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@ Part 1 Background Reading 15 5t 3%

Reception

L P

The official reception of foreign visitors involves some protocol routine. It typically starts
by meeting foreign guests at the airport, and ends in bidding farewell to the guests.

BAEFIEGEAEA —SEARALOOER. B BENIZIOERIEE AT,
H HL LR Al AT 177 5 2% .

In the course of reception, schedules, arrangements will be made for the guests to attend
meetings, banquets and so on. This sort of work is trivial but important. We should never neglect
the trivial matters.

MRS, ATEASIESU, R EFERUUNIED, 752 E i %1%
Ffitt — 222 H . X R FRBIRE, ERREE. I ZZIRIX LR NH.

As an interpreter, in our contacts with foreign guests, we should, as our beloved late
Premier Zhou Enlai taught us, be modest, prudent and free from arrogance and rashness. Neither
humble ourselves nor show any disrespect.

EA—2O%GR, E£55E% NEREES, RAIBLZERIRATEE /I BRE
FRAOIE, WEEEH, AHABR. BAMEE R, WAZEAEHN T .

Business reception is one of the important elements to determine the success or failure of
business activities. Welcoming and saying goodbye to the guests are the most basic formalities
for the host to express hospitality and courtesy, which can give guests a good first impression



and establish a good basis for further contact. People who are in charge of reception should

have respect for and friendly attitude toward guests, prepare necessary information before
receiving the guests, and arrange agenda or meeting schedule in order to leave a good
impression on clients.

HEEARREMLEIRMMEERN R —. WREERZRFEEREHFED
REAMEAMBREEZOIAT, AR T REENAHRRF, TEARGFHNE —HR,
KA T —BIRAE AT T 2R ASTEAGRIAR, MiZOFER. KENSE,
AR Bl RS L EROTER, R T ENSR, MESZE B TREN
ENR.

Now more than ever, business trips are a vital part of business life, so smart planning
can help you make the most of your travel time. The following suggestions may help you a
lot.

FEBLAE F 1 2575 3 ) Z L DA T I B 22, BT DA-& BR A THRIAT BARS Bh 8 78 70
A RAT I E] o BLF R VF 2 0 AR B B

Use a different means of communication, such as phone, mail, fax, email, video or
teleconference.

A FEREE F B R T E4. . R, AT FREESI

Delegate the assignment. Send someone else to represent you. This can be a valuable
learning experience for junior associates to develop or improve their level of expertise.

BIRAESs . TYRANARTRIE o X0 BF J B 14 [F) 2 e Bt o L K- — N 5t
.

Wait. If it’s urgent or if an important decision maker wouldn’t be able to attend, schedule
the trip for a more convenient time.

A RN RSB EENREE AL, TUUNTREZHE DN EAER
i 8] o

Ask them to come to you. Try inviting the other party to come to visit you. You’ll save time
and be more prepared to make a good presentation. If the trip is necessary, it can still enhance
rather than reduce your productivity.

AR 77 . SEBIEN T ORFEV R . AT AT I [ RE A s A A R . R AT
Fe A B, R AT LASE e A A2 B S A TAE SR

;:\x
m Part Il Interpretation Lead-in HPESA

#

-

& A. Vocabulary Preview = 5 i7iC

AR K4 I’ve heard of you for a long time.



Chapter One Reception JMBIETF

Hek g2 help you out

¥ % AT receive/host sb./play host
EFHEA itinerary

S office of foreign affairs

EF bridal banquet/dinner

Ay oo RAT A B to host a banquet in honor of...
KL A welcome dinner

125 informal dinner

IHFE working luncheon

GEZE S buffet (dinner)

MR return dinner

LR ER farewell dinner

RRAT host a farewell dinner

BEL reception

Py cocktail party

LR EL costume party/masquerade/fancy dress ball
X host a banquet in honor of guests from afar
JEALI at the airport

ZeE security check

PP S customs

HIEBXOTFE go through customs formalities
HERATEVIRE customs luggage declaration form
H®x make a customs declaration
&K T waiting hall

i K% terminal building

N/ 3 A entry/transit/exit visa

A K/BAFH departure/arrival time

it boarding pass

Mg 45 6947 5 carry-on luggage

FAB TS checked luggage

TEFHL luggage depositary
LT luggage claim

TEFHRE luggage pushcart

B JE BT hotel & restaurant

] 34240, close-circuit television

FFAEIE] standard room

WL single room

AAE] double room



SR E 5 deluxe suite

a0 book/reserve a room
1 Wy AHE T disco

+3 OK /7 karaoke hall

& WK /1R G B 18] checkout time

B TR %A chamber boy

B GRS R chamber maid

ik no vacancy

P

.

$@ Sentence in Focus A %

SUFBR

1.

WERBONERE, & ER—RMNBBORIIE KR .

You must be Prof. Tallack from London if I’'m not mistaken.

. MBI

I’'m manager of Human Resources of the Haitong Group.

CEBIEAFET, WAL P REA RS,

We are very grateful that you have taken time from your busy schedule and came to our
company to give us advice.

- A BRIRATR T NG

We will host a dinner in your honor this evening.

- BIEVRATREE BT 7 —[EXUA L8], H AR

I have made a reservation for a double room with your hotel. And here is the confirmation
letter.

- BATAFZ BRI S k& T Al 2 FE AR K.

