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Unit 1
'/ Reception

‘Dialogue 1 Atthe Airport

Jennie:  Excuse me, are you Marcus Rodgers from Nelson Office Outfitters in
America?
Marcus:  Yes, | am.
Jennie:  I'm glad to meet you. I'm Jennie Wang from Thompson Nanjing.
Marcus:  Nice to meet you, Ms. Wang. Thank you for taking all the trouble of
coming to Shanghai to meet me at the airport.
Jennie:  We assume that you haven’t been to the Changjiang Delta region



before. It will be convenient for both of us if we take you from
Shanghai to Nanjing by car.
Marcus:  Are we going to Nanjing now?

Jennie:  I’'m afraid not. You must be very tired after your long flight. We’ll
spend tonight at the Jinjiang Hotel and drive to Nanjing tomorrow
morning. ’

Marcus:  That’s wonderful.

(Jennie Wang takes Marcus Rodgers to the Jinjiang Hotel. She talks to the
receptionist at the desk.)
Receptionist:  Good evening Madam, may | help you?
Jennie:  Good evening. I’'m from Thompson Nanjing. We've booked two
single rooms for tonight. We'd like to check in, please.
Receptionist: ~ Yes. We have reservations for you. Would you please both fill in
the form with your names and ID numbers?
Marcus:  Excuse me, can | use my passport number?
Receptionist:  Yes, sir.

(Jennie Wang and Mr. Rodgers fill in the forms and hand them to the receptionist.

The receptionist gives them the key cards.)

Receptionist: ~ Here are the key cards. Your room numbers are 1206 and 1208.
Jennie:  Thank you.

@ Dialogue2 Atthe Restaurant

(Jennie Wang takes Marcus Rodgers back to Nanjing in her car early in the morning
of September 11th. After putting Marcus’s luggage in the Jinling Hotel, they go to a
nearby restaurant.) ‘
Maitre d’:  May I help you ?
Jennie:  Yes, I'm from Thompson Nanjing. | made a reservation for a table
for two.
Maitred:  Let me check. Yes, we've reserved a table for you. Let me show you
the way.
Jennie:  Thank you.
Maitred: Here it is. Please be seated. Your waitress will be right with you.
Marcus: [ like this table by the window. It has a wonderful view.
Jennie: | hope you like the food here, too.
Waitress:  What would you like to order, sir?
Jennie:  (To Marcus) We won't have to wait long if we order the set lunch.



Marcus: That’s good. We need to have a quick lunch. You mentioned that
your CEO, Robert Lee, will meet with me at 2 p.m.
Jennie: That’s right. (To waitress) What is the set lunch for today? |
remember that you have different set lunches for each day of the week.
Waitress:We have two set lunches today. One is fried chicken with cauliflower
and rice. The other is salty duck with green vegetables and rice.
Jennie:  What would you like, Marcus?
Marcus:  What would you recommend?
Jennie:  The salty duck in Nanjing is very well known.
Marcus:  Then Il take the salty duck.
Jennie: Me, too.

(The waitress notes their order and leaves. A few minutes later, she brings the
lunches. Jennie and Marcus eat and talk at the same time. As they are about to finish
their lunch, Jennie gets a call from Tina in the Sales Department. )

Jennie: Hello, this is Jennie Wang.

Tina: Jennie, this is Tina. Martin Stone from the marketing department wants
to see you at 1 o’clock this afternoon. He said that he had some urgent
issues to discuss with you.

Jennie: I'll be back to the office in ten minutes. just let Martin know that I'll be

attending Robert Lee’s meeting with Marcus Rodgers around 2 p.m.
Tina: | will.

Jennie:  (To Marcus) I'm sorry to say that Martin, the manager of our marketing
department, needs me urgently. | need to go back to the office right
now. I'll drop you at the Jinling hotel and meet you again at our
office in the Jinying Building at about 1: 50 this afternoon. The Jinying
Building is only a few minutes” walk east from your hotel. You can't
miss it.

Marcus: No problem. That'll be fine.

A\
‘Dialogue 3 Introducing Companies

(Marcus Rodgers arrives at Thompson Nanjing.)
Receptionist:  Good afternoon. Can | help you, sir?
Marcus:  Good afternoon. I'm Marcus Rodgers from Nelson Office
Outfitters. | have an appointment with Robert Lee and Jennie
Wang.
Receptionist: ~ Yes, Mr. Lee and Ms. Wang are expecting you. Mr. Rodgers, if
you’d like to take a seat, I'll let them know you’re here.



