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WUnit One
W

Establishing Relationship
BIRZXAR

1.1 Trade Fair & 52 )g

Learning objectives

Students should be able to:

® understand and explain the main functions of trade fairs.

e comprehend and use basic words and expressions related to trade fairs.
® know how to attract potential clients’ attention at trade fair.

Important & difficult points
® Functions of trade fairs
® Expressions and patterns related to trade fairs

| Background Knowledge

A trade fair (trade show or expo) is an exhibition where companies in a specific industry can
display and demonstrate their latest products or service, study activities of rivals and examine
recent trends and opportunities. Some trade fairs are open to the public, while others can only be
attended by company representatives (members of the trade) and members of the press. Therefore
trade shows are classified as either “Public” or “Trade Only”. They are held on a continuing basis in
almost all markets and normally attract companies from around the globe.

Trade fairs often involve a considerable marketing investment by participating companies.

_.1_
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Costs include space rental, design and construction of trade show displays, telecommunications and
networking, travel, accommodations, and promotional literature and items given to attendees. In
addition, costs are incurred at the show for services such as electrical, booth cleaning, Internet
services, and drayage (also known as material handling).

Exhibitors attending the event are required to use an exhibitor manual or online exhibitor
manual to order their required services and complete necessary paperwork such as health and safety
declarations.

An increasing number of trade fairs are happening online, which are called virtual trade shows.

They are increasing in popularity due to their relatively low cost.

Exercises

1. Name some trade fairs that you know.

2. What benefits can a company expect if it exhibits at a trade fair?
3. Suppose you are an exhibitor, what will you do to compete for attention in a trade fair?

- \
L P
1

Situational Dialogues

Dialogue One

(Miss Tina Zhang, sales assistant of Sunshine Co., Ltd, is receiving Mr. Anderson Cooper, sales

manager of Silver Brothers Inc, at her stand at the autumn trade fair.)

Tina: Good morning sir, welcome to our booth.

Cooper: Good morning. Your booth was arranged very
nicely.

Tina: Thank you. My name is Tina Zhang. Here’s
my business card.

Cooper: Nice to meet you, Miss Zhang. Please accept

mine.

Tina: Oh, Mr. Cooper, you are from Canada. Have
you ever heard of our company before?

Cooper: I'm afraid not.

Tina: Our company has been in the line of textile for more than 50 years, and our products have
been sold all over the world.

Cooper: Impressive. We are a newly-established company. But we have wide connections with
wholesalers and retailers all over Canada.

Tina:  Here are our best selling items. They are quite popular among our clients in the USA. I
guess you might be interested in them.

Cooper: I’'m sure some of them will find a ready market in my country.

Tina: I’m glad to hear that. Take your time and look around.

_2_
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Dialogue Two

(After a while, Tina asks Anderson if anything is of interest to him.)

S

Tina:  Mr. Cooper. Is there anything in particular you’re interested in?

Cooper: Well, I’'m quite interested in men’s shirts.

Tina:  Here are some samples. You’ll see they are of excellent quality and beautiful design.
What’s more, they are very hard-wearing—Iasting much longer than most others on the
market. You’ll find that this material will retain its luster.

Cooper: Why?

Tina:  One reason is that the yarn is carefully selected for quality. And the luster is laboriously
and delicately woven into the fabric.

Cooper: Oh, I see. Could you please show me some more samples in different colors?

Tina: Sure. We have seven different colors.

Cooper: What about the sizes?

Tina:  We offer every size from “S” to “XXL”. Please have a look at the catalogue and price list.

Cooper: Very impressive. But I’'m afraid the prices are quite a bit higher than others’.

Tina:  But ours are made of excellent, durable material and with superb workmanship. You can’t
buy shirts of similar quality at such a price anywhere else.

Cooper: May I take some fabric samples with me?

Tina:  No problem. We are sure our products will turn out quite popular in your area. And you
are welcome to our factory sometime.

' Words & Expressions

booth [buf] n. Bfi; (FEF) Mz

wearing ['weorin] adj. B4R 44

textile ['tekstail] n. L4%; LR

elegant ['eligont] adj. #He), PR, HEL
retain [ri'tein] v. R &, #RHEF

luster ['lasta] n. iF, H#

yarn [jan] n. &%, %

fabric ['febrik] n. 44, A, RIBRAT
laboriously [lo'borriasly] adv. ¥ %t

delicately ['delikitly] adv. #% b, #£ £
weave [witv] n. %, £

durable ['djusrabl] adj. "&F 44; R4 ARHANGE; ARAMEY

7 Notes
\ —~— -

1. Our company has been in the line of textile for more than 50 years, and our products have been

_3_
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sold all over the world. FRAITA R ZHEMFAEF~GEU= 5, Pt &b,
in the line of: M ZFF«e--- ATk
e.g. [ have never engaged in the line of drug trade.

