= 5> 2EBZRRET TETRNKL A RIS

”“ ractical English
-P for Reception
INERFEFRIE

£ m FhX £ &£
wlEE SIER A 6

iversity of International Business and Economics Pre:



= = SERSBREET T/ BREE AR Hi

——
——
s

bR L %5 IEih

Practical English for Reception

F R OEAEX E %

Bl £ 4 F B #HRK KIL

$ W F % RAE NEFE uHEM BRI
2 & REH B F #MIF EHKE

ilkmE dHER KO

Xt ohEB B 5 K5 Rkt
T e Jb3



"EHERRE (CIP) ¥

IBEMGLETE/FERI, EEER —IR:
XtHMEHE R 5 KA i RRAE, 2011

LEBEREET LSRR S EERTIEHM

ISBN 978-7-5663-0025-6

I.©%b- 1. O%---QF: M. OI3L - i -
B - 6 V. OH31

T A B 56 CIP sy (2011) 28 093762 5

© 2011 £ LB HFABAFHRAMHERT
e B|E3R

SNEEFFLHRIF
Practical English for Reception

BE 2 % *H%
ETRIEB:. B R HIE

A4 aHFE RS KEH KM
HETHEXEHAE 105 WREHG: 100029
HERAER IS : 010 -64492338  HATHRELIE: 010 - 64492342
P4k : http://www. uibep. com E-mail; uibep@ 126. com

T LB SEEN R BRIT(E A FIER % FEBIEITRITI AT
AR SE . 185mm x 260mm 11 Epgk 192 F=¢
2010 F7 AJEESB LR 2011 4E7 A% 1 KEIRI

ISBN 978-7-5663-0025-6
EN¥. 0001 -3 000 8k  Efh: 22.00 ¢ (&%)



th e Ui BH

B [2006] 16 S3CF RN : “BHRRET 5EMH M TRAE 1% IR
R, ELREAENRETLHE AL BFEARENEBETAL, W LRSS
B, 51SEREE. BENENHEESE.” 52N RMKREIT &7 A ARE A2
(ISR R “ ST IR R RH &G EF SRR 806, SRRt E
e, “EESREET THESENAREEERFIEHM” ERXINET R 5 KFEHR
LA E A HRY BOR VR R U A B BT SRR

AR IV IE R T E IR T bR SR B L 7 55/ N/ S B Rl <5 S 7 1) ALK
ERFR 5. HREERMEReVHEE; FEHT2EERERRNAHMNARIGES
B SEEF MERR S B, BFfsgkEFTHEESERMSLEL.

KRB EEEIL TR A

1. K3 “EFI{EDE”

FEREFFEPAEES RRERE S, BIN%EST., 5HFRETEEPLETH
— R IREER—E T TEIROREENA, 18 AR LIRS IFRE T
BRTTHATH— BRI TERF” @LERPREER,

2. Bt “BEEalE”

REARRN “RAEE” UBITRSWARSEATE, £ “BRiGh, TEE4E
AT BFREX R R LRY), EAERFSEENSSHESN, THRALEREIRBLEE
71, LIRSS TSR ZER,

“EREREET LETERNRESERIIEM” HRETREERAKRET FAH
b, BETHT BERVHEERRGORRERR, £00 8RBNES) TAELERHTE
T, HETAEIETHRERRRE, URHTAIEEREERT LM, B
A T EREIR G LERIES) . BEMREIET, BNGEHFNEELER. WIHRIERSH
HE 50 TAE R SEFRERR EHARBEMAMA R, R T EERENET THELER
BESERTIBMER.

FEZMEFE (SMH R B 5 AELIBRE) . (REEIFLE). (BEEFETHEHES.

