4)How much do I pay for the excess weight?
(5)You don’t have to pay duty on personal belongs.
(6)Do I have to confirm my plane reservation?
(7)1°d like to reconfirm my flight.
(8)1’d like to fly economy/first/business class to ...
(9)Would you like any luggage to check in at this time?
(10) Where am I supposed to pay the excess train fare?
Conversations
A:the clerk B:the traveler
A:Good morning Madam,
B:Good morning. I’d like to check in, please.
A:May I see your ticket and passport?
B:Here you are.
A:Thank you. Do you have a seating preference?
B:1’d like to have a seat by the window,and in the front, please.
A :No problem. Would you prefer the smoking section or non-smoking section?
B: Non-smoking section, please.

A:Do you have any luggage to check in at this time?
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B:Just these two, please,right here.

A:Any carry-on luggage?

B: Yes, this bag.

A All right. Here is your boarding card. The flight will begin boarding around 8:45, at
Gate 12. And the gate will be closed 20 minutes prior to departure time. Have a pleasant
flight.

B:Thanks a lot.

Conversation 3 Going through immigration

Useful Expressions
(D purpose n. Bk HH;VER
e. g. Our campaign’s main purpose is to raise money.
(2)pleasure n(JUHE TAE JBATT Z MDD 2K L 41
e. g. He mixed business and pleasure in a perfect and dynamic way.
(3)declare v. B A ; 7B FFR s R
e. g. Your income must be declared on this form
(Dliquor n. 1, ZIPEW ; EERG OR
e. g. She drinks wine and beer but no liquor
Useful Sentences
(1)Do you have anything to declare?
(2)1s it for personal use or is it a gift?
(3)How many pieces of baggage are missing?
(4)You will have to declare on this item and pay import duties.
(5)1 was told that we’ll have to state the purpose of going a certain country,is that
true?
(6)What are the differences between the green channel an the red channel?
(7)May 1 see your passport/customs declaration card, please?
(8)What’s the purpose of your visit?
(99 How long will you be staying?
(10)Do you have anything to declare?
(11)Is it for personal use or is it a gift?
Conversations
A the officer B:the traveler
A:May I see your passport,please?
B: Here you are.
A:What’s the purpose of your visit.business or pleasure?
B:Business. I am attending a trade [air in New York.
A:How long will you be staying in the United States?
B: About 10 days.
A:Where will you be staying?
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B: 1’1l be staying at Hilton Hotel.

A:Can I see your return ticket, please?

B:Yes,here it is.

A:Do you have anything to declare?

B:No,I don’t think so.

A:Well,are you carrying any food with you?

B:No.

A:Do you have any cigarettes or liquor?

B:No.

A All right. Then you go through the Green Channel. And enjoy your visit to the United
States.

B: Thank you.

Conversation 4 Customs clearance

Useful Expressions
(1)Customs Declaration Card ¥ 36 g (/N AW INIES R 1Y, 1S Frar 11234

=0
N

e. g. But why must we fill out the Customs Declaration Card now ?

(2)routine n. F&J¥: AT A s H W TAE: W15 H
adj. BIATHY ;BRI s H 9 5 3530 1

e. g. It”s just a routine medical examination,nothing to get worried about.
(3)personal belongings 4~ At ; FA N i

e. g. After his death,his sister sorted through his personal belongings.
(4 display n. FBYE . 53 ; M55

v. . BN RS
e. g. The exhibition gives local artists an opportunity to display their work.
The crowd enjoyed a diving display before the swimming races.

(5)fair n. BT FMAC S 23 R &5

e. g. It was displayed at the Fall Fair in Guangzhou.
(6)perfume n. F7K ; Fk; FIL

e. g. Mother puts perfume on her handkerchiel to make it smell pleasant.
(7)dutiable adj. N 25 49

e. g. But I don’t know which things are dutiable.
Useful Sentences
(1) You are through.
(2)Well, that’s more than we can allow you free,
(3)This TV set is not duty-free.
(4)Here’s your receipt. You are through with the Customs formalities.
(5)Do you have anything particular to declare? 1 have a small bottle of perfume.

(6)Would you like to tell me something about clearing customs?
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(7)Does it include tax and service charge?

(81 am just passing through.

Conversations

A the officer B:the traveler

A:May I see your Customs Declaration Card, please?

B: Here you are. I’ ve already filled it out.

A:OK,sir. This is just a routine check. Would you mind opening the bag for me?
B: All right. These are all just my personal belongings.

A:Hmm. You have five watches here. What are they for?