2. But ours are made of excellent, durable material and with superb workmanship. AT/ 44
B Amd. fE LR, HTZRR.

3. You can’t buy shirts of similar quality at such a price anywhere else. {R7E Atk /7 AN A] §E LAIX
o A S 3] o EAH [R] ) 442

{\ Functional Dialogues

Dialogue One

A: What particular kind of products are you interested in?

B: I'd like to know something about this product.

: This is our newly developed product.

: Would you please show me how to operate this product?

: Sure. If you press the belly of this doll, it will sing a song.

: A lot of originality.

: This is the catalogue of our products. Please take it for your reference.

: Do you offer some preferential treatment?

: If you place a large-scaled order, we may give a special discount for you.

> o we o

: I see.

Dialogue Two

A: Can you tell me something about your products?

B: These are the most fashionable ones on display. They have only been on the market for a couple
of weeks.

A: Is there anything else worth mentioning about your products?

B: They are user-friendly.

A: How long is the warranty period?

B: Our warranty period is 12 months.

A: How long is the money-back guarantee?

B: Our money back guarantee is 15 hours.

A: May I have your illustrated catalogue?

B: Sure. Here you are.

' Conversation Tools

L

Greeting expressions at a trade fair
1. How do you do?
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2. Hello! Welcome to our stand.
3. Good afternoon, Sir. What can I do for you?
4. Nice to meet you.

Introducing each other at a trade fair

1. It’s an honor to meet you. My name is Thomas Clinton.

2. I"d like to introduce myself. I’m Richard Carter, sales manager for Dell.
3. How do I pronounce your name?

4. May I have your name, please?

5. How do I address you?

Negotiating at a trade fair

1. What products are you interested in?

. May I have your sample?

. During the display period, all of our products have 10% discount.
. This is our bottom price, so we can’t give you any discount.

. Our price is much lower than the current market price.

. This product is result of our latest technology

. These are our latest standard models.

00 N N L A WN

. They are extremely popular with young people.

Farewell
1. Thank you for coming to our stand. You would be very welcome if you would like to visit our
company and learn more about us.

2. Nice meeting you. Please give us a call if you need more information about our products.
3. Goodbye! Keep in touch.

Exercises

I. Substitution Drills: Make sentences according to the examples.
1. Our company has been in the line of textile for many years.
D AR ZFENFE KB H .
2) RAEZENEFHBENLE.
2. You’ll find that this material will retain its luster.
D) R RIMBATIMHE R AR & IE .
2) PR BIBEAT™ sh PR Bk -
3. You can’t buy shirts of similar quality at such a price anywhere else.
1) SEAE HAb 0 T AN BT A LA G0 ARG 1) A9 A S 0 AH IR BT 8 1R
2) HRAE A M 77 AN e DUIXFR AN A% SC 3 5T & LA (K7

_5_
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I1. Sentence Interpretation

1. BRAMHA—TF, RMER, BEARAFRHESHE. HREEARE?

FEIX L7 iy o R e T R R ) 1 ?

BATR T EN—FK AR IR O .
XA 4w E B RIS

BAVEER AR MIAES, UERSRAR RV TZ.

e EWIE, P a—/)\ifr.

BRI R, WREN R EEZHTH, WAERRNAETSU.

Noov ok N

I11. Role-play

Situation: Mr./Ms. Liu is introducing his/her products to Mr./Ms. Coleman at a trade fair.
A: You are: Mr./Ms Liu, the sales representative of Weipeng Appliances Co., Ltd.
You need to:

< Greet and make self-introduction.

< Ask if he or she is interested in any product.

< Introduce your latest products.

< Express your goodwill.

B: You are: Mr./Ms. Coleman, the purchasing specialist of SMT Company.

You need to:

< Make self-introduction.

< Show your interests in electric fans.

< Ask for catalogue and price list.

< Say goodbye.

IV. Give a short talk on the following topic.
What are the functions of a trade fair?

< Developing customer relations

< Searching for partners and personnel

<> Marketing the company

1.2 Making Contact on the Phone HifH:/5

Learning objectives

Students should be able to:

® understand telephone etiquette;

® comprehend and use basic words and expressions used in
telephone conversation;
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Important & difficult points

® Telephone etiquette

® Expressions and patterns used in a telephone conversation

" Background Knowledge

Phone-answering skills are critical for businesses. Phone calling is still most businesses’

primary approach to making contact with customers. And the way you answer your company’s

phone will form customers’ first impression of your business. The following phone-answering tips

will ensure that callers know they’re dealing with a winning business.

