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i What to say for formal

and informal receptions?
EXAEEXBEFG LI L7

"y

F :First you should thank them for coming
all the way here.
W:What to say for formal and informal re-
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ceptions? 407

F .If it is a formal visiting group, you can g T REREEXSNFEEA, K
say, “ltis an honor and a privilege to re- DL B FE A A L
ceive -a_visit from such a distinguishéd % Exk I, E Z R NBEFE
‘ % 27 mBEEERN, F
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group”. If informal, you just say “We
would like to thank you for coming to
visit our company. " That’ s enough.

xt §§ #

Wen Na, a new clerk, is learning busi- %
_ness etiquette. She is asking about the formal A ALK, e B E E X A0
“and informal receptions. Fu Rida, an experi- % FERF S BEWNEHHIE

enced clerk, is answering the questions. } ZHEFEWRIMAWMEREXL

FORH R TR EEF

W:Wen Na, a new clerk

i vl o L1 O
F .Fu Rida, an experienced clerk BB R A
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W: | have a question to ask you. This time it
is | who will receive the foreign dealer.

F :Yeah, promising you are.

W:But you must tell me how | should do to
be most suitable and polite.

F :As you’ ve learned, first you should thank
them for coming all the way here.

W: Yes, but what to say for formal and infor-
mal receptions?

F :If it is a formal visiting group, you can

say, “Itis an honor and a privilege to re-

ceive a visit from such a distinguished

group”. If informal, you just say “We

would like to thank you for coming to

visit our company”. That’s enough.

;1 know. Is that enough if | just say these

words to begin?

F :Yes. Then you should say “Let me cor-
dially welcome you to our company™ or
“1 would like to extend a warm welcome
to you all”.

W:Can | tell them about their visiting process?

F :Yes. You should also tell them “We will
do our best to make your visit a comfort-
able one. Please feel free to ask us any
questions you may have.”

W: Thank you very much!
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? Now we need to draft an

agenda for the reception.
MEBMEBMZ —EHFOEE,

L : Now we need to draft an agenda for the % HAERNENE — &4
reception. BHREE,
W:. OK. Let me take down the notes. AL RIET kR,

L : So he might stay here for six or seven Bt rerx EEY
days. 627 X,

Peter Brown of Messers Benet Company
will come to China to visit China Electro
Co. about their business cooperation. Wen
Na talks with Mr. Lin Wei about the visit of
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Company faxed us this morning that he
had got our Invitation Letter and he
planned to come on April 12.

. Good. Now we need to draft an agenda

for the reception. On April 12, you and

I will meet him at the airport. Let him
have a rest that day. We can start our
talks on April 13.

. OK. Let me take down the notes.
: | hope we can finish the talks in two

days. He might want to go to the Spring
Fair to have a look. | think he needs to
spend at least one day there.

. Well, when will he visit our factory?
. After he visits the Fair. Well, how about

some recreations? | think it should be at
the weekend. Could you arrange that?

. No problem.
: So he might stay here for six or seven

days, two days’ talk, one day’s visit to
the fair, two days’ weekend, some rec-
reation activities, one day’ s visit to our
factory. By the way, arrange necessary
banquets for him.

. Well, | think we’ d better check with

him to find if he has any other advice or
arrangements.

- Sure.
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? I'm here to meet you.

KA KRB,

"y

L . Welcome to China, Mr. Brown.

B: Thank you. It is very nice of you to
come and meet me.

L : You are welcome. Did you have a nice
flight?

Accompanying her company leader Mr.
Lin Wei, Wen Na of China Electro Co ar-
rives at the airport to meet Mr. Brown who
comes from New York. Though they haven’t
met yet, they have already known each
other via telecommunications.
W: Wen Na, secretary
L . Lin Wei
B : Mr. Peter Brown, a foreign dealer from
New York
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W. Excuse me, but are you Mr. Peter
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limo n. REFRFF

Brown from New York?

. Yes, I'm Peter Brown.
. 1’ m Wen Na from CEC.

I” m here to

meet _you. May | introduce Mr. Lin
Wei? He’ s the head of our company.

: How do you do?

: How do you do? I’ m glad to meet you.
: Welcome to China, Mr. Brown.

. Thank you. It is very nice of you to

come and meet me.

: You are welcome. Did you have a nice

flight?

. Not bad except some turbulence.
. We are very happy to have you here.

We hope you’ Il enjoy your stay here.

- I"m sure | will.
: There is a limo outside in the parking

lot. We will take you to the hotel first.

: Thank you.
. Let me carry your suitcase for you.
: Thanks, but I can manage.

It is not
heavy.
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ﬂ It’s a real pleasure 1o be
back in China and meet
my old friend!
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. Glad to meet you again, Mr. Brown.

. It’s a real pleasure to be back in China

and meet my old friend!
. Mr.

ness for five years, haven’t we?

#

st @ #

Mr. Lin knows Mr.

They’ ve been doing business for years.

he instantly recognizes Mr.

Brown, we have been doing busi-

Brown quite well.

So

Brown from a-

mong the crowd. So he goes forward and
greets him.

Ls
B:

Lin
Brown

Mr.
Mr.

W: Wen Na

L . Glad to meet you again, Mr. Brown.

B . It’s a real pleasure to be back in China
and meet my old friend!

L : | suppose you haven't met Miss Wen.
This is Miss Wen, my secretary. This is
Mr. Brown.

W: How do you do, Mr. Brown? |’ ve

heard so much about you from Mr. Lin.
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. Yes.

: Nice to meet you, Miss Wen.
. After a long flight, you must be tired. So

we’ || first take you to the hotel and help
you settle down.

: Thank you. You are very considerate.
: Our car is just outside. This way,

please.

: Thank you for coming to. get me.
: It s our pleasure. May | help you with

your luggage?

: No, thank you. | can manage.
: Mr. Brown, we have been doing busi-

ness for five years, haven’t we?

: Yes. I’m glad we had very pleasant co-

operation in the previous years. Through
our mutual effort, your products have
been selling well in our market.

: We very much appreciate your effort in

pushing the sale of our products.

: But we still have a lot to do to expand

our business.
This is also what we are con-
cerned.
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