B: Well, my company makes watches. They are for our display at the fair,

A And what is this?

B:Oh.that’s some perfume I bought at London Heathrow. Is it dutiable?

A:Is it for personal use or is it a gift?

B:It is for me.

A:Now,everything is OK. You are through. Here is your passport. Have a nice stay.
B: Thank you.

Conversation 5 Claiming baggage

Useful Expressions
(Dcarton n. SHACE ; WOEL G AN &

e. g. We packed the books in alarge carton,
(2)leather n. 7, fzH; Jz # ikl 5

e. g. The leather is supple and sturdy enough to last for years.
(3 tag v. IARZET 5 B ; 2 B iR

n. b2 (@Y s B BReT

e. g. The clerk attached a price tag to each article.
(1) stop over TR N EH H WAL

e. g. Truck convoys often stop over for lunch here,
Useful Sentences
(1)Excuse me,where is the baggage claim area?
(2)How will I know where to find my luggage?
(3)1 think I must have left it by your air-line counter at the airport.
(4)May 1 have my baggage tags?
(5)Where am I supposed to pay the excess train fare?
(6)How much is the excess baggage charge?
(7)Can I bring this on the plane?
(8 Please send the baggage to my hotel as soon as you’ve located it.
(9)How many pieces of baggage are missing?

(10)Will T always need a baggage claim ticket to take my luggage out of the airport?
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Conversations

A:the baggage claim officer B:the traveler

A:Can 1 help you,sir?

B:Yes,I can’t find my baggage.

A: Which flight were you on?

B:Er,CA 1705, from Melbourne.

A:Right. Er,how many pieces of baggage are missing?

B: Two.

A: Are they both suitcases?

B:No,one big suitcase,one small carton.

A:Can you describe them?

B: Well, the big suitcase is dark brown and it’s made of leather.

A:How big is it?

B: About a meter long by about 7 centimeters. It got two handles;one of them is at the
side.

A:What about the carton?

B: The carton isn’t big,about 50 by 50 by 30.

A: Anything looks special?

B:No,I don’t think so. But they both have my name tags. Oh, yes.there’s really something.

A:What is it?

B:It’s a small national flag of China on the carton.

A:OK. Don’t worry,sir. I am sure we’ll find them. Now can I take your name and address?

B:My name is Zhangwei. And I will be staying at Sheraton Hotel.

A:OK,Can you give me a telephone number that I can contact you?

B:Yes. The hotel number is 77518775.

A: All right. That’s everything.

B:How soon will I find them back?

A:Sorry,but I can’t tell. First I will contact Melbourne airport and then Inchon Airport
where the flight stopped over to check whether your baggage were mistakenly unloaded. If
not.we have to wait until the next flight form Melbourne arrives. Anyway, 1’1l call you later
today and let you know what’s happening. When we find your baggage,we’ll send them to
you immediately.

B: Thank you very much.

Section 5 Conversation Practice

1. Stimulate a conversation with your partner based on the following situation

You are Mr. Zhang, who cannot speak English, arrive at Hong Kong Airport. but {ind
your luggage lost, you will have to tell everything including the detail of your luggage to the
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officer of Lost LLuggage with the help of a translator.

2. Pair work

You’d like to go to Washington for 4 days for business,and you make a reservation for

your trip. One is Mr. Lee, the other is the officer of the airport reservation.,

Section 6 Exercise

1. Translate the following English into Chinese orally.

(1D1’d like to make a reservation for two nights for a single room with bath.
(2)When is the check out time?

(3)Must one have a credit card to make a room reservation?

(4)By the way,1’d like a quiet room away form the street if it is possible,
(5)1f 1 take a shuttle bus,should 1 tip?

(6)My flight number is 232 leaving JFK Airport at 10:00 in the morning on July 10.
(7)What should 1 do if my luggage was lost?

(8)Hello,1 am wondering if you have any single rooms available.
(9)Customs officers boarded the ship in the harbor for inspection.

(10)We are going to fly to Tokyo via Shanghai.

(11)Ts there a reduction/discount for company bookings?

(12)How long will you expect to stay?
2. Translate the following conversations.

(D
HRgr ) FREER R M4
g IR B SRR 474 1000 DL,
sk
A, KT - A
% REFRE T AW GG L ETR/NMERSE T,
i
PRA  AR/INIEL L AR B e ARk 1000 BOTRA T . 300, AR ISeA: MO SD b sl e DL 14
Je A B S
Y.
FIEMAE,
IR A RS KRB
N,
(2
N AR N R
R RAEX BHUE T —ANFrlal. MR/, 723 n k.
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3. Situation.

