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EFRERINE
Receiving visitors from
China

HRPEFRILE

Receiving guests at home

PAZENFREE

Being a host in an office

DAZENHEE

Being a visitor in an office
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Giving and receiving a gift
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Traveling on a bussiness trip
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In business intercourse, reception
of your partners is a link that can
never be ignored, as it will influence
building relationships between
partners and carrying out success in
future cooperation. A good reception
will impress the visitors and help
start up the business.

To greet guests is the first step.
In China, meeting visitors with a
smile is emphasized. Also, the way
of greeting and venue to meet
guests usually depend on the status
of the visitors and the degree of
their closeness. For important local
visitors or first time non-local visitors
in China, the host will generally go
downstairs to meet them or greet
them at the front door. In general
visitors, the host will wait by the
door of the office or meeting room.
If the important visitors come from
other regions, the host may ask
an employee of similar position to
greet the counterpart at the airport,
port or the train station. However,
if the visitors intend to visit more
than one company, and the meeting
between the two sides is only one
part of their trip, the Chinese visitors
may prefer to go to the hotel on
their own. The host will arrange
for a private particular vehicle to
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Receiving visitors from China

pick them up at the hotel. To
summarize, the host should, when
planning for meeting the visitors, not
only be aware of the time of their
arrival and their names, but of their
positions and schedules. It is very
important to get these aspects of
information in advance to assure the
success of the meeting.

An old Chinese saying says,
“welcome visitors and see them
off”. In other words, as the last
step of treating visitors, seeing off
is probably more important than
greeting, because the first impression
could be changed during the visit,
but the final impression can hardly
be changed. Therefore, a good
beginning should accompany a better
ending. For example, if the visitor
was greeted at the airport, he should
be seen off by someone all the way
to the airport as well.

Besides the greeting and seeing
off, the detailed arrangements for the
whole visit should be made before
visitors arrive. The Chinese way of
treating visitors demands meeting the
needs of the visitors. So, the host
should consider from the visitors’
perspective when arranging a full
program that includes both formal
business meetings and social visits
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such as cultural sightseeing and local
food tasting. Sometimes, the host
may even spend his or her private
time, like evenings and weekends,
escorting the guests around. It is a
common thinking for the Chinese
people that the value of a visit to
a new place could be achieved only
by seeing more and communicating
more within a limited time. If the
host does not arrange more events
for the visitors, the guests may feel
being left out in the cold by staying
in the hotel for such a long time.
Spending more time together could
help to establish better understanding
and closer personal relationships
between the host and
visitors. This will also
lead to smooth business
intercourse in the near
future.

The arrangement of
the meals is very important
as well. As dietary habits
vary greatly from country
to country, it is necessary to
invite the guests to try some
delicious local cuisines, and the
better way is to arrange one or
two Chinese meals during the
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visit. This can help take care of their
“appetite” and avoid the discomfort
caused by eating exotic food. In
addition, most Chinese people are not
used to cold food and cold water, so
the host should always pay attention
to the temperature of the food and
drinks. It is a considerate behavior to
serve hot water at any time.

A successful treating can allow
the visitors to feel the sincerity of
the host for cooperation and build
up the mutual trust needed to open
the door for business activities.
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CASE STUDY N

Mr. Liu is the vice President of a Chinese company. He once
led a delegation to investigate the production and operation of a
potential cooperative enterprise located in a city in the middle of the
US, intending to discuss potential cooperation with that company.
When the delegation arrived in the US in the evening (local time)
on a Friday, they found that there was only one taxi waiting for
them at the airport. The delegation was brought to a hotel and was
informed to have dinner at the hotel’s restaurant on their own. For
the following two weekend days, no one from the US enterprise
contacted the delegation. The delegation stayed at the hotel which
was in a remote area with no public transportation. They had to stay
there for the whole weekend because they had no idea how to go
around the city. On Monday morning, the enterprise arranged a taxi
to pick them up for a site visit of the production line in the factory,
followed by a business meeting in the afternoon. Just after the visit,
the delegation left the US the following day and in the end they did
not sign any contract with this US enterprise.

& Comments: The US enterprise omitted several details during the
whole visit. First, the enterprise arranged no employees or cars to
pick up the delegation. Second, it didn't offer a welcome dinner. Third, it
didn't arrange any social events. Consequently, the Chinese delegation
felt left out and ignored by the US side. They thought the US
enterprise lacked sincere intentions for the cooperation, which directly
affected the potential cooperation between the two companies.
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@ ADVICE

» The host should arrive at the airport, train station or
port in advance. Otherwise, they might leave on the visitors an
impression that the host is not fulfilling the duty and not being
punctual. When the visitors meet the host for the first time, the
head of the hosting party should introduce his or her colleagues
to the visitors with their name and position.

« Paying attention to the details during the reception will
leave a good impression on the visitors. For instance, the staff
of the hosting party could help the visitors have their luggage
checked-in, prepare local newspapers or a tourist guide, confirm
accommodation and arrange special transport for them.
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