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%¢ How do you greet your business partners?

¥¢ How do you see off your business partners?

1 When greeting a businéss pértner, we usually make a brief self-introduction to
him or her. And the tone should be polite and friendly. It is also standard practice to
have a name card or business card to give to people when introduced. Handshakes
are customary in such a case for the first meeting.

Conversation topics are an important art in greetings. It is impolite to ask about a
person’s job, annual salary, marital status (4 ##tR 5 ) or age. Questions about family
tend to be avoided. In fact, these issues which Westerners may find uncomfortable are
very typical. On the other hand, weather, interests and feelings about journey are all

acceptable topics. If possible, the future arrangement can also be mentioned.
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2. When seeing off a business partner, we often express our regrets that they
cannot stay for more time and good wishes that they could have a good trip. It is also
common practice to convey our expectations that they can visit us soon. For visitors,
it is desirable to express thanks to the hosts for their help and hospitality during the
stay. More often than not, besides good wishes, the visitors also extend their invitations

to the hosts.

1. Greetings

The simplest thing to say is “Good morning,”  “Good afternoon” or “Good
evening.” This kind of greeting is given to one whom you know only slightly, orto
anyone you are passing quickly. “How are you” is usually used when you are not in
such a hurry. No answer is expected other than “Fine, thank you.” “Hello” is the
commonest form of greeting between good friends.

2. When a man raises his hat

If you are wearing a hat which can be taken hold of easily, it is customary to
raise it slightly off your head when you greet a girl or a woman.

3. When to shake hands

It is customary to shake hands when you first meet someone. And usually
friends shake hands when they meet after not having seen each other for some time.
However, it is not necessary to shake hands.

4. Use the person’s name

It is always a good form to use the name of the person you are greeting. You
might say, “Good Morning, Mr. Moncrieff” or “Hello, Franklin.” A person’s

surname should be used unless he is one of your good friends or schoolmates.



Part | Dialogues

(1) A: Excuse me. Are you David Smith from Otis Electronics?
B: Yes, I am. And you must be Mr. Bush.
(2) A: How was your flight? Was it comfortable?
B: It was quite good and comfortable, but it was awfully long.
(3) A: Did you have a good trip to Beijing?
B: Not really, I am afraid. We were delayed by bad weather.
(4) A: Mr. Wagner, I’ ve made a reservation at the hotel you stayed last time.
B: Thanks a lot.
(5) A: Come and see me when you have time.
B: Thanks. I’1l certainly do that.
(6) A: If you happen to come to San Francisco, please do look me up.
B: Have a nice trip.
A: Thank you.
B: And be sure to contact me as soon as you get there.
A: Twill.
(7) A: Ireally enjoyed my stay here. I’m very grateful to you for your warm hos-
pitality.
B: Iam glad to hear that. And I wish you a nice journey.
(8) A: What’s your flight number?
B: It’s Flight No. 302, Northwest Orient Airlines.
(9) A: Thear they’re announcing my flight over the public address system.
B: Bon voyage, Mr. Andrew. And a safe landing in America.

U HU() »
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Notes
(1) make a reservation HiT &AL ; WIT B3 [A] ; BliT 4 255
(2) look sb. up () FEi ; BH ; IFKHE
(3) have a nice/ good/ pleasant trip Jif¢ i M| ; i 4 fai tR
(4) Bon voyage (315 ) — M4, HiK & IUH

Expressions commonly used in meeting a guest
(1) Pardon me. Are you Ms.Tang from NEC?
(2) Excuse me. Are you David Smith from Otis Electfonics?
(3) How was your flight?
(4) Did you get any sleep on the plane?
(5) Iam Donald. We met the last time you visited Hong Kong.
(6) I am Robin. 1’11 show you to your hotel.
(7) We’ ve made a reservation at a Western-style hotel for you.
(8) Let’s go to the station to get a train into town.
(9) Welcome to Guangzhoy, Mr. White. Our manager will come to greet you later

at the hotel.

(1) #R4F , i AR R NEC /A 7 #0%4 + 159

() WRIF , 3 IR Otis 23 7 B9 K T - o BTG 9

() Rtk T 7
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Expressions commonly used in seeing off a business partner

(1) It’s very kind of you to come and see me off,

(2) It’s a pity that youre leaving so soon.

