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Part One Business Contacts
and Reception

Unit 1 Trade Fair

[ Learning Objectives )
1. Making booth reservation for a trade fair.

2. Receiving potential clients at trade fair.

3. Learning the do’s and don’ts at booths.
Warming-up Questions
1. What preparations do we need to make before attending trade fairs?

2. How to convince your potential clients to choose your company’s products?

& Word Study

Work with your partner to fill in the blanks using the words or phrases with proper.
forms on the left.

. 1. T would suggest you make a in advance, otherwise we
booth reservation )
can’t guarantee your booth.

available ) ) )
2. This products has among youngsters in American these
book up
. years.
impressed o . .
3. Several airlines say that if there’s a seat , they will reseat

gain popularity
passengers upon request.
latest sample .
. 4. We are sorry to inform you that all the rooms have been

in great demand . . .
5. First of all, the for each tour includes all expenses in the

quotation .
destination country.

6. Excuse me. I was wondering if you could possibly send us your

machine.
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7. This product is now and we have on hand many enquiries from other countries.

8. I was very by this new model.
Dialogue 1 Reserving a booth

(Mr. Li Hua, from Yunlong Home Textile Import & Export Company is calling Texworld Exhi-

bition Center to book a booth. Rita works in the reservation section and gets the call. )

R :Good morning. Texworld Exhibition Center. Can I help you?

L:Yes. This is Li Hua from Yunlong Home Textile Import & Export Company in China. I'd
like to register for the 34th Texworld Exhibition.

R:OK. We still have some booths available. Are you looking for a standard booth or non-
standard booth?

L:A standard one, please. What is the charge?

R:It costs $4,000 at least.

L:Can I reserve a space in the center?

R:Sorry, but all the center booths are booked up. We have only corner booths left. There is a
corner stand on the right of the entrance. Will that be all right?

L.OK, Il take it.

R:So the booth number is A-098. May I have your phone number and E-mail address?

L:Yes. My phone number is 867-932-294 and my E-mail is yunlonghometextile @hotmail.
com. That’s Y-U-N-L-O-N-G.

R:OK. 867-932-294 and yunlonghometextile @ hotmail. com, is that right?

L:Yes, correct. Can I pay by credit card?

R:Yes. May I have your credit card number?

L.8453-1940-0327-3330. The expiration date is 12/31/2020.

R:Thanks. I'll send you a letter to confirm your reservation soon. Anything else can I do
for you?

L:No, thank you very much. Goodbye!

R :Goodbye!

Dialogue 2 Receiving potential clients at trade fair

( Peter Jackson, the Purchasing Manager from DHP Company comes to Li Hua’s booth at the

trade fair. )

L: Good morning, Welcome to our booth.

J: Good morning. I am attracted by the variety of your products.

L. Thank you, sir. 'm Li Hua, the Sales Manager. I'm very glad that you are interested in
our products. On display here are most of our main products : home textile fabrics and bed-
ding products. Would you like to have a look?

J: That’s good. They all look so beautiful. Can you show me some latest bedding products?

L: Of course. Come this way, please. Here are the latest samples of bedding sheets. They are

brightly colored and beautifully designed. They’ve gained great popularity overseas and are

always in great demand.
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: Yes, they seem to be of good quality. Would you please give me a catalogue of these prod-

ucts?

: Sure. This is our catalogue with the latest quotations. Could you please leave your contact

number?

: Oh, yes, this is my business card.

: Thank you, Mr. Jackson. This is my business card. You are very welcome to contact us or

visit our company whenever at your convenience.

: Fine. I think I have already seen some items we’d like to order, although it will take time

to study them a bit more.

L: OK, we look forward to hearing from you.

Notes

1.

We still have some booths available. F{JiEA —E2s AL,
available: FJFIFIRY; ATIREBH; AEH
e. g. We have three single rooms available. I TE =1 HEAFE,

. Are you looking for a standard booth or non-standard booth?

