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Chapter I Before Meeting a Tour Group

ER—  EEEETI

Module One: Preparation for meeting a tour group

KINZER

W AT, FREAE TR AT A, RSN A &RIEARRE,
WEFES R Pdh . BRSO AR, PBIRIT AR A v RIS R A H
FERIHIE S GRS, R SCHr MRS S, IR I A e 78 7 v 2% 4.
PR B H] - S8 A BRI R A AV

When accepting a task to conduct a tour group, the guide should make good preparations,
including being familiar with and carrying out the tour plan, preparations for language skills
and information related to the scenic spots, materials needed and psychological preparations.

This is the premise for a tour guide to provide good service to the tourists.

MEB— BAEHELERGEE
To familiarize and carry out the tour plan

S

Kill BR: RABMUEA VIR, S8R TR SR v, X o0 8 A REIE] Lo
%

Objectives: To be familiar with the tour plans, analyze and carry out the tour plan, and to
have a good idea of the important contents

EMER: | 28 B IR T 52 K FT B HRAT A U — O R B v X 5 BEAT 7 SEAH G HE
frHH.

Circumstances: Zhang Li, local guide of CITS (Guangdong Branch), receives a tour plan

1
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and carries out the plan.

TR MRS R

Preparations: a tour plan of Guangzhou

TR WiE

Form: dialogue

KT R:

Procedures:

1. BREAF1TR]. Be familiar with the tour plan.

1.1 TR, SFEEAS . ARALERSRR FERRAN S 2R SR
Z5iE, SHEITAE;

Find out the code of the group, the name and logo of the tour operator, and the name, the
telephone number of the person you should contact and the national guide or tour leader and
the way of settlement.

12 TRERIEFRIRREO: RO NS LR, BSERE, i, BIEEN
h, TR, TREEEYE;

Find out the number of people in the group, the name, gender and occupation of the
tourists, confirm the reservations of hotel, coach and restaurants to see if there is any change.

1.3 TR B S A STE I O

Know well the itinerary and transportation.

14 THERSZERMbRHE: T #EBADHE LHER RS BN 5 R R M, DR
BTG . IR U R ZE AR 55 AR S % AL IR OL S BR R T 3

Find out the requirements and standard of the service, and if there is anyone who needs
special service or items. Know the standard of hotel, meals and coach for the group and ways
of contacting relative companies.

2. JRSEHAFHE. Carry out the plan.

SRR, FEREIERT— RS & MEKBAERR, #ATHERRINEE.

One day before the group’s arrival, the local guide should contact the relative companies
and confirm the tour plan.

2.1 BFRATAH SRR AR & Y, SRS T AT ARG,
H PR IE RS LR,

Get the tour plan, flag, logo of the travel service, the money needed for the tour, and bills
etc. in the travel service.

2.2 SRINUERR, &SCHREFFTEOLLME SN M, IS EEs) H 2 A4
I 6] 5

Contact the driver and confirm the coach, time and place of meeting. Tell the driver the
itinerary and time.

23 HHBBITHERR, BLHBRANE. A$. ERFIHERS;

Contact with the restaurant; confirm the time, the number of people to dine, and things
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like taboo that should be paid attention to.

24 SEEWEBRR, VEIGEEE. 55 RME AR AR S RIEIE OUS

Contact the hotel and find out its location, rooms available and facilities.

2.5 HEEIRIFER A NARBREA, FUWNFLETHAXRER, SRS
giwetial, R EAERR . WRTRNE. FESME. wFEME, DAERTRE
. @PATH R YRR . X iR A ERE 5 R BR R ST 5 R R .

The guide should find out information about the scenic spots, especially the ones you are
not familiar with. The information should include the opening and closing times, the best route
and the time needed to visit; The location of parking lot and toilets, the time needed to go there
and the sightseeing along the way, etc. If there are any special requirements for visiting, contact
the relevant people at the scenic spot in advance.

Dialogue 1:

(Z: Zhang Li, the local guide L: Mr Li, the driver)

(Zhang Li phones Mr. Li)

Z: Hello. Are you Mr. Li? I am Zhang Li of CITS (Guangdong Branch). I will conduct a
tour group with you tomorrow.

L: Hello. When will you meet the group?

N

: The group will arrive at 10:30 by air. Would you please pick me up at the gate of the
company at 9:30?

Okay.

: Mr. Li, there are 33 seats in your coach, aren’t there?

: Yes, that’s right.

: I’d like to introduce the itinerary briefly. On the first day, we’ll visit Chen Clan

N =N

Academy and Yuexiu Park; on the second day, we’ll go to Chimelong Safari Zoo; on
the third day, we’ll visit Beijing Road. I'll tell you in detail when we meet. By the way,
are the air-conditioner and microphone in your coach all right?

L: No problem.

