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Preface

Having a foreign guest visit can be at the same time both exciting and
frightening. It may be exciting because you have the chance to meet
someone new and share your culture, but it can be frightening because
you might not be sure if your English is good enough. Don't worry; you've
chosen a book that will help you before and during your guest's visit.

Design of the Book

This publication features a total of 13 units based on activities common to
receiving foreign guests. The book begins with planning the trip with the
client and ends with leaving him or her at the airport at the end of the trip. It
also covers everything that usually happens while the guest is here, even
emergencies and problems translating.

Units begin with a short paragraph that introduces the topic and other key
points. Then, there's a list of useful expressions, some to help you know
what to say as the host and others to prepare you for what your guest might
say. Most units have a series of three dialogues that walk you through the
entire event. For example, Chapter 7 is about contracts. In the first dialogue,
the speakers discuss the terms of the contract. In the second dialogue,
they discuss changes to be made to the contract, and in the third dialogue,
they sign the contract. Each dialogue is followed by a list of key vocabulary
and phrases used by the speaker. Besides this, there are variation drills
and substitution drills after each dialogue. The variation drills provide
different expressions that mean the same thing, while the substitution drills
offer usefujhi§entence pattems to help you communlcate important ideas
mple sentences and language
s end with a paragraph about

z made sure to cover
'l benefit from
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Making Travel Plans
ZHE R TR

u l ©® Flight and Hotel Information
MO R SR T 3530

u z @ Negotiating Travel Plans
thrE BT %1

- 3 @ Confirming the Schedule
miABER

~

International business means handling overseas
clients. From the moment plans begin, you will need
to communicate with your guests on their travel
arrangements, possibly even helping them make
reservations or book tickets for travel or events. The
image you project over the phone and through e-mail
serves as a preliminary first impression. You want
to make your guests feel they are in good hands
before they even make the trip. The language in this
unit will prepare you to do just that.

EFRR 5 EwEREFORERIMIER . MItRIFFAE
HB—2E, REEESREHNRITRAZTERTE
B, EEFAREESMIITEL, KRARTRENNE
MmITR. RETHREREFHEMZINERSERE
HEWNERHTESE—R, EEEMNEEREZ,
RASBIULKERERZEZERN. AETHIETFSH
BEILRFBIXERA.
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-l © Flight and Hotel Information

Said by the Host (£ A&iAYE) g
B X B AL % !

: When is your flight? / Which airline are you flying on? / What is your
‘ flight number? tﬁ?ﬂ’lﬂiﬂlw‘&‘h%\ﬂ'ﬂﬁ? / FERRWRMZ? / (RERIOMITSRTA?

;
¥ What is your arrival tlme’? / What is your departure time? / When are you i
expected to arrive?  fRILAEHE? / RAOCHILARTC? / REGHTEHEE ? X

£ Is your flight a direct ﬂlght or do you have to transfer somewhere?
LJxWﬂﬂmE%Mﬁm%ﬁ%ﬂﬁ]ﬁf&i&ﬁ”

BXIEERTNBEXAIE:
¥ Have you booked a hotel room yet? / Have you made a
reservation for a room yet? RITIRIE B 8 TG ? B

¥ Do you have any personal preference as to which hotel you X
3[
—

would like to stay at? ﬁ?&*ﬁﬁmlﬂiﬁ)&ﬁ , BN A{ﬁﬁuy, 7

£ The hotel is overbooked. You might need to consider another one.
ﬂB%tJiE?&ﬂ?ﬁT Lnﬁ}ﬁéﬁi%ﬁﬁ%—&o

ki li.; T T eI TR TR o A S i 4 AL 0 B S e i v

e o ’ .

Said by the Guest (EALRHIE)
BXMN A HREXAIE:

i B I'mflying in on Tuesday. 5
REEBR—HRENMIE. |

‘ My expected arrival time is 6:30 tomorrow morning. _
) HBITHHAR ERBER ¥ s_
;:#q

£ I'm scheduled to arrive in Taipei at five thirty, May 2.
RIMITE 5 B 2 BEALERE L. o

BXIEEARNNEXAIE: |
£ Can you give me some advice on which hotel | should stay at? §
BARERZEMRKIRE, RAAR—ERNG? _ |

* Does the hotel room have access to the Intemet‘?

