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Preparing for Reception
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Learning Goals

After learning this unit, you will be able to:

1. know what preparations should be made before receiving clients;

2. understand how to obtain necessary information about clients;

3. know how to make a receiving schedule;

4. master the basic expressions of preparing for reception.

J
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@ I Warm-up Activities J

m Discuss with your partner and collect your thoughts on the

following questions.
1. Have you ever hosted any foreign visitors? If so, please describe your experience

to your partner.
2. Can you list some occasions in which you may receive visitors?

@ Work in pairs and complete the table by translating the
English and Chinese equivalents of the words given.

Typical vocabulary of preparing for receiving clients

foreign affairs secretary KEEE
invitation |
schedule 'ﬂfiﬂ, BEHL
visa REIETHT
budget AL, BT
host k%, %A

far I Situated Learning )

@\cksrom«b

Daxing Industry Co., Ltd. is a joint venture enterprise. Its main business covers the
manufacture and sale of various stationery and gifts which are sold both at home and
aboard. The products are made exquisitely, novel and practical, beautiful and dignified.
Owing to the good quality of the products and satisfactory service, the company has won
a good reputation in various markets. John Smith is the purchasing manager of Tech-
stationery Company in the UK. Taking the opportunity of attending a fair, he is planning
to visit Daxing Industry Co., Ltd. in near future and wants to see their exact production
status.
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ﬁask Description

Zhou Li, as a foreign affairs secretary of Daxing Industry Co., Ltd., is told to be in
charge of making preparations for receiving John Smith.

@ask Analysis

The main task of making preparations for receiving the client includes writing and
sending invitation, confirming his/her information, making receiving schedule, and

preparing written materials, etc.

@\sk Exccution

Step 1
Zhou Li is informed to write an invitation to Mr. Smith who wishes to apply for a

visa. Please read the invitation and discuss the following questions.

Daxing Industry Co., Ltd.
Letter of Invitation
March 21, 20 X x
To Whom It May Concern:

We are very pleased to invite Mr. John Smith, the purchasing manager of Tech-
stationery Company, to come to our company for visiting and business negotiation. The
business trip will start from April 10, 20 x x. And because of the long business co-operation
in future between Tech-stationery Company and us, the representatives of Tech-stationery
Company will come to China for many times.

Please note, however, that we don’t assume any legal or financial responsibility
whatever regarding the presence of the representatives of Tech-stationery Company in
China. All expenses of the representatives’ journey to/from China, their stay in China as
well as health insurance will be borne by their employers.

We send you our kindest regards and best wishes for a pleasant trip.

If you have any question, please feel free to contact us on:

Tel: ...

E-mail: ...

Yours sincerely,

##x (General Manager signature)

Questions for discussion:
1. For what purpose will Mr. Smith visit China?
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2. Who will pay the visiting expenses of Mr. Smith?

3. Do you know where Mr. Smith can get the Chinese Visa?

Step 2

After the client decides to pay a visit, it is necessary to write a letter or make a phone
call to confirm the detailed information of his/her arrival. Now Zhou Li is making a call
to Mr. Smith to confirm the details of his flight, hotel reservation and other information.

Listen to their conversation and try to fill in the blanks. Then role-play the conversation

in pairs.

Operator:
Zhou Li:

Operator:
Mr. Smith:
Zhou Li:

Mr. Smith:
Zhou Li:

Mr. Smith:
Zhou Li:

Mr. Smith:

Zhou Li:
Mr. Smith:
Zhou Li:
Mr. Smith:
Zhou Li:

Mr. Smith:
Zhou Li:
Mr. Smith:
Zhou Li:
Mr. Smith:

Hello! Tech-stationery Company. May I help you?

This is Zhou Li from Daxing Industry Company, China. I'd like to speak to

Mr. John Smith.

Hold the line, please. I'll

Mr. Smith speaking. Who'’s calling, please?

Hello, Mr. Smith, this is Zhou Li here, calling from Daxing Industry Company,

China.

Oh, hello Ms. Zhou.

Mr. Smith, we sent you an invitation letter last week. Now I'm calling you to
of your staying in China.