1.
2;

Answer all incoming phone calls before the third ring.
When you answer the phone, be warm and enthusiastic. Your voice at the end of the telephone
line is sometimes the only impression of your company a caller will get.

. When answering the phone, welcome callers courteously and identify yourself and your

organization. Say, for instance, “Good morning. ABC Company. Susan speaking. How may I help
you? ” No one should ever have to ask if they’ve reached such and such a business.

. Keep your voice volume moderate. Speak slowly and clearly when answering the phone, so your

caller can understand you easily.

. Always ask the caller if it’s all right to put him or her on hold and don’t leave people on hold for

longer than is necessary. If possible, prove callers on hold with progress reports every 30 to 45
seconds. Offer them choices such as “That line is still busy. Will you continue to hold? Or should
I have Mr. Wang call you back?”

T Warming-up Exercises

. How many ways of communication do we have in business and life? Which one do you like

best? Why?

. Could you list some other telephone manner tips?
. What should you do or say in the following situation?

1) when you dial a wrong number.
2) when the person who the caller asks for is not there.
3) when you don’t catch what the caller said.

Situational Dialogues

Dialogue One

(Mr. Anderson Cooper went back to Canada. Several months later, he calls Tina Zhang. Nancy

Zhao, a receptionist, answers the phone.)

Nancy: Good morning. Sunshine Company. Can I help you?

_.7_
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Cooper:
Nancy:
Cooper:
Nancy:
Cooper:

Nancy:
Cooper:
Nancy:
Cooper:
Nancy:
Cooper:
Nancy:

Good morning. May I speak to Miss Tina Zhang?

I’m afraid she’s out of the office at the moment. Can I take a message?

Yes. This is Anderson Cooper from Vancouver. When do you expect her to be back?
She didn’t say when she’d return. Do you want her to call you back?

If she gets in before 3:00—your time—please have her call me, otherwise I’ll get back to
her tomorrow.

Could you please spell your surname?

That is C-O-O-P-E-R.

C-0-0-P-E-R. Right? And your number, please?

My number is 684-2571.

684-2571. I’ll be sure to give her the message.

Thank you.

You’re welcome.

Dialogue Two
(Next day, Mr. Anderson Cooper calls again, and Tina Zhang answers the phone.)

Tina:
Cooper:

Tina:

Cooper:

Tina:
Cooper:
Tina:

Cooper:
Tina:
Cooper:
Tina:
Cooper:
Tina:

}

Tina Zhang speaking, how may I help you?

Good morning, Miss Zhang. This is Anderson Cooper from Vancouver. We met at the
autumn trade fair last year.

Oh, good morning, Mr. Cooper. If I remember correctly, you were interested in our men’s
shirt.

Yes. We are importing a wide range of men’s shirts from China. And as summer is
approaching, the demand is getting greater.

It’s so great to hear that.

I"d like to do business with your company. I'll come to China next month.

Mr. Cooper, you are more than welcome to our company. You may visit our factory, and
I’1l show you our latest products.

Sounds great.

Have you booked your air ticket?

Not yet.

Please let us know your flight number and arrival time after you get the ticket.

OK, I will. So see you soon.

We are looking forward to your coming.

" Words & Expressions

surname ['someim] n. 4
import [im'pait] v. 3| \; o
approach [a'prout[]v. ki&; FiL. &£if; Wi+, &2

_8_
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demand [di'ma:nd] n. & K
establish [is'tablif] v. # %
relation [ri'leifan] n. X %

Notes

When do you expect her to be back? it 4 B [E]5k?

Otherwise I'1l get back to him tomorrow. 75 I3 B K BT s 5454t .

I’1l be sure to give him the message. = H .

And as summer is approaching, the demand is getting greater. H TR RKKE, FTREEK.
demand 753K

steady demand  25E 753K

strong demand RN FFK

()
¥ :

i S

Functiona

Dialogue One

A: Good morning, ABC Computers, Sally speaking. Can I help you?

B: My name is Lance Stevens. May I speak to your Customer Service manager?
A: I’m sorry. He’s in a meeting. May I take a message?

B: When will he be available?

A: 1 don’t know, sir. Would you like to leave a message?

B: No, that’s OK. I’ll call back.

Dialogue Two

A: Hello. Is John in?

B: No, can I take a message?

A: No. I really need to talk to him personally.

B: Would you like to leave a message on his voice mail, then?

A: Yes. Thank you.

B: Hold on and I'll transfer you.

C: Hi, this is John. I’m not available to take your call, but please leave your name, number and a
brief message. I’ll get back to you as soon as possible.

A: Hi, John. It’s Mary and I really need to talk to you. I won’t be able to go to the party with you.
Please call me at 556-3243 when you get back.

Dialogue Three
A: Hello, is Simon in?
B: There is no Simon here. You must have dialed the wrong number.

_9._