Z: Great. See you tomorrow. My mobile phone number is 13631441615. If you have any
problems, please contact me.

L: Okay, see you tomorrow.

Dialogue 2:

(Z: Zhang Li, the local guide C: Mr. Chen, the manager of restaurant)

(Zhang Li phones Mr. Chen)

Z: Good morning, are you Mr. Chen of Guangzhou Restaurant?

C: Yes. May I help you?

Z: 1 am Zhang Li, the local guide of CITS (Guangdong Branch). I’ve booked a table for a

3
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tour group tomorrow. Have you got the order?

C: Yes, 12 adults and 3 children, right?

Z: That’s right. I’d like to confirm the menu with you. We’ve booked a table with 15
dishes and 1 soup.... They can use chopsticks, but it’s better to prepare some knives
and forks. In addition, the group has religious belief that the tableware must not be
broken, for they think it’s unlucky. Please confirm it.

C: OK. When will you arrive?

Z:About 12 o’clock. I will confirm it before we leave for restaurant. Thanks for your help.
See you tomorrow. '

C: You’re welcome. See you tomorrow.
Dialogue 3:

(Z:Zhang Li, the local guide S: Sales Department of White Swan Hotel)

(Zhang Li phones the Sales Department of White Swan Hotel)

S: Good morning. Sales Department of White Swan Hotel, may I help you?

Z: 1 am Zhang Li, the local guide of CITS (Guangdong Branch). I’ve booked rooms for 13
persons in your hotel.

S: Please hold on. I'll check it for you. Thank you for waiting. Yes, 13 persons, 6 standard
rooms and 1 for tour leader, each room includes 2 buffet breakfasts, check in tomorrow,
right?

Z: Yes. Are these 6 rooms on the same floor?

S: I’'m afraid that we can’t guarantee the same floor, since there are quite a lot of guests
these days, but we’ll try to arrange it.

Z: Thanks for your help.

: OK. When will you arrive tomorrow?

n

Z: The group will arrive at about 10:30. I think we’ll arrive at the hotel about 11:30. I’l]
confirm it 30 minutes after the group arrives. Please prepare for the room cards in
advance and ask the bellboys to get ready for it. Thanks.

S: OK. See you tomorrow.

FilG3: EHERFE

Make a dialogue according to the following situations.

L 7 AP IKEE T — IS ARSI ], 05 5 % AT R & L .

Task 1: The local guide, Xiao Zhang, is going to conduct a Canadian tour group. Please
contact the relative companies to carry out a tour plan.

Task 2: According to the above situation, fill up the following sheet.
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o Preparation for language and knowledge

Kl BFR: FE8R U TN ERRE S AR & TR

Objectives: Making preparations for conducting a group in respect of language and
knowledge

KilltESR: | AR Bk 30 52 KA B iR A v RS AT

Circumstances: Zhang Li, the local guide of CITS (Guangdong Branch) is making
preparations after receiving the tour plan.

KR MER AR RATRER

Preparations: a tour plan and the itinerary

SR Whie

Form: discussion

KillFR:

Procedures:

L R 4-5 DA~ S NERPATRET S,

Divide the students into groups, with about 4-5 students in each group. Discuss the
knowledge that a guide should know before conducting a group.

2. AR R ITIRE R, NMIZEHFR AR W ST R % nl fe O
SRS

Each group presents their discussion, including knowledge (information) of the scenic
spot, route for transport and the topics that the tourists may be interested.

3. MAIRARBITA ZRE, KB SEi. vk, 55ekE R ZE R B 3hixk .

Each group gives a show, including singing, story-telling, riddles and interactive games.
Kl
I3 TR LT AR U 2 R A o N M 48 AR A . 4 3 A -

Task 1: Discuss what topics should be prepared for the following tourists:

(1) journalists
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(2) teachers
(3) students
(4) senior citizens

(5) lawyers
4&11}"#.#%

1. MHREE

1.1 FasiR. RAMIRE U AN EERM, FiFRNEERN MR RR SRS
FER, N FRETRRA, FEHFERSES. FARRR T T AN = X
WL 1 BT

1.2 AR, LR —Ea N EEE “477 £, BFrLl R R LRt iE
LR, TEATRET A ReHE B RN PR R LR %, UASE K IETER b ¥ [a]

1.3 WRER. THZEATE SRS S B ACRBE MR R, JHRIEHR L.
BO AR EOE S & A S E S . B 9 AEE T ) B 25 AT BB JER B 15 R

1.4 [RGER. ERFESETANARSBRFERZHEURERI, FikiER 3
DA BEERE SRR AR SREN SR, mORRSR. FITAE. BKERE;

1.5 AZsiH. RifREdA ZREMGERINE RS, mHERERFFAR
ok, ABNEEE RN, FERETRES . REEAFHRALEERE A2
AR, WREER, PR, RIS, FFRE. R, MERE.