1



V// & e

(ESIGERBY. (EFHSELS GO (BHERALE FO). (HIELEEIGE). O
WESHEE). (ERLFZEE). (FHIEBEOR). HMFE/LLHINE). (FEALEE
FIEY (BB L) RIFIGE D). GHEH OWLES ). OPRIRELSE).
(EFFEBSRIEES). (BRRENAELE) M (FEHERITRY FEM. (EEHESE
Tl “XURR” W, MURFFENESHFER, MHESEMVE - LKNITES
i, ¥FHRSEIEMERRATEMEXEHNE, ZAFEIMHIEERERETH
FIHIPRALE o

HEERNE, XRFEMARHAN, vHEEFHEEIMEERENEL, B
Wi B A, EEBEMER.

FE, ABEHMIGEHTH S BN PPT BIGS LA B SRR, (BHH%s% CF
M hk: http://www.uibep.com).

FOMETTR B KFE L RRAL
2011 %3 A



w5 W

—. RE5KERE

UrHEERAGLEIE) —HEESFAR RIFNIGER. &, &, 5. 0L, A
HZEBHBE UL GFMR, BREERIFERGRET. SIRMEEN, NFIFLESE—
KFEMNABEWAL . BEFNEEFEERNBM ARSI FINESIE
BRAR. TUL, fEARREEHESRESVHRNARESVH—FEHM, EARTE
BHEBRBTRAENEM, ABREMRBFINFEFEM, MESRPI L ANEFES.

APEMHEERENERRHFNE “MERNH, EFES)” WBERNEMZ EH.
EARRERMNEZHTE, wEEARREZERWEIERNERHE, DBRWTEY
FEREAEES A ERE RN BN A XM HOE R FERERESEPEH L
AR A, BINAESR” KIESEEE, BEAZENRARFZFHITHRSE. X
RABEHECHEMHIARZL, Bl ERARRKTHSE, FTH T EENEM A EREHE
X, MEALEEANRN TSRS A LMERKINE, 8N E X5MA LB ENES.

—. RESEH

FHEMERE OIEERFEITSEE) M QI ERFLLITEHSAR), EHh.

CrEEREFRE) REAFIEEFNBLTESRE, 4 0EFHE (Preparing
for the Reception) iW#4M5E (Receiving Foreign Guests). A H#E (Transportation and
Schedule). B2 1EH 4L # (Handling Emergencies). W %%Z (Visiting and Investigating) .
WH|EY) (Negotiating and Signing a Contract). I ZRi%3) (Recreational Activities). W%
1634 (Sightseeing and Shopping) FLEHIZ%S] (Bidding Farewell and Seeing Guests off) J1,
ATE. ABEEHRERETHEFRETWHINARECWE - SEMFH. THAE—1¥
¥, AN ERTER—NE .

EHAANHE P RFFFIEEL B, 8- HEHUEIBRIIRN: HEER
BHMESFIR TG . AN, SHR: REET. 5. 5. FE5=MF
RS .

PEGARTER NS, BRI RAILEN, BT RFESTEMXKA

1



MY hEssEsiE

. 3B oAEARTEMEHENITIE, BESIHATE FHAEKES, iL2EWHE
HE%>,

BT, B 3. B BREAMTESHFUINGEERNRE SIS EESRES, K%
FERHEMES T HAFLBRES MR I RBB SR, S — LS U3
GhE, AFEANR. RESLHIZFOW AL, BEREEDL AOEAERE
FHBERBRITNN A,

% =AML S AP F RS CER RIS, FRAEMXIALSE . [
BRI ABIRS], BEY R ER SN ERARIRKF IG5 4 K 0] S fe A
BlESAe.

hREFBERNES, B—TEIRESIFRFLMNH. BB ER
FEHEH WA REWARE S FREN A X EHEN S, FRAAAN N EEZER
IRERL T

G EEFRSFINERTAT) BEY R¥PEMRI R FIMERA IR LA R
IR, FHREAEXCHIANVCSS . RMEGI BRGNS . TEENTREZEESITAE
R SIRIAIR,  IREEXT T S AN E R A RS R RS

HNFERELSEEREAD 8MHERBLNES, SHEAERMR, AR
B, HAHY . BEMEREMITELEIER.