(The receptionist then dials Jennie Wang’s extension number.)

Receptionist:  (To Jennie Wang) Marcus Rodgers from Nelson Office Outfitters
is here. (To Mr. Rodgers) Jennie Wang will be out to see you
right away, Mr. Rodgers.

Thank you very much.

(Jennie Wang, Marcus Rodgers and Robert Lee are having a meeting in the CEO’s

Marcus:

office. They introduce their companies.)

Jennie:

Robert:
Marcus:
Robert:
Marcus:
Robert:
Marcus:
Jennie:

Marcus:

Jennie:

Marcus:

Robert:

Marcus:

Mr. Rodgers, I'd like to introduce you to Robert Lee, the Chief
Executive Officer of Thompson Nanjing. Mr. Lee, this is Marcus
Rodgers, the General Manager of Nelson Office Outfitters.

Welcome to Nanjing, Mr. Rodgers.

Nice to meet you, Mr. Lee.

We hear from joseph Liu that you'd like to act as the sales agent in
North America for Thompson Dongwan.

That's right. We feel that Thompson Dongwan’s office furniture has
considerable potential in the North American market. Their pricing is
relatively low compared with similar American products.

We are glad to hear that.

Is it possible for us to act as the direct agent for Thompson Dongwan
in North America?

I'm afraid not. However, we may consider you as the North American
agent for Thompson Nanjing.

Sorry, I'm a bit confused. What is the relationship between Thompson
Dongwan and Thompson Nanjing?

Thompson Dongwan is only a furniture manufacturer. Their staff is
mainly the technicians, engineers and workers involved in production.
They do not have sales staff. And they do not have experience in
international trade. Besides, Thompson Nanjing is one of the main
investors in Thompson Dongwan. We provide 40% of the cash they
need. In other words, Thompson Dongwan relies on us for financing
and sales. For the Chinese market, Thompson Nanjing acts as the
general distributor. We supply other distributors located around
the country. However, for the Nanjing market, we act as the direct
distributor. For foreign markets, we are also the general distributor.
Now | understand why Joseph Liu wanted me to come to Nanjing.
I have a better picture of the close relationship between Thompson
Dongwan and Thompson Nanjing.

I’'m glad our relationship is now clear to you. Could you tell us
something about your company’s background?

Sure. We've been in business for about five years now. We act as the



North American sales agent, representing some of the leading office
furniture manufacturers in European countries and in Southeast Asia.
We have a comprehensive distribution network in North America.

Robert: It appears that our mutual interests and capabilities may benefit both
of our companies. I've prepared this report for you. It summarizes
our company’s history, our sales relationships, and our marketing
programs. And here are the papers that outline the details of our
prepared trade agreement.

Marcus:  Great. | want to study those materials.

Robert:  After we review your report, and get your confirmation that you still
wish to be our sales agent in North America, we need to sign a full
contract, making it clear the rights and responsibilities of each party.
Then we'll provide you a letter of appointment.

Marcus:  All right. Ill send your information and literature back to L.A. for
review by our marketing department. In the meantime, | would like to
buy several sets of office furniture to try out in. our market.

Robert:  Sure. Ms. Wang will help you with that.

Jennie:  We can discuss all the details including pricing with our Sales
Department.

Marcus:  That’s great. Goodbye, Mr. Lee. Thank you for your time and your
interest in Nelson Office Outfitters.

Robert:  Thank you. Goodbye, Mr. Rodgers.
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Exercise One: Role-Play
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1. Fill in the words in the incomplete sentences.

You are Jennie Wang and you meet Marcus Rodgers at Pudong International Airport
for the first time. You tell him that you will stay one night in Jinjiang Hotel.

Jennie:

America?
Marcus:  Yes, | am.
Jennie:
Marcus:

Excuse me, ... you Marcus Rodgers from Nelson Office Outfitters in

I’'m ... to meet you. I'm Jennie Wang from Thompson Nanjing.
Nice to meet you Ms. Wang. Thank you for taking all the trouble of

coming to Shanghai to meet me at the airport.



Omié O |

Jennie:  We assume that you ... to the Changjiang Delta region before. It will
be ... for both of us if we ... you from Shanghai to Nanjing by car.