2. EEHEE

2.1 T R AR B A UE R ME A A 5% T kR YT AR A i R B TR R IA IR
%

2.2 TR AT AE A — LT Y A T B AR 3 i SUR

ﬂ i

U HEZ 8. BetE
Wff Preparation for materials needed and appearance needed
in the tour guiding

SRl BAR: B4R S B AT FE R Y & R I HE& AR

Objectives: To master what should be prepared before conducting a group

SKINER: |28 FE RS9 52 5K A8 B IR e B A vkl JE AT HE A

Circumstances: Zhang Li, the local guide of CITS (Guangdong Branch) is making

preparations after receiving the tour plan.
LS L=
Preparations: training room
KR Eow. EF
Form: catwalk
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Kl ER:

1. R2EAESr R 4-5 N A4

Divide the students into groups, with about 4-5 students in each group.

2. FAEKTEERSR], IR RS .

Make good preparation for the materials needed and image according to the tour plan.
3. AR RN B UHE S H )

Students show what they prepare for conducting a group.

4. LUEFHHIR AR R HE LR AAEEES

Show which image should a guide have in the form of catwalk.
E = 4&11}’\%#&- ‘

1. MmEE

1.1 AMALELEYE: HXERRASRARNBEIESE., Bkl §iF 1C k.
SUEHE CEHER). M. SEA5HRM. CEHA,

1.2 MNEFHEBEHR: KIEITERESEWHST E SN AREEH &, sy,
WA . EW TR, A%, EFErTHERDImE,

1.3 Nadsh: A EP AR RSN R AN 2 FRIBIEFR, KihHES—
LR S S AE B 2 R BB IR E RS AR AE L. XY RasE: i, EA
AR 2 B YO AR i LA R BT R /BT ). F A SN TR

1.4 /PG FERGIE AR AR IR ZE R — 28/ AL S AWK 1) 22 A 1 v BUAR
HHRF TGRSR, SHERRTRR. LS nT A& — LG Y AN T
T2 b EE FUEAE R R B (I SRR =, s eeh . BB S/ F D
2 By 2 X o

2. RRER

T RS RE TR XU HR R, XX T TR AT 65
ZREEMIEA.

2.1 SWRMEREEWMR, K. 8E. T 1/ FERBEREN, ARIERG
PR R L X T 2 A R R, (B RL R — e BE T R TAE. VIBRATT R,
o R e e A

2.2 REEMGEEE, AWRMHER, A RE R FE K

2.3 FUF A AEE AR T IC .

mEMN OEEE

Psychological preparation

Kl Br: FERERBIATOEES
Objectives: To master the psychological preparation before conducting a group

KER: U RBBIEIRIF EA T RF AT HES
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Circumstances: A guide is making preparation after receiving a tour plan.

AR BUTHE&H F o R AR B i R4S 2 A 118 b PR A O BLAE &

Preparations: the difficulties a guide may meet when he /she conducts a group

FilER: it

Form: discussion

Kl FR:

Procedures:

1. ¥4 H, BHSRMBHIER.

Divide the students into groups with different scenarios.

2. FASUATIHR WL R TR BR a)8, ROZERE RO B .

The students discuss the problems that may appear when conducting a group. How should
they deal with the problems?

2.1 TN BT 5T B O B

Psychological preparation for physical challenge:

RN LET, RAZELRE 8 A —MikiFRZIERE#MX, HHTEEE
B, XMEGFERERMN, REWFEFIMELL T LEFAE LD, 2LLLULEE R
BZ . REERFFHSEEEG?

To be young lady, you will conduct a group to plateau in August. The itinerary includes
climbing hills which can easily lead to altitude sickness. Many tourists buy oxygen cylinders,
from which you should know that you must be strong enough. Can you persist and finish the
tour?

22 HXHBREE. SEFMHEROEER,

Psychological preparation for poor quality of meals and poor conditions in
accommodation:

HEZER, fRAESHE, BHRMPRIKIEEZE, SUFRIRREHEE ANIZHR T RS
mHAEHRIRE, RE U AR GEEALER, WXXFRFR, RNZLERR O
T X ?

During the peak season, you're going to conduct a group. But the meals and
accommodation in the destination are terrible. The guide can only have what the tourists leave
and sleep in the corridor. How will you face it?

2.3 AR BRSO

Psychological preparation for picky tourists:

EAHR, FRFFRFRRERKET, RFRZEEREmRE, XS RAFERL,
KBRS X R A X 57, BN SR UHEE A ARG, B EXT W =IEN, EHEEE
B U AR AR TS . XA, R SGZE R e ?

When conducting a group, some tourists will have prejudice against the guide because of
their poor education or influence by the media. They often aim at the guide and make things
difficult for the guide or be hypercritical of the guide’s commentary, or make irresponsible

9