HRMARMEHE MRV IRNA. EHREAEELE T80 H T HAKES
BFEeH R B SEERIE . ARG RMEMCEICEY . W FERS CE AN
PR BB RO T Bobtoh U N R SCHIAR R R . EICRIB IR E R, BRE T E
MM ITHERM B RRENER, RN T HEILEM KBRS, BITERS¥ER
X LB ESIRIRR, SETUEHEE. AREIERERETHARLEIPERILE
. FBEEGIMERELEINER.

HTHREKFRERAER, RAMERZLB/IESR, BIE KLHMIPERE, B
BT ISR — P e E .

B B
2010512 H



Module One
Module Two
Module Three
Module Four
Module Five
Module Six
Module Seven

Module Eight

Module Nine '

Appendix

Contents

R D L T 7 T m—— 1
Receiving Foreign Guests SIFEANEE --eeeeerrerermmssmsssnsanerecen 17
Transportation and Schedule ZEBFNEFR ooeveeerermereemmrennens 35
PR R S R Ui p o L pme—— 53
Visiting and Investigating BB T oo 73
Negotiating and Signing a Contract | E g LT 89
Recreational Activities ZRTR B +rereerererresessrssssesnssssacenees 107
Sightseeing and Shopping MM ----cveveervevinnnnnnnnn 123
Bidding Farewell and Seeing Guests Off &Rl & A - 143
NS E E SR (RZEFER) coveeeererreressennreessnen 161



Module One

‘ Preparing for Reception
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| When studying this module, you will learn about:

» making room reservations for foreign guests
» preparing gifts for foreign guests
» arranging initial meetings

| » some reception etiquette
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W arm-up

1. Vocabulary

Match the following English words with their Chinese equivalents.

1) reception A. 1LY
2) reserve a room B. Yy
3) business card C. Wt
4) make introductions D. WG &
5) welcoming dinner E. 44
6) sightseeing F. TH5E 55 18]
7) shopping G %k~
8) gift H. 8

2. Pair Work

Discuss with your partner the following questions and then present your
viewpoints to the class.

1) Have you ever received a foreign guest? Talk about your experience with
your partner.

2) What should you prepare before you are going to receive a foreign guest?

3) What are the typical stages of receiving guests in your viewpoint?

T ask I Making Room Reservations for Foreign Guests




Module One Preparing for Reception B:FF#E % “

Activity 1 Pair Work

What should you take into consideration when making reservations for
foreign guests in a hotel? You can discuss it with your partner from the
following aspects.

1) number of guests

2) name of the guests

3) duration of stay

4) type and number of rooms

5) service and facilities the hotel can offer

6) the way to pay

Activity 2 Listening

Listen to the recording about room reservation and answer the following

questions.

1) How many rooms does the caller reserve?

A. The caller reserves one room. B. The caller reserves two rooms.
C. The caller reserves three rooms. D. The caller reserves four rooms.
2) What is the name of the hotel?
A. The Riverside Hotel B. The White Swan Hotel
C. The Garden Hotel D. The Baiyun Hotel
3) Which one of the following is not the facility offered by the hotel?
A. satellite TV B. coffee and tea making facilities
C. separate toilet and shower stall D. safe deposit box

4) How long will the guests stay there?
A. The guest will stay there for three nights.
B. The guest will stay there for four nights.
C. The guest will stay there for five nights.
D. The guest will stay there for six nights.
5) In what way are the rooms confirmed?
A. The rooms are confirmed by fax.

B. The rooms are confirmed by e-mail.
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C. The rooms are confirmed by credit card.

D. The rooms are confirmed on the phone.

Activity 3 Listening

Listen to the following dialogue and fill in the gaps.

Chen Yang, the sales manager of ABC Company, is calling to book a room for

her foreign guest in the White Swan Hotel.

