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Unit One

Protocol Routine
Rk Ik AF

i » Know the proper ways to receive foreign guests;
» Establish the glossary bank for protocol routine;
» Master the basic sentence patterns about protocol routine;

i » Improve the interpreting skills for protocol routine.
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1.1 Cultural Salon

Before the foreign guest arrives, you should reserve a room at a hotel for him. Usually
the hotel must be comfortable, air-conditioned and the most important is that each
room must be equipped with a private bathroom, because western guests usually insist
on having a shower every day. When the foreign guest arrives, you can either meet
him at the airport or at the train station in person or send a representative to

meet him.

Upon the arrival, foreigners usually like to go to their hotel rooms right away, so you
should send your guest to his hotel room immediately. On the way to the hotel, you
can have some casual and friendly talks with him, but you should never try to get
down to business right away. At the hotel, help him go through formalities and tell

him about the next day’s program.

Usually you should let the guest walk on the right. It is polite for you to open the door
for him and let him go through the door first. It is offending to call a young lady
“madam” , and you should not ask her about her age, salary, and some other private
matters. You cant smoke unless you are permitted. Make sure that youre clean and
tidy. Dont be humble or pushy, but show respect for him and his customs. You must
be punctual and keep your promise. When shaking hands, you can use a little
strength, but not too tightly. You should always use “please’, ‘“thanks” in your

talks. Get ready to help your guest whenever he has troubles.

The following elements should be considered when hosting a foreign delegation:
a) Knowing of your visitors” background and prepare to meet them as soon as

they arrive;
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b) Make sure you understand your visitors” objectives and their desired itinerary;
¢) Contact the departments and persons to be visited;
d) Make suggestions to enable your visitors to best use their time;

e) Draft a reception proposal.

1.2 Glossary Development

Directions: Read the following terms and interpret them into English and Chinese

! respectively.

1.2.1 Chinese-English

fif 22 H#2
T Ly

g2 L
RV R
(EX ] RBLE

1.2.2 English-Chinese

heartfelt thanks warmest regards
on behalf of pay tribute to
pleasant flight reception dinner
accommodations hospitality
welcoming address farewell speech

1.3 Sentences Interpreting

| Directions: Listen to the recordings and interpret them into English and Chinese |

! respectively.

1.3.1 Chinese-English

1)
2)
3)
4)
5)
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1.3.2 English-Chinese
1)
2)
3)
4)
5)

2.1 Text Interpreting

! Directions: Listen to the recording based on the following situation and work as the |
\interpreter. Then listen to the recording of the interpreted version and check your

| interpretation.

Situation: Daniel Moore, Executive Director of the Marketing Department of GE Import
and Export Company, goes to the airport to meet Mr. Wang, General Manager of
Shanghai Fusheng Trading Company. Mr. Moore and Mr. Wang are talking about

the flight, accommodation and itinerary.

2.2 Project Simulation

Directions: Work in groups and role-play the following situation: Seeing off at the
! Airport. :

Situation: Carl Smith, sales representative from Willa Company, has just concluded
his business wisit to Shenzhen Zhongan Technology Company. Zhu Hua, the
representative from Zhongan, goes to the airport to see him off. Smith and Zhu are

talking about the visit. Xiao Liu works as their interpreter.

2.3 Field Interpreting

! Directions: Listen to the recording based on the following situation and work as the |
| interpreter. Then listen to the recording of the interpreted version and check your |

| interpretation.
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Situation: An American delegation, headed by Daniel Moore, is going to conclude
their business visit to Shanghat Fusheng Trading Company and leave for their next
stop, Shenzhen. Mr. Wang, General Manager of the company, is making a farewell

speech to express his thanks.

3.1 Project Simulation Assessment

i Directions:  Work as the assessor and assess the performance of the candidates for pro]ect

szmulatwn according to the criteria and elements as stipulated in the following form.