Sally booked two tickets for Mr. Collins and Mr. Grant respectively for the same
{light. Due to an urgent case, Mr. Collins has to put off his flight early next week. Mr. Grant
will need an upgrade seat from economy class to business class,as he is going to travel with

one of his clients who travel business class.

Section 7 Supplementary Reading

Conversation 1 At the customs

A:customs officer B:Mr. Brown

A:May I see your passport, your customs and health declaration forms, please.

B:Yes.here you are.

A:Thanks. What’s your occupation?

B:T’m director of Jiaming International Trade Co. L.td.

A:You are here on business, ] suppose?

B:Yes,I’ve been invited to attend the Fair here.

A:How long do you expect to be staying in this country?

B: Two weeks.

A:How many pieces of baggage do you have?

B:Only these three.

A:Have you got anything to declare?

B:No. I’ ve only got some clothes and things like that.

A:OK. Here’s your passport and your customs declaration. I’ll keep your health decla-
ration.

B:Is that all for customs formalities?
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A:Yes,you may leave now. Have a pleasant stay.
Conversation 2 Changing reservation

A:the clerk B:the traveler

A:United Airlines. May 1 help you?

B:Hello, I’ ve got bought the ticket form Hong Kong to Los Angeles on 23" July. Can I
change it to 25" July?

A:What’s your name and flight number?

B:My name is Kevin Kidd,and the flight number is UA003 for LLos Angeles.

A:Let me check. There is one available in the morning, taking off at 10;15. Would that
be all right?

B: Yes,that’s perfect. I’1l take it. Now can I collect my new ticket?

A:You just show your old ticket at the check-in counter.

B:Do I have to confirm my seat?

A:Yes,you’d better confirm it 72 hours prior to the departure time.

B: Thank you very much. Bye.
Conversation 3 Advising arrival in advances

Mr. Jiang He, general manager of Dalian Southwell Group Co. Itd. ,is calling his busi-
ness partner, Mr. Allan Wilson in Melbourne,

A:Jiang He B:Mr. Wilson

A:May I speak to Mr. Wilson?

B:Speaking. Who’s calling please?

A:This is Jiang He from Dalian Southwell Group Co. Ltd.

B:Oh, hello Jiang, nice to hear your voice again. I am looking forward to more dealing
with you. you know your last shipments were so well received here.

A:Thank you,Allan. As a matter of fact,we are planning to expand our business in the
international market. That’s why I am going to attend Melbourne Gift Fair next week.

B:Good news for me. So we may meet and discuss business face to face during your stay
here.

A:That’s exactly what I have in mind.

B: When are you arriving?

A:The air China {light I am taking is due in Melbourne at 11:15 a. m. on Jan 20" That is
the day before the fair.

B:Shall T pick you up at the airport or book a room for you?

A: No, thank you. Our Expo. Co. ltd. has had everything well arranged and we’ Il be
taken to Duxton Hotel directly after arrival. Thank you all the same. Err, the fair lasts till the
24th, so what about meeting on the 25th?

B:Let me check my diary. Oh.I won’t be {ree until 3:00 p. m. . Is that too late for you?

A:Not at all. Let’s make it 3:00 p. m. on the 25th then.
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B: And why don’t” you have an excursion if time permits? 1’d like to be your guide as
you did when 1 was in China.

A:Great! 1 have been dreaming of seeing kangaroos in the wild for long time.

B: Then we can go to Grampian National Park. 1 am sure you’ll enjoy a day of nature
and wildness there.

A Terrific! Hope I won’t spend the night sleeplessly. Thanks for your kind thoughtful-
ness.

B: You are welcome. Do call me after your arrival. See you!

A'; See you.
Related information

The more organization and preparation for a business travel, the better you will be able
to cope with its rigors and the more effective and productive you will be. It also means you
have less to catch up on when you return to the office.

Thorough planning is essential. If traveling to an unfamiliar destination. make sure you
know precisely where you are going and how you are going to get there,including a means of
transportation at each interconnecting stage of the trip.

If you are a frequent traveler,keep a permanent list of things to take and do that can be
reused. Be sure to have all the relevant information and your itinerary easily in hand. and
most importantly, allow plenty of time for delays. The more changes you make, the more
changeover time is necessary.

If you only do five things,they will be:

(1) Arrange your trip properly

(2)Plan your final day at work well

(3)Set priorities for tasks before setting off

(4) Take good care of yourself

(5)Keep your trip as stress-free relaxing as possible