AR IR E 5 B RE L RIS ?

..... —————— i
How much does the hotel charge for a single room per night?

| BRIEEERENFENED? J




Unit ¥4

DD

e o 5

D e D D

SRV N

@ Rich=R,Sara=S

© P, RiF. BERASES

R: Hi, Sara. I'm just calling to let you know  E&&
my flight information. Someone will be IFRBRIOMMEAER. Ak
there to pick me up', won't they? WigER, WARM?

S: They sure will, Rich. Once you give me #hi: HESHEH, WhFd. —BEERE
the details, I'll cali the taxi service and WP AMNEFR, RBsHBIt
schedule? a pick-up. Someone will be BERS, FRHEEN. BA
waiting for you at the baggage claim® SETETNLEE, EFLe
with a sign with your name on it. SEERTRIERFIETE

R: Oh, fantastic. Thanks so much! mE: B, K&T. ERSMR!

S: Don't mention it. So, when is your h: AES. B4, BHHENEM
flight? LRHE?

R: I'm flying in on Tuesday, September ¥&: K&#E 9 A 5 HEH "I
5 on Delta Flight 681, which arrives at I, BRERAEMZT 681 M
1:47 p.m. Also, | still haven't booked xR, WERBEATHF 1 K 47
a hotel room yet, so | was hoping you o A, BERZITIRE, BT
could suggest one. Something in the MEABRERWN—EIRE
mid-price range* would be fine. ERENCBIRERATILT o

S: You could try the Sultan Hotel. It's quite  #Hi: EAILLRRHAEE. LR
comfortable and pretty affordable’. FHEHMESEE.

R: Do you know if it's close to the convention ~ BaaF: R %018 A 18] 45 15 B & i ARk
center? AiL?

S: I'm not quite sure. I'll have to get back WHi: BAXWE. XUHEREEE
to® you about that. If it isn't, then I'll try g%, MEBEIEEBESNH
to find a better place. Is there anything DARIERE, BREIGEK—E
else? EAEN. FEHMEML?

R: Yes, one more thing: Do you think I'l H&: X7, EF—HE: RKIAARE
have trouble’ getting through customs HXEFERITEXSE ERM
with my samples? g ?

S: | can't imagine that you'd have any #f: REFRHRESEIMTARE.
problems. We travel all the time and | can't BIMN—XREMERIT, BFIEHE
recall having any problems with customs. v T St ESIpUR g /AL

R: OK. Great. | really appreciate it. WaE: M. XBT. RREH.

Flight and Hotel Information




B A ——

1.picksbup FEHEEREA
@& 'l pick you up at five.
(& 5 RhkEER. )

2. schedule [ ‘skedzul | vt. FixE

be scheduledtoV  TIEENE-
= be expected to V

be scheduled for + Bfal

FEARRE

Bl The meeting is scheduled for
Friday morning.
(BFEEEEMAR F3T. )
My flight is scheduled to arrive
in Los Angeles on November 2.

(RHMENBEE 11 A 2 BikX
&2l )

3.the baggage claim  1TZE@ME4
a baggage claimtag  1TFHKE
*baggage [ ‘begids | n. 17
(= luggage [ Iagidz ], E&&&IA,
AATH)
a piece of baggage / luggage
—H1TE
some baggage / luggage
—LE{TH

4.apricerange #rEEE

5. affordable [ 5'fordobl | a. RIf138& R
afford [ o'ford ] v&. AR
can / cannot afford to V
ALl / Tk EEE. -
@ | cannot afford to buy a new car
at the moment.

(RUAZFEHFEF. )

6.getbacktosb [EIEZEA

@& 'l get back to you as soon as
possible.

(RERREZER. )

7. have trouble V-ing

= have difficulty V-ing
= have a hard time V-ing
&l John has trouble concentrating
on his studies.
(ABREZTLFW. )




Unit | / Flight and Hotel Information

@ EmisibA, MRATLL:

g I really appreciate your help. -

{

I'm grateful / thankful to you for your timely help. (KB SHREROER. )

| Thanks so much.

@ EER i AR, ﬁt‘rum

% You're welcome.