Criteria Elements Grades

Is the speech closely related to the topic? 10987654321

Content 30 % Are the terminologies properly used? 109 87654321
Is the speech informative enough? 109 87 654321
Are the expressions clear and idiomatic? 109 87654321

Language 30% | Is the delivery smooth and coherent? 10987654321
Is the voice convincing and pleasant? 109 87 654321

Teamwork 20% Is the work well-prepared and well-organized? 109 87654321
Is the cooperation harmonious and tacit? 109 87 654321

Postire 20% Are the gestures natural and well-conducted? 109 87654321
Are the stage properties properly used? 10987654321

Total Score 100 %

Project

Venue Date

Candidate Assessor

General

Comments
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3.2 Field Interpreting Assessment

| Directions: Work as the assessor and assess the performance of the interpreter for field

| interpreting according to the criteria and elements as stipulated in the following form.

Criteria Elements Grades

Are there any significant omissions? 109 87654321
Are there any unjustified additions? 10987654321

Faithfulness 40 %
Are there any changes of message? 10987654321
Is the voice unconvincing or unpleasant? 10987654321
Are there any excessive repairs? 10 8 4 3 21

Smoothness 30 % Are the expressions unidiomatic? 109 876543 1
Is the speech delivery incoherent? 10987654321
Are there any long pauses? 10987654321

Timeliness 30 % Are there any exaggerated fillers? 10987654321
Are there any significant hesitations? 10987654321

Total Score 100 %

Project

Venue Date

Candidate Assessor

General

Comments

3.3 Unit Learning Assessment

Dlrectlon Go over this unit and assess what your have learned with the followmg

form Mark your grades and write down your comments and feedbacks.



Criteria Elements Grades
In—class Performance 109 87654321
Cultural Salon 20 %
After-class Work 10 9 876 54321
In-class Performance 109 87654321
Glossary Bank 20 %
After-class Work 109 87 654321
In-class Performance 10 9 87654321
Sentence Patterns 20 %
After-class Work 109 87 654321
In-class Performance 10 9 87 6 54321
Project Simulation 20 %
After-class Work 109 87 654321
Interpreting Performance In-class Performance 10987654321
20 % After-class Work 109 87 654321
Total Score 100 %
Unit
Candidate Date
Candidate’s Feedbacks
Teacher’s Comments
Signature Date

~ Assignments

> Read more introductions about the etiquette of protocol routine;

» Collect more bilingual expressions about protocol routine;

» Find more speeches about protocol routine and work as the interpreter;

» Find more situations of protocol routine and act them out with your

partners.
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Appendix

Interpreters” Tips

Interpreting activities can be dated far back in the past. There have been interpreters
since ancient times when people knew how to use language to communicate.
Interpreting is an oral translation activity. It is the faithful reproduction in one
language of what is said in another language. In the professional circle, when the
term interpreting is used, it usually refers to conference interpreting. Professional
interpreting is essentially a service activity with a communication function and it is

done on request and for a financial reward.

Today, there are basically two types of interpreting, namely, consecutive interpreting
(CI) and simultaneous interpreting ( SI) . Both CI and SI have their own advantages

and disadvantages and they are favored in different situations.

In the consecutive mode, the interpreter gives his interpretation immediately after the
speaker has finished a speech segment. The segments may last from a few seconds to
several minutes. Cl is the earliest form of professional interpreting. Since the speaker
pauses from time to time for the interpreter to interpret the segments, the interpreter
has the time to take notes and analyze the message as a whole so that he can
understand the message more easily. However, CI is too time-consuming, and the
audience has to listen to the same message in both the source language ( SL) and the
target language ( TL) . Moreover, the speaker has to wait for a segment to be

interpreted into the target language before he can deliver the next segment.

In the simultaneous mode, the interpreter renders the words of the original speaker at
virtually the same time as they are uttered. In this mode, both the SL audience and
the TL audience get the message nearly at the same time as the speaker speaks
continuously and the interpreters almost concurrently give the interpretation of the
message. Sl saves much time and the meeting would not suffer from the repetition of
the same speech in two or more languages. However, SI also has its shortcomings.
Since the interpreters have to start interpreting before an utterance is finished, the

average interpretation quality of SI is generally below that of CI.

~ 9