TR E - MMERMD ZIETRHERR AR ?

standard booth: #RAERRNAL (—ME 3 K x3 K, 9 FHKK/N)

non-standard booth : IEFRMERAL (—ME6 EH KK/, HBBHL BITRBRIEIT.
%)

. Sorry, but all the center booths are booked up. We have only corner booths left.

XAR, FIANPOERMBCETET. RETAERA,
book up: #HE—= (HAIIZE)
e. g. The plane is booked up to its full capacity. ZMIBIMHIEE HIIT—Z

. On display here are most of our main products: home textile fabrics and bedding products.

XERHMRBIOER™ 5. SRRGHZMKERAR.

. They've gained great popularity overseas and are always in great demand.

EEEIMEZRA, FHETRESEBRK,
gain popularity: 3Z3|EBE; RZWIE
in great demand: TR EIR K

. You are very welcome to contact us or visit our company whenever at your convenience.

FRATHEH WM A AE E BB RERT B R A TSR E R T RATAF o
at one’s convenience: FEX: A 518 BBHE

Useful sentences

1.

RiFE TR, RITCELBAEEZRKRAT
We are very sorry to inform you that we don’t have any booth available.

I'm sorry to tell you that there’s no vacant booth left.

- INRERZEMRIFE RN BATEM R, BRATREHEB— T RALK,

If you send us your registration form and registration fees within one week, it is still possi-

ble for you to get one booth.



FRAHHEELE

-9 FIIKE RAIEAEN R 2 TT5; 6 FIIRKENEMR 1.5 T,

The nine-square-meter booth costs at least 20, 000 RMB per unit while the six-square-me-
ter booth is at least 15, 000 RMB.

- AR EIHATRI RO, HEFEMRK YA RAFNHERE,

Welcome to our booth. I'm the sales representative of Jia Xin Home Textile Co. Ltd.

- BATEGT= FEERR MR 2 B

Our products have met with great favor in Europe.

. BELERMNBIER L WAGH R

Actually we are very professional in producing textile lining.

Business Culture

Do’s and Don’ts at Booths
Do’s
1. Greet a visitor politely with a smile.
2. Make a note of a visitor's detailed information about his interest in the products.
3. Before closing the conversation, do obtain the attendees’ business card.
4

. Follow the visitor after the exhibition to generate new business.

Don't

1. Don’t open a conversation with a question which only invites yes or no.
2. Don’t stand guard on the edge of your booth with arms folded.

3. Don't sit or stand in groups with other staff.

4. Don’t look bored.
5

. Don’t ignore visitors.

7 Exercises

@ Pair Work
Work with your partner to put the sentences into right order, and then practice the di-
alogue with your partner.

1:

: Good. You’ve come to the right booth. We specialize in producing suits.

wn A W

Well, is there any superiority of your products?

: Oh, I see. Will you please show me some products of different colors?
: Certainly. Five colors are available here.

: Well, it’s very impressive. May I take the sample fabric with me? I'd like to discuss with

my assistant.

: Here is a sample for you to look at. It is good in material and superb in workmanship.

What’s more, it is modern and elegant in fashion.

: Good morning, anything particular are you interested in?
: Yes, please. We are sure that you’ll find very good prospects in our products.

: Well, I'm interested in ready-made suits.
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© Sentence Translation

Translate the following sentences into English.

1. REXEZARH#HOAAFN, BREHFLCHERELERIEN,

2. BRBGT—MrMERNL, BRAFRHERENLYE?

3. REEIT PO XA,

4. XBERE A MBS, ARRITER, BE LR, EMEEIITHREZR
i, FRE—HRK,

5. WpRsed, XRRMAE R, BRI ETEE T EREHE SRR B IR,

@ Dialogue Translation

Translate the following dialogue into English, and then practice it with your partner.

A: &8, PEEOBMRRSSHEES. AHATTUREER?

WiF, RESBAAFRNHERE, RETH -LEXTIRIT4 ABRSHELR.

W, W, XRRSEEES A 15 B,

B, RABT . REBAR—SAHXHRARNG? FMBITBEMEAHHE .

