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Unit One Greetings and Introductions

n Background Information
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n Practical Objectives

(1) To learn how to meet and see off business clients
(2) To learn how to introduce yourself and others
(3) To learn general manners in greetings

//I:Iew Words and Phyés

desire n. BB, ZK
bilingual a. XUE )

ethnic a. DR RIER

on behalf of &
reservation n. BT

release v. KA. B
metropolis n. K#HT

round trip, return ticket AR
destination n. H i 1
diversity n. ZHEE
registration card n. (AE) Bid+
identification n. Bk
laundry n. YA B3

buffet n. H Bh&

buck n. (ERXFE) £t
accessory n. Fo 4

scanner n. =i

assemble v. A i
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assembly WRHLk . £
wholesale #tx

warehouse GENES

logistics Y

expenditure 1w, X

take into account x e

stuff %L = S N
expansion Pk

come up with B, B4, Al
auctioneer FHLIm

civil servant N5

insatiable AF R
sharpen Hidk, ZEE&H . mE
distinguish X5, X453
productivity KT, R
makeshift Ba. EZit

be coupled with

H5ika. 548

value-added service HE(E AR S5
be poised to R
competitive edge TR

Ll Listening Tasks

Section A (Questions 1-10)
e Listen and decide whether the foilowing 10 statements are true (T) or false
(F).
1. Your desire to establish business relations meets our goal.
I'd be very glad if you could arrange a visit to your company for me.
Flight 5836 is due to arrive at Beijing airport around 6:30pm.
Mr. Gao, the general manager, went out to meet his guest.
It's a little bit improper if you present your card after you are asked.

&> @ R R

We often use bilingual business card when meeting foreigners.
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7. Please let me introduce President of Sino-American Friendship Associa-
tion, Mr. Broad Hawley.

8. You should pay 280 yuan for the overweight baggage.

9. CAAC Flight 2046 from Shanghai has been delayed for about 45 minutes.

10. It is appropriate to say “How do you do?” when you meet someone for the

first time.
Section B (Questions 11-18)
e You will hear two conversations. Write down the necessary words or num-
bers in the spaces provided.
¢ You will hear the conversations twice.

Conversation One (Questions 11-14)
e Look at the note below.
e You will hear a call between two people.

Confirming a booking at the Grand Hotel
Caller: Mr. (11)
Length of stay May 3rd to the 7th
Rooms (12)
Buffet restaurant (13) floor
Other service Morning call at about (14)

Conversation Two (Questions 15-18)
e Look at the note below.
e You will hear a man asking another to buy tea.

Telephone Message
Date: 25th of November

Time: 14:45

Item: buying (15) boxes

Purpose: 12 for meeting room, (16) for the office
Total money: (17) dollars

Deadline for purchasing: before (18) , November
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Section C (Questions 19-29)

One ( Questions 19-23)

e You will hear five short recordings.

¢ For each recording, decide what job the speaker is doing.
e Write one letter (A-G) next to the number of the recording.
¢ You will hear the five recordings twice.

A Manufacturer
19 B Retailer
20 C Logistics manager
21 D Auctioneer
22 E Marketing Manager
23 F Inventory staff

G Civil servant

Two (Questions 24-29)
¢ You will hear a short passage.
* For each question 24-29, mark ane letter (A, B or C) for the correct answer.

¢ You will hear the following recordings twice.

24. The customers’ desire for new products is

A. endless
B. exciting
C. upsetting
25. The best way of selling your new product is to

A. demonstrate them on the spot
B. stay focused
C. make them more technical
26. When the customers decide to buy a company’s product, they prefer to
choose

A. its technical features
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B. its market ability
C. its value-added service
27. End users always desire

A. the newest products
B. the most powerful tools
C. raising their productivity with what they have bought
28. According to the reporter you will have a huge advantage if

A. lowering price

B. having new products

C. having customer confidence
29. Many new products are

A. more technical in nature
B. low price
C. high price

Speaking Tasks

Language Focus

A: Introduction
1. How do you do, Mr. Ted? I'm Peter Johnson, the project manager of our com-
pany.
2. Please let me introduce myself: Bob Emerson, manager of the Public Relations

Department of our company.
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I'm glad to meet you. Kunming is a lovely city, both for its weather and colorful
ethnic cultures.

I’'m honored to present Mrs. Susan Bevis, who will give a speech on interna-
tional finance.

Excuse me, are you Mr. Tony Black? My name’s Thomas Carson.

Hello? This is John Irving speaking.

| have often heard about you.

It's honored to meet you.

I'm very glad to have the opportunity to meet you.

. It's a privilege to know you, Mr. White.

. By the way, have you met before?

. No, I don't think we have. Well pleased to meet you.

. Oh look, Wendy's here. Wendy, come and meet James.
. I'd like to introduce our president Mr. Carl Ervin.

. I know you very well by reputation.

B: Greetings

. How are you doing?

I’'m doing fine, thank you.
What's up?

How are things with you?

I'm extremely well, thank you.
Anything new?

What's happening?

Could be better, but not bad.
I'm getting along splendidly.

. Wonderful. Things couldn’t be better.

. How do you like the weather here?

. Does it rain very much in June?

. It's nice and warm today, isn't it?

. What's the temperature?

. It's quite different from yesterday’s forecast.
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C: At the Airport
My flight was delayed for an hour because of heavy fog in the north of China.
May | have your passport and ticket, please?
The luggage allowance is 20 kilos.
Let me check the time-table for you.
I'd like to book a flight to Chengdu for the seventh of March, please?
I'd like to reconfirm my plane reservation is in order.
CAAC Flight 322 tomorrow afternoon is canceled.
One way is 900 yuan, round trip is 1600 yuan.
The charge for overweight is seven dollars per kilo.

