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Unit 1 Entertaining Business Clients

# Expected Goals

88 When dealing with international trade, you should get familiar with
the process of making appointments, picking up guests at the air-
port, and inviting them to business dinners.

Skillfully apply useful expressions related to entertaining foreign

guests to daily conversations.
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j‘a\ Lead-in

The ability to entertain clients is one of the essential skills to be
equipped with for any company. The way you behave not only represents
your corporate culture, but also constitutes a part of the first impression on
your clients. If you impress your clients positively, it means repeat business
and other perks down the road.

The connection between your company and potential customers begins
with telephone appointment and ends up with having a formal meal. The
trick to entertaining clients is to find out what they enjoy doing and make
sure that they have a good time while in your company. Therefore, you are
supposed to rack your brain over a series of activities, such as playing ten-
nis, a sightseeing tour, a concert performance, or a business banquet.
These warming-up activities are not necessarily aimed at concluding a deal ,
but you may find the distance between the two sides is much narrower than
the beginning. In view of this, much preparation must be made about under-
standing the client’s educational background, cultural difference and person-

al preference beforehand.

5"’2 Situational Dialogues

Dialogue One Making an Appointment

A—Joan , Assistant of Mr. Lee B—Mr. King

(Ringing)

A :Hello. This is Sales Department. Can I help you?

B:Hello. This is King. I'm calling to make an appointment with your di-
rector, Mr. Lee, about your newly launched product.

A:Yes. Wait a moment. Let me check Mr. Lee’s agenda. Oh, he is
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fully occupied this week. How about next week?

B:Um...I'm afraid not. You know I just arrived in Shanghai yesterday,
and I have to go back to New York next Monday. It’s really urgent
for us to discuss the details of the cooperation in person. So could
you try to arrange it for sometime later this week?

A:Let me see what I can do. Mr. Lee intends to attend a banquet on
Friday afternoon which may last two hours. Is that convenient for you
on Friday?

B It couldn’t be better. What time exactly?

A :How about 4 p. m. at the conference room?

B :Great, that’s settled.

A :OK. Looking forward to seeing you then.

B :Many thanks. I'll be there on time.

Notes:

1' “ appointment”—%“ date" %ﬁ;@\%’s%“ g@%n , {E%ﬁxx'ﬁ]o “ ap_

pointment” & FH F 71 %51k, J& LB IE A L 5 177  date” {UFE — e tE 9
g@’%o H:ﬁu :

He has an appointment with the doctor this afternoon. 4K T ZF-{th 1 =

HAH 214, He dated his girlfriend on Sunday. i F1{th (¥4 I & 768 H
A%,

2. launch a product ;= i

3. agenda H

4. banquet [, dinner HIES, HFR 545 E , BRI E
5. It couldn’t be better. AFFIFALLT .

Dialogue Two Meeting Guests at the Airport

A—Joan , Assistant of Mr. Lee B—Mr. King
A :Excuse me. Are you Mr. King from Shanghai?
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B :That’s it. How do you do?
A:How do you do, Mr. King. Welcome to Tianjin. I'm the assistant of

Mr. Lee, Joan. Mr. Lee was unexpectedly tied up today. He’s sorry

he can’t come over to meet you personally.

=

:That’s OK. It’s very kind of you to have come.

A :There’s a car waiting for you just outside the door. Right this way,
please. How was your flight?

B:Not bad. There was a dense fog here, so the flight was delayed some

time.

A:Oh, you must be very tired. Let me help you with the luggage.

=

:No, thanks. I can manage it.
A We'll reach Tianjin Hotel in another ten minutes. And I've reserved

a quiet single room for you there so that you can have a good rest.

=

:Oh, you are so thoughtful.

A If it’s convenient for you, Mr. Lee would like to invite you to dinner
in honor of you tonight.

:Thank you, I will. When and where will the dinner be?

A : At six o’clock in the International Hotel. We’ll pick you up this af-

=

ternoon. Besides, if you care for visiting, we’ll arrange some sight-

seeing for you.

B:Oh, that’s nice. Thanks for arranging all of this.