OK. I've just got the Chinese Visa, and to China.

May I know your flight number and the exact time of arrival so that we can

meet you at the airport?

Yes. The number of the flight to Shanghai is MU5511, and the arrival time is

at about 8:30 pm April 10th.

OK. I've noted down. We’ll to meet you then.

Thank you very much.

It’s my pleasure. And how many days will you stay in Shanghai?

3 days. I have booked a ticket on April 13th to Hong Kong.

I see. Mr. Smith, we’ll for you at Holiday Inn—a four-star

hotel—from the 10th to the 13th. Is that OK?

That’s OK. It’s very kind of you.

Do you have any requirement?

No, I don’t.

Well, we are looking forward to seeing you in Shanghai.

See you.



Unit 1
Preparing for Reception

BEE

Step 3
Before a foreign client starts his/her activities in your place, a foreign affairs

secretary needs to prepare a document which is known as a schedule to remind the
client of his/her activities and appointments. Zhou Li has made a schedule for Mr.
Smith according to his requirement. Read the schedule carefully and tell whether this

arrangement is reasonable or not, and give your reasons.

Person

Date Morning Afternoon Evening

involved

Arrives in Shanghai at|Secretary:
April 10 20:30 and checks in at|Zhou Li
Holiday Inn, then has |Sales Manager:
dinner with sales man-|Ma Lin
ager at Xinglong Restau-
rant.
Tuesday  |Attends Light Industrial Secretary:
April 11 Products Fair from 9:00 to 17:00 |Rest Zhou Li
Wednesday | Visits our fac-|Has a talk with Secretary:
April 12 tory from 9:00 |sales manager at |Rest Zhou Li
(workshop and |the boardroom Sales Manager:
showroom) in our company Ma Lin
Thursday |Flies to Hong|/ / Secretary:
April 13 Kong at 9:00 Zhou Li
Step 4

Group discussion: After planning a schedule, what else do you think Zhou Li should

do before Mr. Smith arrives?
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@\VWords & Expressions
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i etiquette /'etiket/
stationery /'sterf(a)nary/
i manufacture /meenju'faekt[a/
exquisitely /ek'skwizitll/
novel /'noval/:

: reputation /irepju'terfon/
fair /fea/

status /'stertos/

i confirm /kon'f3:m/
negotiation /mugaufrerfan/
legal 'izgal/

! financial /farnanfal, fi'n-/

presence /'prezns/
insurance /m'fuarans/

! representative /ireprr'zentatrv/
showroom /'faurum/

purchasing manager
! be in charge of

i general manager

a single room

: sales manager

FLAX, #LAT5 O

SCH.

il s Al
HEU
HATE

ZE, AH
e

B, RoL; iz, S
WaE, fttiE, IESE
wH,

B AR EER
ERLE, B

W, 5

RIS

Rk,

FEanlE], BR3IZE

s, B
YN
HEZH

1. joint venture enterprise &AM

BReV—BIEFIEREE DL, RihEETEEMPEEREILF LT, 3L
RZE . Hnas . XL, SMEGEETUREL ., HMEFHRE A
FEEEEBRRR T, HEFAR, AME S AMMESIL,

ZUE

2. visa

ZAER— M EFRH I ASE I (FnRRHEHEIMESE ) SHIMEARE

RS BT 48 R ) —Fh SO
BT PR

3. invitation letter

B RRBIERAS G S, SWEERMRIAS, EINE P RVIETE 2 E
KAEHE 7 visa I EAE R ERALEIE R, HEEZESMT .
(D) TR ERRVIEEER, mFENRHEE, Hots, B, HESEE,
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(2) HHIESE B ; (IEDT A E ST Y, AT EE; R 3 A e
AiH; BTBAEAMNMES . st fMBEiE S,
(3) FXRXFTPEH RERLB AW PLLE, HABRRERIEE,
4. Light Industrial Products Fair BT WM HE

@ummam

Preparing work is the first step in receiving and hosting clients. Full preparation
will lead to successful reception. The workflow of preparing for receiving clients is as
follows:

Y

Writing a letter of invitation

- — | Confirming the detailed
reparing 1or information of the visit

receiving

clients

4

Making a visiting schedule

Y

Other preparation work

@lﬂ Student Activities )

Task One

Pair work: Make a conversation for about two minutes with your partner according
to the given information.