. We'll land in about fifteen minutes.

. Are there any planes to Shanghai next Wednesday?

. Does the flight stop over at Beijing on its way to Changchun?
. How long does the flight take?

. When can | board the plane?

. | want an economy class ticket to London for this Saturday.

D: In the Hotel
Our room service is available 24 hours a day.
Please fill in this registration card.
Have you got any identification?
How much is the room for one night?
Fifty five dollars a day with service. It includes full breakfast, of course.
You will be in room 618, the porter will bring up your luggage.
There are a bar and a café on the third floor.
What kind of rooms would you like? Single room or double room?
If you have anything for the laundry, just leave it in the laundry bag.

. If you want a taxi, just ring the reception desk.

. It's 30 dollars for a single room and 50 dollars for a double, tax extra.

. I've just made a reservation for tonight through the Internet.

. The price includes bed and breakfast. Buffet restaurant is on the second

floor.
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14. Sorry, the rooms facing the sea are all full at present.
15. | have to check out now. My room number is 1207.

Practice Makes Perfect

Practice 1: Sample Dialogue
e Learn the following sample dialogue and practice.

A: Yang Hong, a lady from a Chinese company

B: Hunter Luis, a gentleman guest

Place: at the airport

A: Excuse me, Sir, are you Mr. Hunter Luis?

B: Yes, I'm Hunter Luis, | am from Scotland.

A: How do you do? My name is Yang Hong, | work at HRD of Jinshan Mining
Company.

B: How do you do? Ms. Yang?

A: It's great to meet you in such a lovely day. Welcome to Yunnan.

B: Thank you. For most British, Yunnan is a most attractive travel destination, es-

pecially for its weather, food and cultural diversity.

Yes, “Seeing is Believing”. Hope you have a wonderful time in Yunnan.

Thank you, Ms. Yang.

You are welcome, on behalf of CEO, Mr. Guo, | come here to meet you.

It's great, very glad to meet you.

> @ >0 >

Nice to meet you, too. Is this the first time to China?
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B: Yes, I've been looking forward to the journey very much.

A: Mr. Luis, here is my business card. You can call me when you stay in Kun-
ming.

B: OK, thank you so much. Here is my business card. | hope you could keep
contact with me through email.

A: Yes, | will. Let's go to our company’s headquarters, Mr. Guo is waiting
for you.

B: OK.

Practice 2: Discussion

¢ Discuss the following questions with your partner, using as many of the

given words and expressions as possible.

1. How do you prepare for meeting a guest at the airport?

suit, tie, neat hair and a bunch of flowers

2. What do you think are the most important qualities for a successful receptionist?

being punctual, being familiar with the schedule and making reservations

3. What kind of gifts do you think are suitable when seeing westerners off?

wax painting, Chinese silk products, Chinese tea and ethnic handicrafts

Practice 3: Mini Presentation

¢ In this part of the practice you are asked to give a short talk on a business
topic. You have to choose one of the topics from the three below and then
talk for about one minute. You have one minute to prepare your ideas.

WHAT IS IMPORTANT WHEN. . . ?

MEETING CUSTOMER AT THE AIRPORT FOR THE FIRST TIME
e TIMING
e FORMAL CLOTHES
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( WHAT IS IMPORTANT WHEN. . . ?

INTRODUCING YOUR GUEST AND YOUR DELEGATION
e INTRODUCE HIGH -RANK OFFICER
e INTRODUCE LADIES PRIOR TO GENTLEMEN

WHAT IS IMPORTANT WHEN. . . ?

PRESENTING AND RECEIVING GIFTS
e GIFTS WITH CHINESE CULTURAL CHARACTERISTICS
e ALL LITTLE GIFTS ARE AVAILABLE EXCEPT CASH

Practice 4: Role Play

One

e Complete the following conversations in English and practice it with your
partner.

A: Excuse me. Are you Mr. Booth from Canada?

B: - (BH), TIER)

A: | am Zhang Feng, the CFO( Chief Financial Officer) of Sunny High Tech Com-
pany.

B: CURIF, HEE, RREMGARK)

A: o (RE, B, BEXXIAEKR) Mr li, general

manager of our company, comes to meet you.

(kAN AH

—F, XMRENKEEHE, EE, XALERE NS E%A)
C: Nice to meet you, Mr. Booth, welcome to China.
They exchange their business cards.
B: C (RWBEMABR, 254, FEHRREHMRE QRN R
)
C: 7 (XREHRE, —B ERITFHIE)
B: Wonderful, it's very pleasant.
C: 7 (FRATSE R BN 5 R
FRE, REEREZEAFKE, 1Y)

B: That sounds good. Do you know where the luggage claim is?

A: - (2R, SEARIL. EATEE)
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A few minutes later.
A: The bags seem quite heavy, let me take them.
B: Thank you very much, C (FATLIE—HATZERD)
C: OK. There is a car waiting over there, this way please.

Two
¢ In this part you are given a discussion topic. You have 30 seconds to look
at the prompt card, and then about 3 minutes to discuss the topic with

your partner. After that you will be asked more questions related to the
topic.

For two candidates

Etiquette Training
Your company is going to hold a staff training program on a certain topic about
politeness. You have been asked to help with the preparation for the training.
Discuss the situation together and decide:

e What are the most impolite activities?

e What do you think of cigarettes and no-smoking policies?

For three candidates

Etiquette Training
Your company is going to hold a staff training program on a certain topic about
politeness. You have been asked to help with the preparation for the training.
Discuss the situation together and decide:
e What are the most impolite activities?
e What do you think of cigarettes and no-smoking policies?

e How the company could deal with any objections from staff who are smokers?