Receptionist:
Chen Yang:
Receptionist:
Chen Yang:
Receptionist:
Chen Yang:
Receptionist:
Chen Yang:

Good afternoon! 1 . MayI Help you?
Yes, I’d like to 2, please.
Certainly. When for, madam?
March the 23rd.
How long will you stay?
3
What kind of room would you like, madam?
Er... 4 I’d appreciate it if you could give me a room

with a view over the Pearl River.

Receptionist:

Certainly, madam. I’ll just check what we have 5  .Yes,

we have a room on the 4th floor with a really splendid view.

Chen Yang:
Receptionist:
Chen Yang:
Receptionist:
Chen Yang:
Receptionist:
Chen Yang:
Receptionist:

Fine, how much is the 6 7
Would you like breakfast?

No, thanks.

It’s 500 Yuan per night.

That’s fine.

Who’s the booking for, please, madam?

Okay, let me make sure I got that: Mr. and Mrs. Ryefielf.

Double with bath for March the 23rd, 24th, and 25th. Is that correct?

Chen Yang:
Receptionist:

Yes. It is. Thank you.
Let me give you 7 . Its 8 . I’ll repeat that:

7576385. Thank you for choosing the White Swan Hotel and have a nice day.

Goodbye.
4
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Chen Yang: Goodbye.

Activity 4 Role-play

Mini Task 1

Suppose you work in a textile trading company. Your company will have 6
guests (2 are female and 4 male) coming from the USA for the Canton Fair. They
will be arriving in Guangzhou on 13th October, and will be staying for one week.
They will have a two-day meeting in a hotel and a city tour on the last day.

Please make a preparation list for making reservations for them.

ChecKklist for Making a Reservation

Number of guests

Name

Telephone number

Duration of stay

Type and number of rooms

Facilities

The way to pay

Mini Task 2

Suppose you are now calling to book rooms for your guests, make a dialogue
and act it out according to the above situation. You may refer to the following
words and expressions.

Words and Expression in Task [

Words:

inquire v WE, W&, @ facility n %4, &&
doubleroom »n. A5 queen size bed Az K WA K
available adj. “TA&, ARTEAHY twinsizebed FAK

put through v. 48 half board ¥ /&

reservation n. TAE full board £ h&
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balcony n & - charge n. ﬁ‘}ﬂ
amenity n 1Rk ‘ ’ _conﬁnnaugn . n Iﬁn,}\

Expressions:

4 Will you § be pavmg by crecht card‘? . :
5. V 3 are lookmg forward to seemg you here
6.1'd] like to book a room., !

” 7 How long wﬂl you stay‘7

8. What kind of roum would you like? o : ‘,
9 1 d appremate it if you could nge me a room w1th a view over the Pearl Rlver. ";
o Haw much 1s the charge per night? . . - |

i

T ask II Preparing Gifts for Foreign Guests

 m RS, GC-8925
B RE. EENSS
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Activity 1 Reading

Read the following dialogue and answer the questions below.
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Mr. Brown, a foreign client of Lin Feng, invites Lin Feng to have dinner at his
house. Lin Feng is talking about what he should bring for Mr. Brown and his wife
with his foreign friend Tom.

Lin Feng: Mr. Brown has invited me to a dinner party tonight. I have no idea
about what I should bring.

Tom: In fact, it is absolutely unnecessary for you to bring anything.

Lin Feng: ButI don’t feel good if I go empty-handed.

Tom: If you insist on bringing something, it should be a small,
inexpensive item, such as a toy for his son, or some flowers for his wife, etc.

Lin Feng: Since we’re going to have a get-together, so I prefer to bring some
food.

Tom: I’ve got an idea.
Lin Feng: What’s that?
Tom: Since Mr. Brown likes Chinese food very much, so you can cook a

Chinese dish and bring it. Or you can bring something to drink.

Lin Feng: That’s a wonderful idea.