We have many modern fitness facilities catering to the different needs of our guests.

- BALRERS ORI —F IR REFIDE, WEAFIFEFRE, ERANBERZEH,

P AL E AR RE, Fl AR, BXERE.

I consider it a great honor to have you all here for this wonderful time of the year. Let us
drink to the health, great career and happy family of everybody present.

- BATSR S — BN E X, RJEER X A S AT, ARATAIE R E

WAL

First of all, we will take a bird’s-eye view of the Park. And then we will look around in the
Park and, to use a Chinese metaphor, we will “cast a passing glance at flowers while riding
on a horseback”.
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', °

=IFX
9. This is a fantastic airport, absolutely one of the top-notch international airports.
REANHRE T, R — MR E R .

10. I’m very bad with a jet-lag. But I will be all right in a couple of days.
HE ZR1E, EHREERRER T .

11. Id like to have a 7 o’clock morning call, breakfast sent up to my room, laundry done, some
documents photocopied, an express mail sent out, and something like that.
RER b7 pppiig, REXFIGE, KRER, SCHESE, difFZERE, #n
BRI 1E T ZRS -

12. Let’s delight ourselves completely in the foods that Mother Nature grants us.
ERMTVREEZKE AR TR EE.

P

-

& C. Sight Interpretation X & #1i%

DUE R

L RER RS, RIOBLELHERAT P OB EEE TS, MiBBEEFE=
T A B RATI LI = . R 9 A F e

2. BARE EREAFEMERR AN REER, RIRFENBEATRES &K FF R EE
HH.

3. IRIRIAE MR B, o] IREBIFRATA SRR £, RAOTHHE R — i
KX A B/ M.

4. AREIEMIEFE, BAFEENEH AT EVOX B4R OISR INRITRS
A PRATTAE WA — b T 3& T (IR

EIFIR

5. I’ve been looking forward to visiting your great country, and I feel very honored to and
pleased that I’ll be working with my Chinese colleagues in the head office of your automobile
group.

6. As you know, this is my very first visit to China, and I’m here to witness with my own eyes
the magical power of the once very remote “Oriental Dragon”. You can imagine how excited
I was when I received your invitation to join you in your project.

7. It is my great pleasure and privilege to have received your gracious invitation and work with
a distinguished group of China’s automobile specialists.

8. A growing number of American firms have been pouring into China’s inland provinces,
although coastal cities such as Shanghai and Tianjin are still among their first choices of
investment with many foreign investors.



& Part [l Field Interpretation 135926k
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& A. Chinese-English Interpretation X3 [i%

Passage 1

ERHFRS B ER . ILRAHERE ™
SAEXEFNEN, XKREMN0T8. 5
hEANREITR DA, BIREFRR,
TEEEAT B R E AN R AR AF

. B 5\ EILAE both dignity and faimess
. HRAF|ZE fundamental interest

HEFRLERGRE T TR
HIENR, XM 0P BN ARl AT AR
HIEMERRATARINGR. e, EITE
REUT —F B LR ATZ BB TTE, K
B RARIIES AT, JF IS RAEIRITTHfE
KREAAFAEE,

e -

BAARALEEBE modernization program
ey E I an ambitious undertaking
AIFEfISR very promising
PUBARATEL IS BT wish you success

T LLE&AE offer you our cooperation

Passage 2

AR 2K Bl — B 32 FIRATTH B
TEafE HEBRALE. TEHAEAZIR
RERIEH MRS, Wi “EEMI”,

1. PIF R

the gracious hospitality

2. BR N5 truly heartwarming
3. BEUWH (of a hotel, guesthouse, etc.)

where guests feel as comfortable as they

would if they were at home

BIX KT F I H K2 — R AR
&, MmEAHE R, AR
o, RARCEAEREZH T .

1. 45358 K make new friends

LFERR &2 be among friends
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Cli English-Chinese Interpretation Z;X 1%
On the occasion of this New Year’s Eve | 1. national celebration 2%[X [A] K
of national celebration, and on behalf of all | 2. on behalf of X3
my colleagues of the company, I wish to | 3. their gracious presence Yl
thank all the guests here for their gracious | 4. a very wonderful and joyous occasion [
presence at this Spring Festival gathering. JRAE T
You know, the Chinese Spring Festival is a | 5. a most relaxing and delightful evening %
very wonderful and joyous occasion in our P fei R F A
tradition, and I wish all my Chinese and
foreign colleagues a most relaxing and
delightful evening.
Our joint venture has experienced a | 1. joint venture & Bt{k
decade of hard struggle. This is a brilliant | 2. dedication without any complaint 2R %k
decade, a fruitful decade, a decade which has ZE ik
seen our company advance to a world market, | 3. prepared a humble dinner B & fij %
and a decade of your dedication without any | 4. our friendly cooperation A1 AU &
complaint. We have prepared a humble |
dinner to celebrate our friendly cooperation. | 5. sincere thanks 1% [ /i

I would like to take this opportunity to
express my sincere thanks to all my

colleagues at the venture.

Meanwhile, I hope this party will give
us an excellent opportunity to get to know
each other and increase our friendship. In
closing, I’d like to thank you again for your
kind presence and wish everyone good
health, a successful career and the best of

luck in the New Year.

. good health 5 {4 {3

2. a successful career FMVA L
3. the best of luck 7 #HEINE




