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Gathering Basic Information

Alfred goes to his boss, Mr. John’s office to get information about the guest.

: Come in!

: Morning, sir. Sorry to bother you. I was just informed that 1 would take

charge of the reception of our foreign guest.

: Yes, as you can speak English fluently.
: Thank you for your appreciation. I'm here for more information about our guest.
: Okay. His name is Chandler, 42 years old. As the manager of the Engineering

Department of our parent company, he is going to stay in China for 6 days
to investigate whether our assembly line works well. What else would you

like to know?

: Okay, 6 days, from ...?
: From Sept.11th to Sept.16th, so you should arrange the accommodation

for him.

: OK. You know, Mr. John, my job is not just to receive him, but also to make

arrangements in order to make him comfortable during his stay in Beijing.
So I'd like to know what he likes doing in his spare time.

Well, he likes angling, playing golf and tennis, and drinking and chatting
with others in a bar.

All right, sir. I know what to do now. Thanks for your patience.

You're welcome. See you.
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I was just informed that | would take charge of ....

A: Yes, as you can ....

B: I'm here for more information about ....

A: Okay, his name is .... As the ...; he is going to stay in ... for ... days ... to

B: Okay, ... days, from ...?

A: From ... to ..., so you should arrange the accommodation for him.

B: OK.
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Gathering Basic Information

a4 i
%%_ In Alfred’s office, Sally is talking to Alffed about the information of the foreign experts.
%

A:

>

Hi, Alfred. I'll be in charge of the reception of our foreign experts. I'm here
for more information so that I can finish the reception plan.
OK. I can give you a brief introduction. This delegation contains three people,

two gentlemen and one lady, who are all divisional managers.

: Well, they should be greeted by our divisional managers, right? En ... Mr.

Richard and Mrs. Jones should also be there.

: That's necessary. Listen, Sally, their main objective is to evaluate the feasibility

of our company’s new project.

: And this new project means a lot to our company.

: So we need our senior executives to be there. Furthermore, the standard of

reception should be proper.

: Absolutely right. And 1 need their schedule.
: You have to make the schedule by yourself. But 1 have a form of their indi-

vidual information including their names, ages and hobbies, almost every-

thing you need.

: That's perfect. Thanks for your advice. | am going to make the reception

plan right away.
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I'll be in charge of the reception of .... I'm here for more information so
thatlcan ....

OK. I can give you a brief introduction. This ... contains ..., and they are

Well, they should be greeted by ....

That’s necessary. Their main objective is to ....

A: And this new project means a lot to ....

So, we need ... to be there. And the standard of reception should be ....
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@ Time of Arrival and Departure

Could you please tell me the ETA/ETD
of Flight CA 9877 (ETA / ETD=estimate
time of arrival / departure)

We are really sorry that the flight is de-
layed due to the weather / mechanical
fault.

Excuse me. Could you tell me what time
will Flight CA 645 arrive in Beijing? -

© Personnel Structure

Can you tell me who is in charge of the
delegation? | want to give him / her a
call in advance.

| want to know the number and structure
about the members of the delegation.

He's got some experts of the staff who come
from America. They work here as consulars.
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@ Eating Habits {REX1R

Does he / she prefer spicy food? If so,
| suggest we can make a reservation in
Chengdu Restaurant.

None of them drink alcohol, so | will
serve them tea. Which tea should |
choose?

They like Chinese / Sichuan / Guangdong
Food.

@ Hobbies BEIF

Does he like playing basketball or foot-
ball? If he likes basketball, | can give
him a CBA ticket.

| hear you like skating very much. Let’s
go to the field now!

We will have a football game tomorrow.

Do you like to join us?
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