Marcus:  Are we going to Nanjing now?

Jennie: I'm afraid not. You must be very ... after your long flight. We’ll ...
tonight at the Jinjiang Hotel and ... to Nanjing tomorrow morning.

Marcus:  That's wonderful.

You are Jennie Wang and you talk to the receptionist at the Jinjiang Hotel.

Receptionist: ~ Good evening Madame, may | help you?
Jennie:  Good evening. I'm from Thompson Nanjing. We've booked two

... rooms for tonight. We’d like to ... please.

Receptionist: ~ Yes, We have reservations for you. Would you please both fill in
the form with your names and ID numbers?

(Jennie Wang and Mr. Rodgers fill in the forms and hand them to the receptionist.

The receptionist gives them the key cards.)

Receptionist: ~ Here are the key cards. Your room numbers are 1206 and 1208.

(@)} You are Jennie Wang and you ask Marcus Rodgers what he would like to have for
the lunch.

Jennie:  What would you ... Marcus?
Marcus:  What would you recommend?
Jennie:  The salty duck in Nanjing is very ...
Marcus:  Then I'll take the salty duck.
Jennie: Me ...

You are Jennie Wang and you introduce Marcus Rodgers and Robert Lee to each
other.

Jennie: Mr. Rodgers, 1'd like to ... (you, Robert Lee, Chief Executive Officer,
Thompson Nanjing). Mr. Lee, ... (Marcus Rodgers), the General
Manager ... (Nelson Office Outfitters).

Exercise Two: Comprehension

1. Who is Marcus Rodgers? Where is he from?
2. Why does Marcus come to China?



Who is Joseph Liu?

What does he suggest to Marcus Rodgers?

Who is Jennie Wang? Why does she go to Pudong International Airport?

What does the receptionist ask jennie and Marcus to do before she gives them
the key cards?

oUW

N

Does Jennie recognize Marcus at the airport?
8. Where does Jennie take Marcus to after he arrives at the airport?

Dialogue 2

Which hotel does Marcus live in when he stays in Nanjing?

What does Jennie and Marcus order for lunch after they arrive in Nanjing?

Who calls Jennie when she has lunch together with Marcus?

Where will Jennie meet Marcus in the afternoon? What is the time of their
appointment?

Dialogue 3

Who is Robert Lee?

Can Marcus be the sales agent in North America for Thompson Dongwan? Why?
Who is the general sales agent for Thompson Dongwan?

What does Thompson Dongwan manufacture?

What kinds of staff does Thompson Dongwan have?

Why does Thompson Dongwan rely on Thompson Nanjing?

What kind of company is Nelson Office Outfitters?

Why does Marcus want to buy some sets of office furniture from Thompson
Nanjing?

PN AW =

Exercise Three: Practice of the Sentence Patterns

1. Hotels, restaurants, and airports often have reception desks where you can

get various help from the receptionists. Here are the sentences that you may
use in these situations.

Could you please tell me ...2
Can you please tell me ...?
[ wonder if you can please tell me ...



Id like to know ... please.
I wonder if you know that ...

Use the above sentence patterns in the following situations.

I. You ask the receptionist in a hotel where you can do your laundry.

Il. You are at an airport information desk. You want to ask about an arrival.

[ll. You ask the receptionist of Thompson Nanjing whether you can make an
appointment with Jennie Wang on Thursday afternoon.

IV. You are writing a business report. You need some information. You go to a
colleague you do not know well in another department to ask for it.
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Dialogue 1 Asking for Mr. Liu’s Room Number

(Sarah is at the reception of a hotel asking about Mr. Liu’s room number.)

Receptionist:
Sarah:

Receptionist:

Good morning. May | help you?

Good morning, | am looking for Mr. Liu. He should have
checked in yesterday.

One minute, please. Let me see. There are two Lius, Could you
please tell me his full name?

Sarah:  Er, yes. It’s Liu Pin.
Receptionist: ~ Mr. Liu is in room 314.
Sarah:  Could you please tell him that Sarah Geller is here? He is

Receptionist:
Sarah:

W\

expecting me.
Sure, please have a seat in the waiting room.
Thank you.

‘Dialogue 2 Asking for Flight Information

(Liu Pin is at a hotel reception desk, asking about flight information back to

Shanghai.)

Receptionist:

Good morning, Sir. May | help you?