RIVBRMENESRMY, —MRERAKTFEHMHEN 2 000 E5T, XM

AR TE R AL i BAR BT fE AL B AR 1L .

By, XA TRITOBUN, IREEMHE LB LG,

LRTLL, MEREESMBREIFAAERSE, RITEMEREEKS% .

W, XERAUERZN, ER—T, MRINRAESRETEELN?

WA LIBUEEAF R . BIEsE TR RBEMEAT.

B: i), RAEMERSE

© Role Play

Make a dialogue with your partner based on the following situation.

Situation; Miss White comes to Mr. Dai’s booth again at the trade fair. Last year she ordered

> W > ™

> W > W

cotton dresses from Mr. Dai.
A: You are Mr. Dai from Nanyang textile Co. , Ltd.
You need to:
<> Welcome Miss White.
<> Ask about the selling of products ordered last year.
<> Offer this year’s catalogue to her.

<> Show your willingness to cooperate again.

B: You are Miss White, the purchasing manager from ABC Corporation.
You need to:

<> Express your appreciation of Mr. Dai’s products.

<> Tell Mr. Dai the selling of products ordered last year.

<> Give some suggestions on the products.

<> Ask for a new catalogue.



Unit 2 Phone Contact

[ Learning Objectives]
1. Making and answering business telephone calls.

2. Taking and leaving a telephone call message.

3. Understanding the cultural differences in handling oversea telephone calls.
Warming-up Questions

1. Do you have a mobile phone? What will you say when you are calling a potential client?

2. Have you ever received a wrong call? How did you handle it?

TS\ Word Study

Work with your partner to fill in the blanks using the words or phrases with proper
forms on the left.

ol 1. The teacher taught us to dial 911 in case of situation.
S 2. The secretary should know which calls can get to his/
arrival time
s : her boss.
at one’s convenience
3. Mr. Li has a full this month.
put through
4. Please tell me your so I can arrange my assistant to
emergency
P a— pick you up at the airport.
5. Could you please for a moment? Let me check it first.
schedule ———
fix 6. The _ will be held next month in Shanghai.
7. Don’t worry, you may pay me
8. Jenny will you their contact information.

L] Dialogue 1 Leaving a Message
( Four months later, Peter Jackson calls Li Hua. Sara, Li Hua’s assistant, gets the call. )
S: Good morning. Yunlong Home Textile Import & Export Company. What can I do for you?
J: Yes. Could I speak to Mr. Li Hua, the Sales Manager?
S: OK, please hold on for a second. (a few seconds later) I'm sorry, but Mr. Li is in a con-
ference at the moment.

J: Do you know when the conference will be finished?
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: Sorry, I have no idea when it will be finished.

: Alright. Can I leave a message?

. Sure.

: Tell him Peter Jackson from DHP Company called. If he is available before 11: 00, please

ask him to call me, otherwise I'll call him again tomorrow.

— U = Wn

: Ok. Can I have your telephone number, please?

: My office number is 010-8233 3378.

: Alright, Mr. Jackson, I will pass your message to Mr. Li.
J: Thank you.

Dialogue 2 Talking on the Phone

(Next day, Peter Jackson calls again and Li Hua is available this time. )

v = wn

S: Sara speaking. May I help you?

: Yes. Could I speak to Mr. Li Hua, please?

: Hold on, please. I will put you through.

: Li Hua speaking.

: Good Morning, Mr. Li. This is Peter Jackson from DHP Company. We met at the spring

L i )

trade fair four months ago.
L: Oh, yes, Mr. Jackson, I am expecting your phone call. I remember you are interested in
our bedding products.
J: Yes. We are planning to import a wide range of bedding sheets from China, and I'd like to
do business with your company. I'll come to China next week.
L: OK, you are welcome to our company Mr. Jackson. You can visit our plant and I'll show
you our latest products.
: That sounds great!
: Would you please fax me your schedule with the flight number and the arrival time?
: Sure, can I have you fax number?
: It’s 87654321.

