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Unit One  Receiving Visitors

1. With an Appointment

-

Lin Xiaochua is a receptionist at a Native Produce Import &

Export Corporation™. She will speak to Mr. Lefere, who has an
appointment with the sales manager* Yang Jin at 9 : 30.

A.
B:

A

.

QW Ow

Good morning. Can I help you?

Good morning. I have an appointment with the Sales Manag-
er at 9 : 30.

May I have your name, please?

: Lefere. Paul Lefere, I’'m from the America Oversea Trading

Corporation.

: Let me see*+». Ah yes, Mr. Lefere. Please take a seat, Mr.

Lefere. 1 will tell the manager’s secretary you are here.
. l'se kvath
(Making a telephone call)

Hello, Miss Zhang, this is Reception*. Mr. Paul Lefere is
here. He has an appointment with Mr. Yang Jin at 9 ¢ 30, «=+

Yes, he’s from the America Oversea Trading Corporation.

(To Mr. Lefere) Mr. Yang Jin’s secretary is coming down
now.
Thank you.

+

: Mr. Lefere?
: Yes, that’s right,

: ’m the sales manager’s secretary. Please come this way. I'll

take you to his office.

» PR S OORMT  B R BEEH “Notes” R A,
: . 1



2.  Without an Appointment

Mr. Smith is another visitor, but he has not an appointment

with Mr. Yang Jin, the sales manager.

A
B:

v v B o e

>

Good afternoon.

Good afternoon. Oh, good afternoon, Mr. Smith, how are
you?

: I'm fine, thanks, and you?

: Oh, busy as usual, Do you want to see Mr. Yang Jin?
: Yes, please.

: Have you an appointment ?

: No, I haven’t. You see, I only came back to the country this

morning.

: Well, I know he’s busy at the moment, but I’ll ask his secre-

tary when hell be free. Please sit down.

: Thank you.
: (Making a telephone call) Oh, hello, Miss Zhang. It’s Re-

ception. I have Mr. Smith here. He hasn’t an appointment
but he’d like to see Mr. Yang Jin. When will he be free? -
Well, (1o Mr Smith) Mr. Smith, Mr. Yang will be Tree at

about half past four. W

A: Now it’s nearly four. Oh, that’s fine. Tl wait.
B: (to Miss Zhang) Miss Zhang, Mr. Smith will wait -
Thanks. (To Mr. Smith)Mr. Yang’s secretary will come
MR——(
and take yow-up later.
Up qate
A': Thank you.

3. The Room Number of the Office

- Mr. Peter Wiles has an appointment with Mr. Yang Jin at

11 : 30. Miss Lin checks that Mr. Yang is expecting Mr. Wiles

2



and then directs Mr. Wiles to Mr. Yang’s office.

A : Good morning.

B: Good morning. Can I help you?

A: Er, yes. I have an appointment with Mr. Yang Jin at half
past eleven.

B: May I have your name please?

>

: Peter Wiles«+*from the British Trading Company.

B: Thank you. Please take a seat, Mr. Wiles, and T’ll phone
‘Mr. Yang Jin’s office. (Making a telephone call) Hello,
Miss. Zhang. This is Reception. Mr. Wiles is here for his
11 : 30 Aappointment «ss, Thanks *»+ (To Mr. Wiles) Mr.

Wiles, would you please go up to Room 5 on the second

floor. Mr. Yang’s expecting you.

A : Room 5 on the second floor.
B: That’s right. The stairs are on the right, :-*or there’s a lift at
the end of the cerrl

A; Thank you. Seco {foor-" thmk I'll take the lift.
4. Showing around the Company

(At the reception desk)

Helen is going to show a visitor Mr. Duncan round the com-
pany today. She comes down fo meet him at the reception desk.
A: Good afternoon, Mr. Duncan. I’'m Helen Johns, Mr.

Bradley’s secretary. Would you like to see around the facto-

ry first? —_—

P R X
B: Yes, I would. o ,
A: Now thigsis&r_'ocffi:'e_hlmﬂs We have all the administrati "
de{LII}QLS_lL_I‘E Sale;g Accoynts, Personnel I:/f- ,? é"

arket fi‘) ?

v

Rese%ch and so on.
B: What’s that bu1ldlng opposite us?



: That’s the warehouse* where the larger items of medical in-
e S

struments are stored. We keep a stock of the fast-moving -

items so that urfent ﬂ}ders can be met quickly from stock.

: If T ordered an raymAlpparatus today, how long would I

3'reita
have to wait for the dfﬂ%y ’n Scotland‘?
| Yi

: I think perhaps you’d better speak to our works manager,
e e —

Mr. Weaver. You'll meet him when we go over to the facto-
ry. We'll go there now. (In the workshop) This is one of

our three workshops... This is the delivery Bay* here.

