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Unit Business Travel

Unit Goals
Listening Speaking

Description of airline, boarding information, ticket | 1. Booking an air ticket
reservation, room reservation, ports 2. Booking a hotel room

Starting-up

Please translate the following names of world-famous airlines into Chinese.

1. Korean Air 2. Air China

3. United Airlines 4. Lufthansa German Airlines

5. KLM Royal Dutch Airlines 6. Cathay Pacific

7. Japan Airlines 8. British Airways

9. China Eastern Airlines 10. Delta Air Lines

Initial Listening

Before listening, please learn the following terms by heart.

economy class CKHL) &5t
business class QY IPNE S
first class CRML) K%/

boarding card EHLE
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baggage tag 1TZ
boarding gate FHLH
departure lounge ENLT
international departure bR &
domestic departure WK
terminal Firi ki A%
standard suite FRETa]
deluxe room SEAENA]
business room ] 55 [
double room PYYNE!
single room LN
high season 2=

low season R

New Words and Expressions

reservation n. T4

economy n. ZJF

open return A & #f 42 F

board v. B (¥AL. F. HF)
attend v. HF

fair n. EW4S

conference n. 2

time difference i %

Now, please complete the following tasks.
Task 1
You will hear the names of ten famous ports of the world. Repeat for the first time

you hear. Then listen again and write your answers down.

1. 2.

3 4.

5. 6.

7. 8.

9 10.
Task 2

You will hear five sentences. When you hear for the first time, repeat the sentences
and pay attention to the stresses and tones. Then listen again and write them down. Check
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your answers when you listen for the third time.
1.

2.
3.
4
5

Task 3
You will hear 5 short conversations. At the end of each conversation, one question will
be asked. Both the dialogue and question will be spoken only once. Mark the best answer
for each question.
1. A. Tianjin
B. Guangzhou
C. Shenzhen
D. Shanghai
2. A. He is willing to meet her on Friday morning.
B. He can’t meet her on Friday morning because he has to buy some books.
C. He doesn’t want to meet her at all.
D. He can’t meet her on Friday morning because he has other appointments.
3. A.10:45
B. 9:15
C. 10:30
D. 10:15
4. A.Atten o’clock
B. At eleven o’clock
C. At two o’clock
D. At nine o’clock
5. A. Manager and secretary
B. Receptionist and visitor
C. Hotel staff and guest
D. Shop assistant and customer

Oral Discussion

Before discussion, you are given the following advice.

Professional Advice
1. Before and during a business trip, you need to do the following:
Know your company’s financial regulations and reimbursement procedures
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on the business trip in advance.

Prepare the appropriate amount of dollars and local currency in advance.
Follow the weight allowance of the registered luggage and hand luggage.
Place a certain amount of personal accident insurance.

Carry your commonly used drugs or emergency medicine.

Take the passport with you all the time.

Take good care of your valuables and belongings.

Purchase bottled drinking water when necessary.

Make certain which hotel services belong to additional consumption expenditure.

2. When making a room reservation, the guest needs to offer the following information:
The date of arrival and departure

The number of guests

The room type and the number of rooms

The name of the guest or name of the group

The guest’s telephone number

The contact name and his telephone number

Now, please complete the following tasks.
Task 1
Work in pairs. Discuss, as a receptionist of an airline, what details have to be
confirmed from your customer in a ticket reservation?

Task 2
Work in pairs. Discuss, as a receptionist of a hotel, what details have to be confirmed

from your customer in a room reservation?
Task 3
Discuss the following topic.

If you are going abroad on business, from which aspects should you make adequate
preparations in advance?

Intensive Listening

Learn the following by heart before listening.

New Words and Expressions

cancellation n. BJH
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available a. FRFH; THEHW
single fare HEZE

airline n. MEAE; M&E
overlook v. T Bk

roomrate F1U, B

Internet access B Hk P # A\

Dialogue 1

1. Listen to the dialogue and decide whether the following statements are true or
false.

(1) Mr. Smith will set off on May 5th. ( )

(2) There is a flight leaving Los Angeles International Airport at 9:30 in the morning,
arriving at Guangzhou at 15:00 local time. ( )

(3) Mr. Smith wants to fly first class. ( )

(4) Mr. Smith’s full name is John Smith. ( )

(5) Mr. Smith prefers to choose a flight which takes off before 11:00. ( )

2. Listen to the dialogue again and complete the following sentences according to the
contents in the dialogue.

(1) I’'m afraid that flight is . "1l just check to see if there have been any

(2) There is a flight leaving 12:30, arriving at 18:00 local time.

(3) Could you check other fights leaving Los Angeles for Guangzhou ?

(4) How do you want to fly, or ?

(5) Please arrive at the airport before departure time to check in.

3. Make a memo about the reservation mentioned in the dialogue.

Passenger’s Name:

Departure Time:

Arrival Time:

Departure Place:

Arrival Place:
Flight Number:

Dialogue 2
Listen to the dialogue and choose the best answer to each of the following questions.
1. What type of room would Mr. Smith like?
A. a double room overlooking the park

B. a single room overlooking the park
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C. asingle room overlooking the street
2. What’s the room rate per night?
A. 119 US dollars
B. 190 US dollars
C. 199 US dollars
3. How many days will Mr. Smith stay at Grand Hyatt Guangzhou?
A. 9 days
B. 7days
C. 6days
4. What services are offered by a single room of Grand Hyatt Guangzhou ?
A. breakfast, IDD telephone and a computer with internet access
B. breakfast, color television and refrigerator
C. supper, IDD telephone and Wireless Fidelity
5. What’s the telephone number of Mr. Smith?
A. 00-1-230-8433838
B. 00-1-213-8438893
C. 00-1-213-8433839

Oral Presentation

In this part, please make oral presentations after reading the following tasks. You are

given some functional sentences to help you.
Functional Sentences

1. ’m sorry to have kept you waiting for long, but the flight was delayed 40 minutes.