Notes:

1. be tied up Z1r:, i A H 5 ([RlFE ) F X £ F : be occupied / be

fully booked / be not available)

2. dense fog Y%
3. luggage 172= (3£ [ — & ] baggage, ¥ A0l $ 44 8], 61l 40 : two

pieces / articles of luggage Pi{4:472)

. -))6

4. single-room ¥ A f; double-room XA &
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5. in honor of sb. A T [a]---+- FRIE

6. pick sb. up VR G HERIFATFEFE A, 40Tl pick you up at seven
o'clock. FORFAEL FBTF 4 RALAR

7. sightseeing n. W)

Dialogue Three Holding Business Dinner

A—Mr. Lee B—Mr. King

A:We are happy you are here today, Mr. King. Welcome to Tianjin.

B :Nice to meet you, Mr. Lee. I'm grateful for you to prepare such a
splendid dinner especially for me.

A:1t’s my honor. I know how busy you are. On behalf of my company, may
I propose a toast to you? Thanks for your attention to our products.

B :Cheers! In fact,'ve heard a lot about your company. It enjoys a high
reputation abroad.

A:Oh, it’s flattered. I'm eager to have a further communication with
you over the next few days.

B:So am I. To a long friendship, cheers!

( Three hours later...)

B:All good things come to an end, as they say. So if you don’t mind,
I've got to run.

A:Oh, it’s a pity that you have to leave so early.

B :Indeed, the schedule for me is tight every day. See you tomorrow morn-
ing when I visit your factory. Thanks again for your wonderful meal.
And 1 hope to have a chance to repay your hospitality some day.

A :I'm glad you enjoy it. See you then.

Notes::

1. splendid dinner 3= 5% [ i &
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3
4
5.
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It's my honor. ZRIEZ F
. on behalf of sb. {8FF A
. propose a toast to sb. [a] 5t AHEH ; T4

It’s flattered. #3427 .

. All good things come to an end. KX T ILAHLZ ZEF
. hospitality #UFH% , BAE 3K F

;3?; Useful Patterns

° ® '))8

1.

Could I make an appointment with your Marketing Manager on Fri-
day?

725 Ji) T RE T2 528 B B T 378 AR 2 B 7

Let me check his diary and see if I can arrange it for you. Hold on,
please...Mr. King might be free on Tuesday.
HAEEBEHBRRHIERRE N ELZHA N, HE—T,8%4%
A AR ==

. I'm afraid I won’t be available tomorrow morning. I wonder if you

could spare some time next week.
Rt B R BCA WA o A BE AR H s [a) DL i e 7
You must be Mr. King from the United States? I'm Joan, the secre-

tary of Grand Corporation.
B—EREENSLER? RETE B EEAFANRS,

Let’s go and get you checked into the hotel and have a good rest.

FAT 15 2570 R R AR FEE0E , 25T LATETR LA AR

This trip was awfully long and a bit turbulent.
T&ATE )T EL AR A SR

I wonder if you have had any plans tonight.
ARELS WA B T A% HE?

Id like to hold a banquet in your honor. What about six o’clock at
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Hongqi Restaurant to have a typical Chinese food?
AR TR BN B, S WS RAELL RS A2 ge rh g e 2
9. Here’s an invitation card for you.
SR IR
10. I'm grateful to you for giving me such an unforgettable evening.
TRBR A LE TR T T — A MERS AR

11. Well, to your health and success in business, cheers!

K, BUUR S GERR , 2 %R, TR
_ ?\ Role-playing

1. Mr. Black is a representative of ABC Textile Products Company from
Canada, which has close business connections with your company.
You, assistant of PR Department, are assigned to pick him up at the
airport and arrange a proper sightseeing for him. Now make up a di-
alogue.

2. Your company found a potential buyer through some other channel,
but you had no correspondence with him before. In this case the
buyer will hint that he is very busy and has no time to meet you. So
please try to persuade the buyer to give you a chance to show him

your products.

A A AES

MBI P R TS LRI L SRR R AT G BORLE, & SO
Feaho RUESE B R, iEF P A BREWG . HALA IR AT L2 [ X
T AT A HU B 17 D0 R U 9 SRR LA S Bl R R IR B, A
HAEPEBTRZHE . AREHD I 1E] , 7 & A S — T 3 S M i KU
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Unit 2 Establishing Business Relations

&

7+ Expected Goals

Get familiar with the common oral expressions on establishing busi-
ness relations with foreign guests.
Learn the basic business skills and etiquettes when dealing with foreign

trade.

»

7+ Lead-in

No customer, no business. Business relations are very important for
operation and expansion of companies. Establishing good business relations is
the starting point as well as ultimate goal for negotiations. Merchants may be

approached through the following channels such as introduction from banks,