Tom: And I was told that Mrs. Brown is especially interested in
traditional Chinese arts and crafts, and your wife is good at carving shells, so why
not give her some shell carvings?

Lin Feng: A good idea. I’ll try that. Thank you very much for your help.

Tom: You’re welcome. Have a good time!
Lin Feng: Thanks. Bye.
Tom: Bye.

Questions

1. Why does Lin Feng want to bring some gifts for Mr. Brown?
2. What does he decide to bring to Mr. and Mrs. Brown and why?

Activity 2 Imitation

Listen to the following two dialogues and imitate the speakers with your
partner, paying attention to the sentences in bold.
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Dialogue One
Mr. Brown who comes from America is a client of Li Yan’s company. After
finishing the visit to Li Yan’s company, he is going to go back to America. Li Yan
sends him a gift on behalf of Mr. Zhang—the general manager of Li Yan’s company.
B=Mr. Brown
L=Li Yan
L: Ihear you'll go back to America.
B: Yes, thank you for your consideration.
L: I’ll consider your proposal and contact you soon. This is a gift for you
from my general manager Mr. Zhang. Please take it.
Thanks a lot. May I open it now?
Yes, please.
Oh, what a nice bracelet!
It’s great that you like it.
Then I’ll take it. Thanks a lot.

You’re welcome.

A S

Dialogue Two

Lin Hong sends a gift to her client—Miss White.

W=Miss White

L=Lin Hong

L: Just a small gift from our company, Miss White, please take it.

W: You are so polite. May I open it now?

L: Yes, of course. I hope you like it.

W: Oh, it is silk. It’s very beautiful and I like it so much.

L: Oh, great. You like it. It’s our own product. You see, it is produced in the
factory that you visited yesterday. It will be a great honor if it becomes a good
memory for you.

W: Thank you very much for sending me such a beautiful gift.

L: You are welcome.

Activity 3 Reading and Understanding

Read the following passage and try to get some cultural knowledge.



Module One Preparing for Reception 3R #E & “

Gift Giving Tips

Just like Chinese, Westerners give gifts on many occasions, such as on
birthdays of good friends, at weddings, at Christmas and some other holidays,
when someone achieves an honor or gets a promotion, and on a farewell visit to a
good friend, etc. Although gifts are always welcome, it is not necessary to
exchange gifts all the time. Generally speaking, Westerners exchange gifts only
among good friends, therefore, it’s inappropriate to give gifts to casual
acquaintance. Even if you are good friends, if you give them too many gifts, they
will feel uncomfortable too, because they don’t know how to reciprocate.
Usually when you are invited to dinner, it is absolutely unnecessary to bring a
gift except on special occasions, for example when you are going to be an
overnight or weekend guest. If you wish to bring something, in most cases, the
gifts should always be sméll, simple and inexpensive. You might bring some
sweets or some small toys for the children or a book, some flowers, a bottle of
wine etc, for the host or the hostess. If you like, you can wrap the gifts, but
wrapping is not always necessary. If you want to make your gifts special, you
can bring some typical Chinese goods, such as Chinese tea, Chinese book
markers, Chinese paper cuts, Chinese paintings, or other things like that, or even
you can cook a Chinese dish and bring it with you. Westerners prefer to open a
gift at once and admire it. They would thank you and make some comments
about the gift’s beauty or practicality, so that you know your gift is highly
appreciated. Westerners value homemade things. When they ask you whether the
gift is homemade, in fact they are flattering you. They are trying to tell you that
you are skillful and talented enough to make it.

Activity 4 Role-play

Suppose Su Yuan is the sales manager of Homefort Furniture Company and
she is responsible for receiving Ms Thomas from E-Vision Furniture Wholesale
Company in Britain. Su Yuan knows that Ms Thomas is very interested in Chinese
culture and she wants to prepare a gift for Ms Thomas. Now, Michael, a friend of

Su Yuan is giving her some suggestions. Make a dialogue with your partner

9