2. You must be very tired after the long trip, so it is best if we go back to your hotel to first
check in.

3. You might as well have a look at the city along the way.

4. We’ll show you around the city after our business.

5. I really enjoyed every minute of my stay here.

6. Excuse me, could I make a reservation for flight F8012 to America?

7. What kinds of ticket do you want, first class or economy?

8. Are there any discount tickets available?

9. I want to take a direct flight.

10. When is the next plane for America?

11. May I know your arrival and departure dates?

12. When will you arrive at the hotel?

13. What type of room do you require?

14. How long will you be staying, sir?
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15. We can offer you a standard room for a total of RMB¥ 380, which includes two
breakfasts.

16. May I have your name please?

17. We will send you a reservation confirmation within two days.

18. Is there a reduction for children?

19. Your reservation has to be guaranteed in order to ensure that our hotel will hold a room
for you.

20. How would you like to pay for the room?

Task 1
Retell the passage of Dialogue 1 with the words and useful sentences used in the
dialogue.

Task 2
Work in pairs. One of you plays the role of a passenger and the other plays the role of
a receptionist. Make a dialogue according to the following situation.
Mr. Smith phones the airline and hotel respectively to book a ticket and a room for his trip
to China. According to Mr. Smith’s specific requirements, the receptionists of the airline and
hotel help him book the ticket and room.

Background Input

How to prepare for a business trip

m Plan ahead. Once you have determined the dates of your business trip, it is necessary to
plan ahead. Often, a business trip is done in a location farther than your local hub.
Reserve your travel accommodations which can include air travel, hotel and car
reservations way in advance. If you are planning on attending big conferences that will
surely be attended by a lot of people from different parts of the globe, ensure that you do
this one month in advance so that you can still get a confirmation for the travel
accommodations as well as the conference itself.

m Set goals before you leave for your business trip. What would you like to accomplish
when you arrive at your destination? You want to be as productive as possible for a very
short amount of time. Time management is the key to making sure that you meet your
goals.

m Set up appointments. Business trips cost companies money to pay for the travel
accommodations as well as food. Make it worthwhile by hitting more than one bird with
one stone. Try to schedule some appointments to meet with your clients, vendors and
other key business contacts. If you have staff members that report to you in the same

location, try to meet with them personally.
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Set up tasks and deliverables before you travel. For example, if you are running a
conference yourself, ensure that the equipment you will be using such as projection
screen, projectors and microphones have been reserved together with the meeting room.
Contact the local admin in the branch you are visiting or the technical support
personnel to ensure that you have a spot to do your work with proper network and
phone connections. If there are certain tasks to be completed before your arrival by
some people who are attending your meeting, set them up weeks in advanced to allow
them enough time to prepare or complete such tasks.

Get ready for your business trip by packing your luggage with essential items. Do not
forget to bring enough outfits to use, especially if you anticipate attending formal
dinners; bring an outfit that fits the occasion. Bring your personal effects and toiletries
that you can use while away from home.

Bring tools. Don't forget to bring your laptop, PDA, address books, journals, cell
phones, flash drives, disks, or anything that you would anticipate needing for you to be
able to work. Be prepared by bringing files saved in a flash drive, CD or floppy disks.
This way even if your laptop gets damaged or lost, you still have your documents safe to
use on other people’s computers.

Update contacts. Business trip is also an opportunity to update your contact lists. Add
new contacts of people you meet while traveling and attending conferences. The person
seated next to you on the plane may have something in common with you. Build your

networking list for more future opportunities for your business and for you.
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Trade Fairs

Listening

Speaking

1. Description of names and places of trade fairs,
booking stands and organizing a trade fair

2. specific requirements with the organizer of a
trade fair

1. Receiving a potential customer at the booth

2. Keeping contact with the customer after the trade
fair

3. Trying to establish initial business relationship with
the potential customer at the fair

=~ Starting-up

Translate the following names of fairs or exhibitions into Chinese.

. Agricultural Fairs
. Trade Fairs
. World’s Fairs

. China International Building & Construction Trade Fair

. China HK International Education Expo

. EXPO REAL CHINA

. China International Exhibition on Shoes & leather Industry

1
2
3
4
5. China International Jewellery Fair
6
7
8
9

. CEHK (Computer Expo, Consumer Electronics Expo and Communications Expo)

10. China Hong Kong International Golf Show
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Initial Listening

Before listening, please learn the following terms by heart.

exhibition BN
exhibitor JE &
exhibit J& i
booth PEAL
stand BE&

set A S5
props NE R
exhibition center iR SR
a product launch exhibition P R A
renowned brands HI4 S
company profile A FfE
promotional literature HAE TR

New Words and Expressions

convention n. K%, 2
specialist n. ¥ %

lucrative a. A F| 7 HH
highlight n. &5 36 4
gadget n. /NI E; /INEH
conduct v. % ; Lif
program n. X, THZH

Now, please complete the following tasks.
Task 1
You will hear five pieces of information. For each piece decide where the exhibition was /
is held. Match the place to hold the exhibition with the number of the piece. You will hear the
five pieces twice.
The Places to hold the Exhibitions

A. Shanghai New International Expo Center

B. Jinan Shungeng International Exhibition Center

C. Guangzhou China Import and Export Fair Complex

D. China International Exhibition Center
E. Dubai World Trade Center
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