(3) I must, on behalf of my company, thank you-again for your generous help.

(4) Bon voyage, Mr. Major. And a safe landing in Shanghai.

(5) Thank you very much for everything you have done for me during my stay in

Britain.

(6) I shall miss you very much and thank you for your company.

(7) Please don’t leave anything behind.

(8) I hope you have a pleasant journey home.

(9) Have a nice trip.
(1) T B i R R ‘
() RBEEEX ARREETF,
(3) FANRIRAT A ) F U IR 45 ) B 1 7
(4) AR EME L R E— T2
(5) A 4070 I 340 Iy BT Al iy — 41
(6) M FEH AR, BHI AR RELE
(7) EARE G AT,
(8) 7 BB AR | 5 ik ik — B X, |
(9) — BEIFX |

Vmﬂ 1. Watch the video and answer the following questions.

Qg 1) »
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: go through the yycizjﬁstoylns

76‘0?6“ /‘(QM@ ,,,,,,
Karl Schiller = v |
Mumph '

(1) Where is Schiller traveling from?
Munich in Germany.
(2) What’s inside Schiller’s briefcase?

A computer.
(3) What does the customs officer say as Schiller is showing him how to use the

camera?

It really isn’t necessary.

Karl Schiller is a German businessman on a business trip to Britain. He is
just arriving in Britain and going through the customs.
Customs officer: Sir, would you come here please?

(Schiller shows his passport to the customs officer.)
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Customs. officer: That’s all right, sir. You don’t need to show me your passport.
' Where are you traveling from?

Schiller: Munich in Germany.

Customs officer: What’s the purpose of your visit?

Schiller: Business.

Customs officer: And what’s inside. the suitcase?

Schiller: Oh, normal things, clothes and ...

Customs officer: That’s Ok, sir. You don’t need to do that. And what about that?

Schiller: The briefcase?

Customs officer: Yes. Could you open it, please?

(Schiller opens his briefcase.)

Customs officer: And what’s this? A computer!

Schiller: Yes, that’s a wonderful machine. My company makes them. Look,

er, it works like this.

Customs officer: That’s all right, sir. You don’t need to give me a demonstration.

Schiller: Oh, Ok.

(Schiller puts his computer into the briefcase.)

Customs officer: Er, just a minute, sir. What’s in the shoulder bag?

Schiller: Oh, the shoulder bag..., just my camera.

Customs officer: Could you open it, please?

(The customs officer is researching the camera.)

Schiller: No, no, no. You mustn’t do that. Excuse me, you have to unscrew

it, like this.

(Schiller is showing the customs officer how to use the camera.)

Customs officer: I see. |

Schiller: Then of course you can use this other lens.

Customs officer: Very interesting.

Schiller: Yes. Screw it in like this.

U0 HU() »
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Customs officer: This really isn’t necessary, sir. You don’t need to show me how it
works.

Schiller: No, really I want to. Then that’s this lens...

Customs officer: Very interesting, sir. But I must keep on with my work.

Schiller: Ok, goodbye.

(Schiller shakes hands with the Customs officer and then leaves.)

~ 2. Listen to the following short dialogues and fill in the blanks with

the information you get from the tape. Each dialogue will be

read twice.
(1) A: I’m calling because I’1l be in London next week and I’d like to have you
meet me then.
B: Great! What date will suit you? I’ m fairly free next week, I think.
(2) A: I’ d like to see your showroom.
B: Do you know where it is?
A:No, Idon’t.

B: I'll have the office send you a map.

(3) A: Mr. Stone, do you have a hotel reservation?
B: Yes, I’ ve booked a single room for you.
(4) A: That’s the end of the tour.
B: It was of great help to me.

A: Just let me know if you want to bring anyone else.

B: I’d like to have my boss go through the plant some day.
(5) A: Well, I have an appointment now.

B: I’'m in quite a hurry too.

A: Good to see you. Goodbye.
B: Goodbye. Take care of yourself.
(6) A: I’m glad to have met you.

B: Thank you. It was nice to have seen you.