O

Tips for you (A)
Situation: You are telephoning your client who is planning to visit your company. The tips
are for you to prepare a conversation.
® You are
Song Nan from China

The sales representative of Century Footwear Co., Ltd., Shanghai, China

7
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e You
Try to confirm the details of his flight
Confirm the hotel reservation

Inquire if the client has any special requirement

Tips for you (B)

Situation: The supplier is telephoning you to confirm the detailed information about your
trip to their company. The tips are for you to prepare a conversation.
® You are

Rex White from Australia

The head of the Import Dept. of the Island Footwear Imp./Exp. Corp., Sydney, Australia
e You

Inform him of your flight No. and the due time of arrival

Express your satisfaction or dissatisfaction with the hotel reservation

Tell him your special requirements

Task Two

@Acksroxmb

Chris Hussein is the purchasing manager of T&T Chemicals. He is invited to visit

the Yangguang Chemicals Imp. & Exp. Corporation next month.

ﬁask Description

Group work: Qian Shen is the sales representative of Yangguang Chemicals Imp.
& Exp. Corporation. He is in charge of receiving and hosting Mr. Hussein. Suppose
you are Qian Shen and Chris Hussein, and act out or show your preparation work for
receiving the client(s).

@Ask Requirements

The preparation work should include the following assignments:

1. Write a letter of invitation.

2. Write a letter or make a phone call to your client(s) to confirm his/her arriving
information.

3. Make a visiting schedule for the client(s).

4. Prepare bilingual materials to introduce your company and products.
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@el‘f-assessmem Form (Appendix [ for your reference)

Name:

Task:

Grade:

Aspects

Exemplary

Commendable

Satisfactory

Unqualified

Knowledge

Skills

Language Notes

Language Delivery

Cooperation

@cer Assessment Form (Appendix Il for your reference)

Task

Name of Group

Group Members

Presenter(s)

Students’ feedback

Group No.

Your comments on the performance of each group | Grade

9
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@ Study Material j

E] Topic-related reading

Preparing for Reception

Business Reception is one of the most important affairs for a foreign trade
enterprise in international trades and business. Successful reception plays a vital role in
holding business meetings, participating in international exhibitions, and hosting clients.
What’s more, a successful reception can always facilitate to conclude a transaction.

A reception starts as one is informed of his clients’ visit. The preparation work, as a
crucial stage of reception, will be conducted as follows:

(1) Acquiring the clients’ information

First of all, try to get the clients’ basic information including their nationalities,
ages, names, company names, sex (male, female), and health status, customs in living
and eating. Secondly, you are required to be informed of their purposes, demands and
schedules of the visit. Furthermore, it’s very important to get other details like their
arrival date and transportation. Then you can send your clients an invitation letter so
that they can apply for a visa. It follows that you should inform the competent leader
of the above information and notify such information to relevant departments and
personnel.

(2) Making reception plans

For common clients, the plan of reception is made according to the clients’
purpose and the practice of your company. As for important clients or teams, the plan
will be formulated in accordance with the clients’ intentions and demands as well as
your leader’s ideas. The plan includes the following: the basic information of clients,
schedules of the visit, the arrangement of reception, lists of reception persons including
entourage and seeing-off personnel, accommodation and lodging, vehicles and budget
plans. The reception plan will be in conformity with the actual needs and conditions,
upon the approval of the supervisor.

The schedule for foreign clients’ visit is made for the managing and controlling of
the project on a day-to-day basis. It is developed progressively and identifies specific
activities, and it should include the following messages: time of arrival and departure;
airport or railway station; hotel accommodations; appointment (when, where, and with
whom); activities (when, where, what to do, and with whom).

(3) Implementing reception plans

As the plan has been made, you should inform your clients by correspondence or