J: I will fax it to you as soon as possible. So see you next week, Mr. Li.

£ = B

L. See you!

@ Notes

1. Good morning. Yunlong Home Textile Import & Export Company.
B g, XERZERYHHOAF,
YRA: AR EEN, AAARAATH EZHIRAE,
2. Sorry, I have no idea when it will be finished.
AR, BAHESWA AR RS,
3. If he is available before 11: 00, please ask him to call me.
IR 11 QZ A EEAR = R IL A TRAT A BiE .
4. T will put you through. FXFRFEIREF B,
put sb. through: @5
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5. We are planning to import a wide range of bedding sheets from China, and I'd like to do
business with your company.
FATIET RN P EHE O —RUR S, RERIRNIAABER,

6. Would you please fax me your schedule with the flight number and the arrival time?
REEEEARIRNITES, SREAILS Mk &7
arrival time: Z|iAHT[E]
departure time : H % A+ [&]

|| Useful sentences

1. HHE,
Hold on, please.

H

Just a moment, please.
Wait a minute, please.
2. TERWIMFLEARILSEA, EIaHLS N 201,
Could you please put me through to Mr. Black? His extension number is 201.
3. A ER, Z2BIERE, BREEH 237
I'm sorry, Mr. Li isn’t in at the moment. Could I ask what the matter is regarding?
I'm afraid Mr. Li is out of the office for the time being. May I ask what you’re calling about?
4. HFEK, LEHEAEREET, FERETY?
Sorry, Mr. Smith is not available at the moment. Can I take a message?
5. fFRFLA — ER M TR AR TEE
I’ll ask Mr. Black to call you as soon as he comes back.
6. #Hk, WBHBIET
Sorry, I've got to hang up.
Sorry, I've really got to go.
Business Culture

Telephone Manners

Telephone is one of the most important tools in communication today. And car-
rying out a business conversation to get desired results is an art. Find here few of
these most important telephone etiquette tips which can be beneficial to you.

1. Make sure you speak clearly and are smiling as you answer the phone; also
identify yourself.

2. It is better to return a call than to keep someone on hold too long. If the
phone rings back to you, you’ve kept them on hold too long.

3. Do not forget to return the call as you promised.

4. Never interrupt the person while he/she is talking to you.

5. Do not answer the phone if you are eating or chewing gum.

6. When hanging up the phone, make sure the caller or person called hangs up

first if the phone is slammed on the receiver.
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/7 Exercises
@ Pair Work
Translate the underlined sentences into English and then practice the dialogue with
your partner.
A Shanghai JOC Company. How can I help you?
. Good afternoon. 1. {F#H R EERE 303 4+¥l,
: 2. M,
: Hello, this is Shirley speaking.

: This is Veronica from VM Company.

: Sorry, 3. REFFEE —RWIRIAFG?

: Veronica, V-E-R-O-N-I-C-A.

: Oh, Hello, Veronica, what can I do for you?

s 4 RITHFERRAN T HINEFM KA K2 AT [E], Is it on Thursday afternoon,
two o’clock?

B: Yes, it is.

A: OK, See you then.

B: See you.

> W we W w

@ Sentence Translation

Translate the following sentences into English.

1. fREF, XHEE ABCAH, REFIEMHA?

HER RS EEA, B,

REEN 5 R L EH L7

Rk, EEmAEEIREER,

. VAR J7 1 A A i 25 6 (B4 B TR 4 AG 7

@ Dialogue Translation

Translate the following dialogue into English, and then practice it with your partner.

s BXNEHGAARATF, REFIIEMA?

HiF, RERHELHEERE,

. BFHY, T, REEHE,

iF, REREEE,

s MRS, REKFFHL O RS AFREER,

SEEWEE, REFG?

. BARGF, Efe4, RITHEREREI—/PNEE, HTE-NEEEFPEXRFY
BI~d, FUBRMNKSNATEHEER T ALK EF?

C: AHER, HiLRE-TRIOTEITR. TLK, LEHLE, RES. BAE
BHEEFT+REARE?

