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Meeting Potential Customers
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Introductions and Greetings

s P

(at the airport)

A: Excuse me, are you Mr. Clarke from the United Trading Company?

B: Yes, I’'m Bob Clarke.

A: My name is Wang Xin. I’'m the Development Manager of the International Textiles

Company. I’m here to meet you.

B: How do you do?

A: How do you do?

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

A: My pleasure, Mr. Clarke, I’d like you to meet Mr. Chen, Sales Manager of our company.
B: Very glad to meet you.

C: Pleased to meet you, too. Did you have a nice flight, Mr. Clarke?

B: Yes, I had a very nice trip. The service was also very good. Everything couldn’t be better.
C: I’'m glad to hear that. But you must be very tired after such a long trip.

B: Yes, a little bit. But I’ll be all right tomorrow after having a good rest.
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On behalf of ..., I’'m very glad to welcome you...
TR e R

It’s a pleasure to see you here.

R E4AEIX B W E R

Please let me introduce myself. I'm...
VPR BE AT . g

How do you do? My name is...

fstif, BT

May I introduce myself ? I'm...

B AN — FHCH? B

It’s a pleasure to make your acquaintance. My name is...
REPOARIR, FTHEF-----

I’d like to introduce you to ...

R — e

How’s your flight?

PR dngl 2

How do you like our city?
IBEAFEA NI AP 247

Is this your first visit to...?
YRGB+

It’s a beautiful day, isn’t it?
ARREAH, AE?

I heard it’s going to rain this afternoon.

HITHA R M2 T,
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Appointment
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A: Hello, Mr. Wang speaking.

B: Good morning, Mr. Wang. This is Mr. Clark speaking.

A: Good morning, Mr. Clark.

B: Mr. Wang, I’d like to make an appointment with the Managing Director. I wonder if he

could see me early tomorrow morning. It’s about the order of office equipment.

A: I’m afraid he won’t be available tomorrow morning. How about two o’clock tomorrow

afternoon.

B: Let me see. I think that’s OK.
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I’m calling to make an appointment with you for next Monday.
FASVRITHIIE AR T A — W
I wonder if it would be convenient to meet you tomorrow.

AHE I R AR TS 77 AN W —



I"d like to drop by tomorrow to talk over our plan.
BIIRBER R —RFA 1T

I look forward to seeing you at your office on July 18.
HARMRF7 H18 H BeAE A = W B4,

Can you squeeze in some time for me next week?

N E I ARREAE T FR i H RO (AL R D T 2
Can you make it at 3:00 on Monday?
14T T H—3:00/E 257

Will 9:00 be alright/okay with you?

9:00 R i 44 75 {38 7

How about/what do you think of 3:30?

EWAF3:30 5257

Anytime before 6 p.m..

F6:00Z FiT#EE AT VA o

Anytime except Monday will be fine/okay/all right with me.
BT —, AR RIEAER T,

I’m available from 9:00 to 3:00.
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Showing Visitors Around

FEPRIE

A: Good morning, Mr. Smith. I’'m Yang, Mr. Yao’s secretary. Would you like to see around

the factory?
B: Yes, I'd like to.
A: Now this is our office block. We have all the administrative department here. Sales,

Accounts, Personnel, Market Research and so on.



B: What’s that building opposite us?

A: That’s the warehouse where the large items of office equipment are stored. We try to

keep a stock of the faster-moving items so that urgent orders can be met quickly from stock.

B: If I ordered a desk today, how would it be before I got delivery in Scotland?
A: Well, I think perhaps you’d better speak to our Production Manager, Mr. Yao. You’ll

meet him when we go over to the factory.
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Would you like to go through our factory some time?
H2MHEARB BT TE?

I can set up a tour next week.

BerT A ZeHEAE FAMLIFS M

I’ve wanted to see your factory for a long time.
ALK A &V T o
Thank you for coming today.

A RO o

The tour should last about an hour and a half.
R BRI E— N

I’m all set.

ARSI T o

We can start over here.

A TR A BT 4f



I’m really looking forward to this.
BIFRFXRBIRA T o

I’11 just follow you.

HERE R

Please stop me if you have any question.
AR, R IS Tk

You’ll have to wear this hard hat for the tour.
SIS AT XA A,

That’s the end of the tour.

SR AR T o

It was a great help to me.

HRERER %,

Just let me know if you want to bring anyone else.
WERPREATBIAK, BN WA

Id like to have my boss go through the plant some day.
SRR LU T N RS SR
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Sales Promotion

eI

Dialogue One

(at the exhibition)

A: Good morning, sir! Anything particular are you interest in? This catalog shows most of
our products. Here you are!

B: So you are specialized in ceramics, aren’t you?



A: Yes. Most of our products are very-known all over China as well as in Europe. Because
we always have a strong flavor of "ancient China".

B: I see. Do you have any products especially serving your export markets?

A: Actually we have. We can produce goods modeled after the fashion of different markets.
Besides, we could also make products modeled after your sample.

B: Very nice. Is there any superiority of your products?

A: Our products are superior in quality to any other brand available on the market. The
quality is superiority, yet the price is very reasonable.

B: I am very interested in your products. Do you have a prototype of your new product?

A: I’'m sorry we can’t give this as sample, but we could make s sample discount of twenty
percent.

B: OK. I will get one. And here is my name card. Please ask your sales manager to call me.
Maybe we could do some business.

A: Sure, it’s my honor!

Dialogue Two

(on the phone)

A: Hi, Andy Thomas. May I help you?

B: Hi, this is Tom Wang, from Ceramics Company. You left us your name card at the exhibition.

A: OK, I see. Thanks for calling me. I am very interested in your products. And I’d like to
order some.

B: Sure, we are so glad. Would you like to come and see me? I’d also be gald to show you
some other new products, and know more about your requirement.

A: It sounds good. Is tomorrow morning at 10:00 fine with you?

B: Yes, that’s fine.

A: Shall I come to your office, or you come to mine?

B: I would be very honored to go to your office, but it would be more convenient for you to
come to mine, for the ceramics are fragile and not easy to transport.

A: Sure, 10: 00 tomorrow morning, your office.

B: See you then. I am looking forward to meeting you.
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May I know the main items you export?
WA ER R R A7
May I know your line of business?
WIS E A 24747

May I know what you specialize in?

W AR 1= B 28

We specialize in digital cameras.

A 1= T 1EF B AR

011.