: Oh, I see.

: The steel sheets and bars come in, as you see, in different

sizes and are unloaded on to the delivery bank here. We buy
them in from a steel works in Wales. This is the new convey

belt* we had installed last year. We doubled our output in
this department asg\a result.

: Oh, really.
: I'll take you to the assembly shop* +

5. At the Airport

Miss. Xiao Yan from the Textile Import & Export Corpora-

tion comes to the airport to meet Mr. John Windson from the
Australia Trading Company.

A

Excuse me, sir, but aren’t you Jo indson from Australia
’.‘_’\_’N“"\_‘. -

Trading Company?

: Yes, that’s right.

: I'm Xiao Yan from Tianjin Textile Import & Export Corpora-

tion® and I’m here just to meet you,

: How do you do? Miss Xiao. It’s kind of you to meet me at the

airport.

: How do you do? Welcome to Tianjin. Is this your first wisi



to China?

B: No, I visited China several times, but it’s my first visit to
Tianjin and I think it’s a great honor to be invited to your
beautiful city.

A : It’s our pleasure tq have you here, You know, Tianjin is an

economic center of importance in north China and also a
“coastal port city opening to the outside. I_h_ogg_miill,h_ale
a pleasant stay here,
. B: Thank you, Miss Xiao. I’m sure I will have a wonderful time
in Tianjin. |
A : 'm sure you need a good rest after the long journey. Shall we

get in the car and go to the hotel? 1 have already booked

., rooms for you.
B. Thank you indeed.

A: You are welcome. Let’s go. This way please.

NOLCS

(1) Native Produce Import & Export Corporation T =#Hig

A

(2) Sales Manager $HEZLH

(3) reception 4L

(4) personnel department AEEH

(5) warehouse R JE /' wed haua!

(6) an x-ray apparatus X JY&#l
(7) delivery bay 35 R

® jomyey s 528

(9)/assem ly shop 3ERE[]

aom TlanJm Textile Import & Export Corporatlon FERZG Ak

g ,\:j +ekgtyi ,




10.

11.
CRAITAMEE R BE,
12.

- Excuse me, but who’s Mr. White?

I, AR R e

- Pm sorry, I've got the wrong person.

AR, RIBEAT .

- May I introduce myself? My name is Bian Feng. I’m from the
CCPIT.

KU ERME T Ko, B EER TSRS R
ZMKA .

. May I introduce you to my friend, Mr. Zhang?

HITUREN B— TR K LT

- T don’t think you have met my colleague, Mr. Chen. This is

. White,
ﬁ’@um&‘ﬁ Rt R BRI X R,

. How are you, Mr. Johns? It’s always good to be with you.

RIS R RIRTE— R 24

. Did you have a good trip?

&R 42

. You may take a rest today and we’ll talk about our business

toinorrow

REGFERERE, L F SRy fiidx.

. Shall we fix a time for a talk?

BATTRE BB AT R 41 2 _
Weren’t you on the phone to me yesterday?
HERAT B8 A R 4D -

We’ve heard a lot about you.

How shall I get in touch with you?

ELMEBKER?
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13.

14.

15.

16.

17.

18.

19.

If you need anything, just give me a call.
FHARITRIEFT .

Do you have any hobbies?

REBE 4w

What’s your favorable kind of music?
FRERMT 2F K

How do you like the weather here?
PRI LR AR i 2

The Water Park is a nice place for boating.
K EAERRIHITFEL .

A visit to the Palace Museum would be impressive.
Bl == SUPYNEIE 3T 1

The restaurant is famous for its Tianjin Baozi.

- XBEORBEETHA.

20.
RIS RBRE .
21.

One of our people will fix you up.

I hope you’ll enjoy your stay here.
FETEXESBE X,



1. Receiving the Visitor

Mr. Stephens comes to the exhibition and is received by

Mr. Sung.

A
B.

Good morning. Can I help you?
Good morning. I wonder if you have time to show me around
the exhibition. T hear your corporation handles a great vari-
ety of electrical and electronic ap 1ances *

I'm glad to show you aroun é} ave five floors to see.
Where shall we start?

: Five floors! It looks as if it’s going to be quite a trip, if we

-look at everything.

A : But you may only want to see some of the items you’re espe-

cially interested in. We can just have a glance at the rest.

: Good idea. I want to check on audio-visual products. *

A: They are on the first floor. Here are the illustrative cata-

B.
A

logues. * They will give you a main idea of our products.
Thank you indeed.

This way, please.

2. Showing the Visitor around

Miss. Lin shows an Indian customer, Mr. Dewar round the

Silk Department.

A:

B:

Here is our Silk Department, Mr. Dewar., We deal mainly in
cocoon silks" , textile fibers, silk pieces and silk products.
Oh, there are various silk pieces.

8