A: ), ERIEFEHRK,

C: BFAEXF. B,

>ororEy
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© Role Play

Make a dialogue with your partner based on the following situation.

Situation; Miss Lin is answering a phone call from Blair Jason, who would like to talk with
Mr. Wu?

A: You are Miss Lin, a secretary in MSJ Company.

You need to:

<> Greet and offer help.

<> Tell Blair Jason that Mr. Wu is not in.

<> Tell Blair Jason Mr. Wu will come back in 10 minutes.

<> Promise to pass the massage to Mr. Wu.

B: You are Blair Jason.

You need to:

<> Identify yourself.

<> Ask when Mr. Wu will come back.
<> Leave a message.

<> Express thanks to Miss Lin.



Unit 3

Meeting at the Airport

[ Learning Objectives ]

1. Meeting a client at the airport.

2. Making proper small talks with the client.

3. Learning business etiquettes about greetings and introductions.
L] Warming-up Questions

1. What preparations do we need to make before meeting a client at the airport?

2. What kinds of small talks can we make when meeting a client?

& Word Study

Work with your partner to fill in the blanks using the words or phrases with proper

forms on the left.

smoothly
sound sleep
see...off
parking lot
textile
luggage
export

superb

o v oW

. We are recruiting employees with sensitivity and interest in fash-

ion and industry.
Our company clothing to several African countries ev-
ery year.

locker can be rented at the airport.
The plane took off and we enjoyed the flight very much.
Across the , you will see our office building.
After 10 hours’ flight, I am so exhausted that I just want to have

a in my bed.
The Sales Manager from A&J Trading Co. , Ltd. us
at the airport this morning.
. Blue Sky Airline promises to provide service to every
passenger.

Dialogue 1 Meeting at the Airport

(Sara, the assistant to Li Hua, comes to meet Mr. Jackson at the airport in the morning. )

S: Excuse me. Are you Mr. Jackson?
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w

W = N = wn -

J:
S:

: Eh,Yes. I'm Peter Jackson from DHP Company.

: How do you do, Mr. Jackson! I'm Sara, the assistant to Mr. Li Hua from Yunlong Home

Textile Import & Export Company.

: How do you do? It’s very nice of you to come to meet me.
: You are welcome. Oh, let me help you with the luggage.
: Oh, thanks, but I can manage it.

: How was your flight, Mr. Jackson?

Very nice. Everything went smoothly and I had a sound sleep on the plane.

: I'm glad to hear that. Our car is at the parking lot over there. Shall we drive you to the ho-

tel now?
Yes, thank you, let’s go.
This way, please.

Dialogue 2 On the Way to the Hotel

(Sara is making small talks with Mr. Jackson on the way to hotel. )

¢

Here is our car. Please get on, Mr. Jackson.

J: Thank you. How long will it take to get to the hotel?

S: About 30 minutes. It’s not far from here.

J. That sounds good.

S: Mr. Jackson, is this your first trip to China?

J: No. I've been in Shanghai and Guangzhou for a couple of times, but it’s the first time I
have been to Jiaxing.

S: I hope you will have a good time here.

J: Oh, thank you. I believe I will. I was told that Jiaxing is a beautiful city before I come. So
I really look forward to coming here.

S: There are many places of interest to visit here. A sightseeing trip is arranged for you on
Friday. Our Sales Manager and I will show you around the city.

J: That sounds attractive! Thank you for your hospitality.

S: My pleasure.

J: What is the weather like here these days? I do hope it will be nice on Friday.

S: Let me check it on my phone. Well, the weather forecast says it will be sunny with gentle
breeze on Friday.

J: Oh, how lucky we are! I can’t wait to look around the city and taste the local delicacy.
That must be very interesting.

Notes

1. let me help you with the luggage. itFRFFHHEITEIE,
luggage: 1725

2. Everything went smoothly and I had a sound sleep on the plane.

—UVERARIBTR], T ELERAE KL LR T R
smoothly : JBTF|#; FAIM; Fia; Figt