No problem. Py ———
§ Don't mentionit. =~

Why don't you try the Sultan Hotel" (R FHREER? )

| suggest you try the Su | an F

| How about trying the Sultan Hotel? (R FARE, wa? )

Have you thought abe!
Sultan Hotel?

. Shouldn't you try the Sultan Hotel? (RATREAFHRERE? )

| You ought to tryth s

§

Your best bet is to try the Sultan Hotel. (Wﬁﬂﬂ‘]ﬂiﬁﬂt&iﬁﬁtﬁﬂﬁ}ﬁfﬁ )

@ 18’ g 3T

the / shb's best bet  &IFHIME :
[l If you want to get around the city fast, the subway is your best bet.
(MRRERIEEIEH T, TMERRBREFNDZE. )



-2 @ Negotiating Travel Plans

h R AR R R

STE:
1. RAWFMITITE

Said by the Host (£ A&iXHIE)

HHEEITE:

> We have the convention to attend from Wednesday to Saturday.
BINNER=ZEERABRENUESN.

¥ The business show will last for a week.  BIRH¥HFE—EM,

A —

i) L :

¥ - What do you have in mind? B What's your say on this?
RIOEBFRHLABE? XU BEROBERMTA? -

i What else do you want to request?
fff%ﬁiﬁﬂtﬁ’A%@Eﬂﬁ 2

WITRANITRESP: »

£ I'l set that up for you. § I'l put that on the schedule.
&Aﬁﬁ'(i‘%ﬁk?}ﬂ#ﬁ ReBBERRABTERRL.

¥ Let's schedule that in for, say, Wednesday the 13th.
ﬂEiﬂﬂﬁB##iﬁFE, l:l:illh}t, 13 SEHM=E.

...

o

Said by the Guest (% A£iHE)
HWie){THe:
¥ 1 wanted to ask you about the schedule.  RBERMIEXFITERRNE.
# What does the schedule look like?  fTEREIMUXBMA?
A 1Tt |
1 P Would it be possible to have a tour of the factory facilities?
REAUSHL &H?

P Perhaps we could take a look at the factory
BFBRNATAE—T] B

# I'd like to find some time to see the factory.
-ﬁﬁﬁ%ﬁ@%iimﬁlfo

REXARD:
¥ That works for me. $ That's a good idea.
AHEFKIHITHRIE © BENAEHNER.

P That sounds great.  HUTERTH .




®

Rich=R, Sara=S§

R:

Hello, it's me again. | wanted to ask
you about the schedule. The itinerary’
you sent earlier was a little vague?.

Wa:

fREF, XREM. REERE
BXFITRRMNE. RHEEF
LROMRIFHTEA KR

: Oh, right. We have the convention to

attend from Wednesday to Saturday.
After that, we have time to do other
things. What do you have in mind®?

THHL:

2, M. RNAEH=ZE
HABESWESM. 25,
#MNeFzHEALE. Bi
BHEAARE?

: Would it be possible to have a tour

of the factory facilities*? I'd like to
find some time to see the factory and
get a comprehensive® tour of the
production line®. I'm thinking maybe
we should do that on the following
Monday.

W&

REAMSHIRE? RE
ENBEEBRL , FUKS
ML . REBBIFRMNZ
BXAEHERTRNA—&
7.

Definitely. I'll set that up’ for you. It
might also be a good idea, too, to have
a meeting with the department heads®
sometime?® after that.

Hhi:

R REABRALE.
EBzE, RAHEMEEH
FEF I SRR AENE
i*o

That works for me. Let's schedule that
in for, say, Wednesday the 13th.

WA

MHEFIRITHE. BMNRE
MeERAFE, WK, 13
SEH=E.

: Can we do that on Tuesday the 12th?

A few of our executives are flying
out on Wednesday for a conference
in Germany, so | doubt'® they'll be
coming to work that day.

D RINANHE 12 SEH=

G? RN—LEEEEP=ET
AEESMEIN, FAURAFH
BEMEMNBREES R L.

Umm, sure. Actually, that works better
for me since I'll have more time to do
some sightseeing™.

ma:

M, LM, =|XE, B

BRiLBILRES, EARE
BEXHEERKL,

Wonderful. Il send you an updated'?
itinerary with all the details*.

Hhi:

ABT. REFHEEHORK
TR, AMAEHET.




